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MARITIME ADMINISTRATION 

HIstory. The Ma r rti.rne Adrm m st r ati on [Ma r.Ad] was es-
tablIshed in the Department of Commerce on May 24, 1950 
to adrrn m ste r the merchant shi pprrig laws, notably the 
Me rchant Marine Act of 1936 and related legislation. 

MarAd adrm.ru s t er s Federal laws de s i.gned to promote 
and rna.rnta m a U0 S. merchant marine capable of meeting 
the Na tao n t s shi ppmg needs for both dorn es ta c and fo r erg n 
commerce and na ti ona l s ecur it y, To carry out ItS man-
date, MarAd a s s i st s the rna r i trrne comrnuru ty In shrp de-
s Ign and constructlon, development of advanced transpor-
tat i on systems and equrprn ent , and promotion of the use 
of U. S. flag ves seLs, Also, it p r ovad e s educational and 
t r a im ng fa crl it i es and flnancial support to help Amencan 
s hi pbui ld e r s and operators narrow the cost advantages 
enjoyed by fo r ergn cornpet ito r s , 

MarAd succeeded the U. S. Ma r rti rne Cornrrn s s i on, which 
had been created as the result of the Merchant Manne 
Act of 1936. Under va r i ous laws, the Ma r it irne Commis- I 



sion regulated rates and services of water carriers, a function requlrlng 

the delibe,ration and independence of judgment which a board or commis-
sion is designed to provide. 

At the same time, however, the Commission was required to carryon 

many programs of a business nature, like shi pbui ldi.ng and subsidy pay-
ments, which required the prompt decisions and actions that a single ex-
ecutive with undivided authority can best give. 

Since the Commission did not prove sufficiently flexible for this dual job, 
it was abolished by the President's Reorganization Plan No. 21 of 1950. 
It was replaced by two new agencies, the Federal Maritime Board and 
MarAd, both under the jurisdiction of the Department of Commerce. 

The Board was assigned the regulatory and subsidy determination functions 
of the former Commission, and MarAd was charged to administer the var-
ious me rchant marine programs. The Chairman of the Board was the ex 
officio Administrator of MarAd. 

This mingling of the regulatory and promotional p r ovi sron s of the me rchant 
shipping laws was found to be unsatisfactory. The President's Reorganiza-
tion Plan No. 7 of 1961 abolished the Federal Maritime Board and established 
a separate and independent Fede ral Maritime Commis sion to handle regu-
latory matters. The Commission hears complaints against shipping lines 

or conferences, and approves or disapproves agreements, rates and regula-
tions of shipping companies, terminals and those subject to its jurisdiction. 

MarAd remained wi than the Department of Commerce, but in addition to its 

administrative duties was given the task of managing promotional programs, 
primarily the subsidy supports. The Secretary of Cornrne rce established 
the Ma ritime Subsidy Boa-rd primarily to make, amend, and termina te sub-
sidy contracts. 

The broadest and most far-reaching piece of maritime l egis Iatron in more 
than thirty years was the Merchant Marine Act of 1970. Its intent was to 

transform the U. S. Merchant Marine into one of the most modern and ef-
ficient in the world. By pr ovrdi ng incentives to encourage the application 

of advanced technology, innovative management, and aggressive market-
ing. programs are aimed at increasing the productivity and competitive-
nes s of Arne rican shipping and shipbuilding. 

Program Highlights. Laws administered by MarAd provide for payment by 
the government of operating- and construction-differential subsidies to make 
up the difference between U. S. costs of building and operating ships and the 
estimated costs of foreign competitors. In return for such aid, U. S. oper-
ators must pr ovade regular, adequate s e rva ce in U. S. foreign trade. Mar-
Ad dete rmines which companies shall receive subsidy contracts. 
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The subsidized operator must agree to replace obsolete ships with new 
ships suitable for essential trade routes to be served and for emergency 
use as naval and military auxiliaries. MarAd pays a percentage of the 

domestic 'cost of building a similar ship in a representative foreign shipyard. 
MarAd may pay for national defense features in excess of commercial re-
quirements. 

Also, MarAd may guarantee ship construction loans or mortgages obtained 
from private sources. 

A National Defense Reserve Fleet of ships available for emergency use is 
maintained by MarAd. Vessels no longer of use to the Government are sold, 
primarily for scrap. 

Transfer of U. S. flag ships to a foreign flag, or any interest in such ships 
to non-citizens, must also be approved by MarAd. 

The Administration o~erates the U. S. Merchant Marine Academy at Kings 
Point, Long Island, New York. There young men and women are trained to 
become rre rchant marine officers. The curriculum covers a four-year 
course leading to a Bachelor of Science degree, a third mate or third engineer 
l i cens e , and a commission in the Naval Reserve. 

In addition, MarAd provides for the six State Merchant Marine Schools in 
Maine, New York, Massachusetts, California, Texas, and Michigan, as 
well as support to designated students in those schools. 

A research and development program is aimed at increasing pr oducti vrty 
of American shipping and shipbuilding industries and improving the compet-
itive position of the U. S. Merchant Marine. Effectiveness of MarAd re-
search has been substantially increased through industry cost-sharing con-
tracts. 

Major shipbuilding projects include development of standardized ship de-
signs, identification and eHrni.na.tron of unnecessary construction require-
ments, improvements in techniques and materials, and development of 
automated shipya rds. 

The emphasis in research for ship operations is on new cargo-handling 
techniques and materials, improved propulsion systems, and computer 
applications aboard shi p , The National Maritime Research Center at Kings 

Point provides fa c i l.iti es to test products of Rand D prog rams in a m ar irie 

environment before actual shipboard installation. 

As part of its Commercial Development Program, MarAd promotes improve-
ment of port facilities and advanced intermodal transportation systems. Ad-
vice and assistance are given to port communities in developing efficient port 
and terminal operations to speed the flow of goods. 

Market Development programs inform American bus me s s of the importance 
of maintaining an Arne rican flag merchant fleet. Arne rican shippers are 
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encouraged to employ U. S. flag vessels, whenever possible, and U. S. 
flag shipping lines are helped to expand their marketing capabilities. 

, 
The Merchant Marine Act of 1970 officially estabhshed MarAd as the central 
authority for administration of cargo preference programs. Since then, MarAd 
has published a series of regulations designed to standardize the administration 
of cargo preference activities by shipper agencies of the Government. Those 

regulations, along with a computerized data system, help insure that U. S. 
flag vessels participate equitably in Government shipments. 

MarAd cooperates in international programs and meetings on such matters as 

preventing pollution of the seas by oil, simplification of shipping documents, 
standardization of container sizes, improved safety and navigation regulations, 
shipping agreements, and maritime law. 

MarAd also is active in protecting and preserving the rna nne environment from 
s hip-generated pollution. In addition to participating in major international con-
ferences, MarAd activities i nc lud e developing environmental impact statements 
on construction and operation of vessels, training in marine pollution abatement 
and control, and research and development to produce safer, more efficient 
vessels and operating methods. 

During World War II a new entity called the War Shipping Administration (WSA) 
was created, largely out of U. S. Ma r itrrne Commission, to handle shipbuilding 
and ship operations during the war. 

Upon termination of the U. S. Maritime Commissions and creation of MarAd 
in 1950, a new entity was established within MarAd called the National Sh1P-
pmg Authority. Its functions are identical to the WSA of World War II, and 
it would become fully operational during a period of war or other emergency. 

Ma r Ad remained an agency m the Department of Commerce until the Maritime 
Act of 1981, HR 4074, enacted as Public Law 97 -31 approved August 6, 1981 and 
the Determination and Transfer Order, executed on August 7, 1981 by the Di-
rector, Office of Management and Budget transferred MarAd to the Department 
of Transportation. 

Binder. This schedule 1S presented in a format reflecting the present organ-
ization of MarAd at the time of this writing. However, a change of title or 
organizational location of any unit or any reorganization shall have no effect 
as long as the files described herein continue to accumulate and serve the 

same purpose. 

M~H.1MARII/)~M.<9:':fPA~5
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RECORDS COMMON TO ALL OFFICES
 

Listed below are files that are found in many offices. To avoid repetition, 
the items listed below and the retention periods supplied have been i nc lude d 
to insure adequate disposition coverage of the records concerned. Should 
any of the records listed below be described elsewhere in the Schedule, how-
ever, the retention periods shown for that organization shall prevail, if dif-
ferent. 

1. Chronological, "Reading," "Tickler," or "Suspense" Files. Chrono-
logical files have sometime s been listed unde r the appropriate organizational 
unit in the body of the Schedule. Those files consists of copie s of communica-
tions that were prepared and/or signed in that unit, arranged in chronological 
order. This item covers all such files, whenever found in MarAd, except 
those listed elsewhe reo 

Dispose of when 2 years old. (Official records wrl.l be found in the 
MarAd staff office concerned. ) 

2. Administrative Subject File. These are office copies of documents 
pertaining to such internal housekeeping a ct iviti e s as time and attendance, 
travel, personnel, budget, space, supplies, and r equi s iti on s for printing 
and other services. Offi cia.I (record) MarAd documents will be found i n 
the MarAd staff office concerned, such as the Office of Personnel or Office 
of Budget. 

Dispose of when 2 years old. 

3. Office Copies of Directives. These are copies of directives from 

Department of Commerce, MarAd, and other pertinent organizational levels 
that are kept in many operating offices for pol.icy and procedural guidance. 
The record copy of these and related di r e cti ve s i s maintained in the o rrg in-
ating office or in the Office of Management and Organization. 

Dispose of individual directives when revised or revoked; accord -
ing to stated expiration date; or when no longer needed. 

4. Supervisor's Tlme and Attendance Records. ,:~ Records rna mta i ne d by 
designated timekeepers pertaining to the bi-weekly r epo r trng of tr me and 
attendance, or leave, of indrvrdua l employees. Record copies of these docu-
ments are maintained by the Office of F'i na ncra l Management. 

Dispos e of when 2 years old. 

* Privacy Act Records 
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5. Technical Reference File. This contains printed and processed 
material collected from a variety of sources, and some work papers and 
other papers generated by the organization that contain techmcal informa-
tion of reference value. The subject matter is related to the functional re-
s ponsibilities of the particular office. 

Dispose of when no longer needed for current business. 

6. Weekly, Bi-weekly, and Monthly Activities Report. Copies of 
activity reports to higher authority by MarAd offices listing significant 
activities and plans. The file may include copies of reports from subor-
dinate units. 

Dispose of when 2 years old. 
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OFFICE OF THE ASSISTANT SECRET AR Y FOR MARITIME AFFAIRS
 

The Assistant Secretary for Maritime Affairs (the "Assistant Secretary"), 
who is ex-officio Maritime Administrator, is the head of the Ma r it irn e Ad-
ministration and serves as Chairman of the Maritime Subsidy Board. 

7. Assistant Secretary Program File. The file consists of subject filed 
copies of materials signed by the Assistant Secretary or prepared by him in 
providing executive direction for MarAd programs. It reflects basic pol i ci es 
and decisions made in administering the Maritime Administration. 

permanent.-r~&1ttff'&(~Q'4I~ f~~ 
.. t S ' 11 S S6 SSiE i g 2C J , 

1:k:.·s f' ~rt;l1:crb~:;ZtkNi::M-~ ~ tIL 

;2.tJ~ A"j;7~, 
8. AssistantSecretaryeh"ronologlcal File. The file contains a chron-
ol.ogrca.Il.y arranged copy of documents prepa red or signed in the Office of 

the Assistant secreta~~ the Ma;if;}J;;::r~( r~4 
Permanent. ~eL12@ Ls a lI61Cag ~h6!SEliei.iB ~ d @ If 
Ass· ta[ D ' 5 l' d f~ to tlw Wast( J' U'· nat ii. ' I 
,c 3 tol'. Offer f"' 5 to the National Archives tk 

& 

1 

51iS~~b/~~tiLltt.hd~ ao 9 aLl. 

tVCL ;z.O ~ 0-&1. 
DEPUTY ASSISTANT SECRETARY FOR MARITIME AFFAIRS 

The Deputy Assistant Secretary for Maritime Affairs is the principal aSSIS-
tant to the Assistant Secretary and performs such duties as the Assistant 
Secretary shall prescribe, together with the duties which are to be performed 
as a member of the Maritime Subsidy Board. In addi t ion , the Deputy Assis-
tant Secretary shall be the Acting Assistant Secretary during the absence or 
disability of the Assistant Secretary and, unless the Secretary of Commerce 
designates another person, during a vacancy in the office of the Assistant 
Secretary. 

9. Deputy Assistant Secretary Program Subject File. This file contains 
documentation reflecting the executive direction of MarAd as assigned to 
the Deputy Assistant Secretary, primarily copies of commumcations pre-
pared and/or signed by the Deputy Assistant Secretary. It mc1udes such 
subjects as Alaskan Tankers, Interagency Coal Export Task Force, Com-
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mercial Development, Marine Insurance, Presidential Oil Pollution In-
surance Survey, and similar maritime related matters. 

Permanent. Trans~~n National Records Center 
when 5 years old. Offer hi -=iiiii fin to the National Archives 

8Q j8&!sEtlIC Wa. UL~~b~~tIk~-
~~,Z~~~.

10. Chronological File. This file consists of an extra copy, filed by 

date, of documents prepared by the Deputy Assistant Secretary. 
;

Transfer to Washington National Records Center when" years 
old. Dispose of when. years old. 

I~ 
11. Shipping Program and Control Offi ce r , Papers reflectmg the vari-
ous assignments given to the Shipping Program and Control Officer by the 
Deputy Assistant Se c r eta r y in administering the MarAd programs. Also 
reflects the overviewing and monitoring of MarAd activities to assure com-
pliance with legislation or maritime matters. 

Dispose	 of when 2 years old. 

EXECUTIVE STAFFS 

The Executive Staffs consists of the Secretary of the Maritime Admimstra-
tion (who also s erves as Secretary of the Maritime Subsidy Board), the admin-
istrative law judges. and officials concerned with other special services for 
the Assistant Secretary and the Maritime Subsidy Board. 

SECRETARY. MARITIME ADMINISTRATION 

NOTE:	 Maritime Subsidy Board records are held i n the Office 
of the Secretary. Maritime Administration. 

12. Reading File. This file consists of incoming and outgoing correspon-
dence. memorandums. letters of advice from the Maritime Subsidy Board. 
and copies of letters prepared or signed by the Board. 

Dispose	 of when 3 years old. 

13. Freedom of Information Request File. The file consists of incoming 
correspondence. copies of replies. and background materials relating to the 
answering of Freedom of Information Act requests. 
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Transfer to the Washmgton National Records Center 2 years after 
satisfaction of request or appeal. Drs po s e of 7 years after satis-
faction of request or appeal. 

14. Privacy Act Request File. * Consists of documentation reflecting 
the processing of Privacy Act Requests for access to or amendment of 
records, and the appeals made in accordance wrth law and regulations with 
regard to MarAd processing of requests. 

Transfer to the Washington National Records Center 2 years after 
satisfaction of request or appeal. Dispose of 7 yea rs after satis-
faction of request or appeal. 

15. Actions of the Secretary, Mantime AdministratlOn. Contains the 
record of the Secretary, Maritime Administratlon, of all actions taken 
pursuant to delegated authority. Includes agenda, memos, recommenda-
tions and approvals. 

Transfer to Washington Natrona l Records Center when 5 years old. 
Dispose of when'" years old. 

16. Federal Register " Notice File. Contains a copy of Maritime Admin-
istration Federal Register Notices, Record of Comments, Amendments, 
and related material. 

Transfer to the Washington National Records Center when 2 years 
old. Dispose of when 5 years old. 

17. Contract Appeals (CA) and Subsldy (S) Docket Files. The docket 
files consist of decisions, opinions, orders or rulings of the Subsidy Board 
on Contract Appeals and Operating-Differentlal Subsidy cases. Included are 
briefs, drafts and background papers. 

Transfer to the Washington National Records Center 5 years after 
close of the case. Dispose of 20 years after closure. 

18. Minutes of Board Meetings.. Contains a record of all actions taken 
at Board meetings by the Maritime Subsidy Board. Included are agendas, 
contracts, memorandums, recommendations, approvals, and background 

docwne::~manent. ~ ~f!1ti,lt!j}(.ti ~ s.~4.
 

~;;;:~A;:;It~i;'i~6/HhtuRu-~ ldu:i
 
~ tWt-;(~ ~ o-4t. 
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19. Actions by Assistant Secretary of Commerce for Maritime Affairs. 
Contains a record of all actions taken by the Assistant Secretary of Com-
merce for Maritime Affairs. Includes agendas, memorandums, recom-

mendations, approva.p ~!04,/tI,(Jl?e ~~ 4. 
Permanent. ~& fg bS ~°S!d 7 ?~ • 

) ell H 2 ] g 2 • If cd lSi 6 &£ I L of0 0 

20. Decision Appeals. This file consists of appeals made to the Secre-
tary of Commerce on decisions made by the Maritime Administration and 
Maritime Subsidy Board. 

Transfer to the Washington National Records Center 5 years
 
after case is closed. Dispose of 15 years after closure.
 

21. Ship Valuation Committee. This file consists of minutes of meetings, 
appraisals for War Risk Insurance values on various types of vessels, trade-
ins, ce rtificate of valuation, notification of committee a ctron , and related 
correspondence. 

a. Permanent. Retain 1951 to 1953 Ship Valuation Committee /

{A{~!;~nESi£~~~
b. Tran.;t~ll other Ship Valuation Corrimrtt ee Records to the ~o~ ,/. 

Washington National Records Center when 3 years old. Dispose ~. tJ~ 
of when 8 yea r s old. 

22. A-Docket File. Consists of decisions, oprnion s and orders of the 
Assistant Secretary of Commerce for Maritime Affairs and the Maritime 

Subsidy Board. 

Transfer to the Washington National Records Center 5 years after 
the case is closed. Dispose of 15 years after closure. 

ADMINISTRA TIVE LAW JUDGE 

23. Operating-Differential Subsidy S-Docket File. The file consists of 
a record of pleadings, correspondence, transcripts of hearing and pre-
hearing conference documentation, exhibits, decisions and related material. 
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Transfer to WNRC 1 year after the docket is closed. Dispose of 
25 years thereafter. 

24. Contract Appeals Docket File. The file consists of the contracting 
officers' final decisions, appeals, board referrals for he a rang , Notices of 
Assignment, transcripts of prehearing conference of hearing, pleadings, 
exhibits, decisions and related documents. 

Transfer to WNRC 1 year after the docket is closed.
 
Dispose of 7 years after closure.
 

25. Initial Decisions CA and S Dockets. Consists of copies of imtial 
decisions made by the Administrative Law Judge on subsidy and contract 
appeal cases. 

Dispose of when no longer needed for current business. 

26. Master Docket File CA and S Technical Reference. Consists of In-
coming and outgoing correspondence and related docket background material. 

Dispose of when no longer needed for current busines s. 

SECRETAR Y, MARITIME SUBSIDY BOARD 

The Maritime Subsidy Board is responsible for and performs the fo'nowing: 

a. The functions with respect to making, amending, and terminat-
ing subsidy contracts, which shall be deemed to include, in the case of con-
struction-differential subsidy, (1) the contract for the construction, recon-
struction or reconditioning of a vessel, and (2) the contract for the sale of 
the vessel to the subsidy applicant or the contract to pay a construction-dif-
ferential subsidy and the cost of the national defense feature s , and, in the 
case of operating-differential subsidy, the contract with the subsidy appli-
cant for the payment of the subsidy; 

b. The functions with respect to: (1) conductmg hearings and mak-
ing determinations antecedent to making, amending, and terminating sub-
sidy contracts, under the provisions of Titles V, VI, and VIII, and Sections 
301 (except investigations, hearings and determinations, including changes 
in determinations, with respect to minimum manning scales, rrn mrnurn wage 
scales and minimum workmg conditions), 708, 805(a) and 805 (f) of the Mer-
chant Marine Act, 1936, as amended (the "Act"), (2) making readjustments 
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in determinabons as to operating cost differentials under Section 606 
of the Act, and (3) the approval of the sale, assignment, or transfer of 
any operating subsidy contract under Section 608 of the Act; 

c. The functions with respect to investigating and determining: 
(1) the relative cost of construction of comparable vessels in the United States 
ar:d foreign countries, (2) the relative cost of operating vessels under the 
registry of the United States and under foreign registry, and (3) the extent 
and character of aids and subsidies granted by foreign governments to their 
merchant marines, under the provisions of subsections (c), (d), and (e) of 
Section 211 of the Act; 

d. So much of the functions spe crfi ed In Section 12 of the Shipping 

Act, 1916, as amended, as the same relate to the functions of the Boa rd 
under subparagraphs a. through c. of this paragraph; and 

e. So much of the functions with respect to adopting rules and 
regulations, subpoenaing witnesses, administering oaths, taking evidence, 
and requiring the production of books, papers, and documents, under 
Sections 204 and 214 of the Act, as relate to the functions of the Board. 

All Maritime Subsidy Board records are held in the Office of the Secretary, 
Maritime Administration. 
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OFFICE OF THE GENERAL COUNSEL
 

The Office of the General Counsel shall, subject to the overall authority 
of the Department's General Counsel as provided in Department Orgamza-
tion Order 10-6, serve as the law office of the Ma r rt irne Adrni ni s t r a.tron, re-
view and give legal clearance to applications for subsidy and other Govern-
ment aids to shipping, sales, mortgages, charters, and transfers of ships ; 
prepare and approve as to form and Ie ga.Irty, contracts, agreements, per-
formance bonds, deeds, leases, regulations, and related documents; render 
legal opinions as to the interpretation of such documents and the statutes; 
coordinate preparation and issuance of regulations for guidance of the public 
and outside organizations; prepare drafts of proposed Leg i sla tron , exe cutav e 
orders, and legislative reports to Congressional committees and the Office 
of Management and Budget; provide advice to Administration officials on 
matters concerning the Privacy and Freedom of Information Acts; negotiate 
and settle, or recommend settlement of, admiralty claims, just compensa-
tion claims, tort claims. and claims referred to the Offi ce for litigation; 
assist the Department of Justice in the trial, appeal and settlement of litiga-
tion; represent the Administration in public proceedmgs involving all shipping 
matters before adrnirii st ra tive agencies of the Government; and represent the 
Administration before State and Federal courts with the permission of the De-
partment of Jushce. 

Immediate Office of the Gene ral Couns el 

27. Gene ral Subject File. This file contains copi e s of incorm ng and out-
going correspondence. processed material, and related papers on the legal 
program of MarAd with special emphasis on certain situations and legal 
problems handled by the General Counsel. The record copy of all papers 
therein having any significant value is maintained in the official files. 

Dispose of individual documents or the contents of individual frl e 
folders when 5 years old. or when superseded, whichever is 
earlier. 

28. Legal Opimon File. Consists of copies of off'i cia I legal oprm ons 
signed by the General Counsel pe r tarni ng to the legal a ffa i r s of the Ma rAd 
program. These opinions which contain the results of legal research, have 
value for future reference, but are advisory and not precedential. These 
records are maintained chronologically for permanent reference and held 

by the office. "A AA ~/l.JJ 
Permanent. .... lie~!it!.~l{:1iff!f:fJ'A'tft:;,u 
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29. Legal Opinion Index. Legal opinion index slips filed alphabetically 
by subject serve as the only index to the Legal Opiru on File. 

Permanent.. ~NL~~1- ~ , ... ./J 
1 'g _"~ ~J u<-~~~

30~t{{{:£!f.f,p ~= ~~.1ff.1-:~~~Mfr/favf:.
certifications of U. S. citizenship for Shipowners, Charterers and Trustees 
receivmg benefits under the CDS, ODS, CCF, and Title XI programs. 

Transfer to WNRC when 3 years old. Dispose of when 20 years old. 

31. Administrative Subject File. These are office copies of papers on 
matters such as time and attendance, personnel, budget, space, travel, 
requisitions for service and similar housekeeping activities. 

Dispos e of when 2 years old, except that personnel papers be
 
kept until 2 years after expiration of employment of employee.
 

Division of Administration 

32. Legal Subject File. Thi s file consists of mcoming and outgoing 
papers documenting the legal services provided to MarAd programs and 
activities on administrative matters. It contains such subjects as EnVlron-
m ent , Budget, Appropriations, Bids, Legislation, Privacy Act, Freedom 
of Information Act, Marine Insurance, Procurement, Real and Personal 
Property and similar type administrative management subjects. 

Dispose of individual documents or contents of indrvrdua.I file 
folders when superseded or when 7 years old, whichever is
 

sooner.
 

33. Working Paper Files. This file consists of technical reference 

materials, publications, convenience copies of documents, models as-
sembled or created and used in the preparation or analysis of other docu-
ments, and other working papers maintained for day-to-day operational 
needs. 

Disposal is r equa r ed when superseded or no longer needed for
 
current business, whichever is sooner.
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Division of Maritime Aids 

34. Legal Subject Files. Consists of documents pertaining to mer-
chant marine aids, Cargo Preference regulations, collective bargaimng, 
environmental impact, domestic shipprng , hearings, rna ritime law and 
other related matters. 

Dispose of when superseded, or when no longer needed for current 
business, whichever comes sooner. 

35. Capital Construction Fund Agreements (CCF). Consists of applica-
tions, agreements, amendments, recommendations, approvals, and related 
material. 

Transfer to WNRC 1 yea r after the contract is te rminated. 

p ds iii? ' 3 I ¥I J I; \ WiT i" SpS3 e s£ e 
tJ: E q a'.saRli s at ie a. 

t • ?~@ Z IdS' is 2 1.1 Dispose of 6 years, 
3 months after the contract is terminated. 

36. Legal Reference File. This file is arranged by sections of the 
Merchant Marine Act, 1936, as amended. It includes such subjects as 
Opinions, Research, Legislative History, Buy American, Tax Credits, 
and Foreign Commerce. 

Dispose of when superseded, or no longer needed for current 
business, whichever comes sooner. 

37. Long Term Operating Differential Subsldy Contracts (ODS). This 
file consists of an original signed contract-, amendments, recommendations, 
approvals and re1at ed rna terials. 

Transfer to WNRC 1 year after the contract is terminated. 

ti' MaCEA -dll d pnLIll July kg Hfi'!t BlSpe3 i 16 M .. 
§ __ .Utlll aft?« the _ant_s. ' Ln" al d. 

..	 eM_aS. iI i ailE IT. iii.., l"E Dispose of 6 years, 
3 months after the contract is terminated. 

38. Construction Differential Subsidy Contracts (CDS). ThIS fi le con-
s i sts of contracts, amendments and related materials under the Construc-
tion Differential Subsidy. Merchant Marine Act, 1936. 
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Dispose of 5 years after vessel is disposed of (i. e. removed from 
MarAd supervision, sale to a scrapping firm). 

39. Cargo Preference Act Case FIle. Consists of documents relating 
to the Cargo Preference Act, such as gurde l ine rates, preparation, nego-
tiation and approval agreements with foreign governments on shi ppi ng mat-
ters; agreements relating to the operation of nuclear-powered merchant 
ships; legal opinions, laws, general orders, regulations, and other papers 
and documents for international conferences, conventions, and meetings in 

which the agen/~has~~erest, tr~t:n an~et/,a;ge ,f Sh~CI. 

li'e. 2sn-e:f:O}i9n(iIi4IJ 1!JI01Sd leis; bails£tiof lelatl~lC h) 

40. General Correspondence (ODS - Long Term). This file co ns i st s 
of incoming and outgoing correspondence pertaining to operators' long 
term contracts. 

Dispose of when no longer needed for current bus i ne s s , 

41. Soviet Grain Agreement. Consists of applications, agreements, 
recommendations, approvals and related material. 

111:0 19 $9 e I ' £ IUlj 1; 1975· P' 2 s [3C .,.. . nths abe 2 Un up eLmont %6 ' d 

2\6 is ta , '.£t211 30;, Disposeo£6years, 
3 months after the agreement IS terminated. 

Division of Ship Financing Contracts 

42. Ship Financing Contracts Title XI. Consists of ag reements for 
ship financing guarantees under Title XI Merchant Marine Act 1936, as 
amended. Included are commitments to guarantee obligations, guarantee 
agreements, security agreements, constructlon contract mortgages, trust 
indentures, bond purchase agreements, escrow agreements, and related 
documents required in connection with the administration of the Fede ral 
Ship Financing Prog ram under Title XI. The contractor submits 2 Signed 
and 10 confo rrned copies of each contract. The Division receives 2 signed 
and 2 conformed copies of each contract. It retains one signed copy, sends 
one to the Records Officer for safekeeping, and retains 2 conformed copies 
of the contract. 
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Transfer Record Copy and one Conformed Copy to WNRC 3 years 
after execution of contract if no longer required for current bus i ne s s , 

CNlLzseh iI-eut!zl pdo *1 J 1) 1; 19rB 818pe 8e '51 j au. 

he	 @ls11ba lIBC1 ; ? afh j 2 I ; "'9 - Dispose of 6 years, 
3 months after the contract is terminated. 

Attorney's conformed copy - Dispose of upon termination of contract. 

Dlvision of Legislation and Regulations 

43. Congressional Testimony. Copies of statements and testimonies 
prepared for officials before and after their scheduled appearances to 
testify before House and/ or Senate Committees. 

'fiaaskt & :' IHit" hi I
 
Dispose of ao j 4
? 

44. House and Senate Documents. These are copies of House and Senate 
documents and reports pertaining to legislative matters in which MarAd 

participated. 

Dispose of when 20 years old. 

45. Legislative Files. Contains copies of bill s , pending Ieg i s Ia ti on, 
legislative reports with related comments, interpretations pertaining to 
such items. Arranged basically by Congress and by legislation thereunder. 

a.	 Opinions and Legislative Precedent Materials -
Start a new file at the beginning of each Congress. Transfer 
to WNRC when nil_ 6 ., .. h. E77Srt b ilb ESC fJffcr ~~f 

jjl:~1 h ~Zi02~;=~n;tQ. she .5t. 
b.	 All other m~ialS - Dispose of upon adjournment of the 

fourth successor Congress. 

46. Legislative Card Index File. This is a subject card index by bill 
number maintained for the Legislative Case Files. 

Dispose of when their purpose has been served. 
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47. Hearing and Public Law Files. These are research papers of the 
Division of Legislation and Regulations used as reference work :material 
in MarAd's legislative progra:m • 

.ftlnsrer fo· WNRC when 10 years old. 57 2 2 L ":/='"";1 .1A-t·l,;~e;.&t. 5 {}~t3 ~ 

48. Reading File. This frl e consists of copies of docu:ments prepared 
or signed in the office and :maintained in date order. 

Dispose of when 3 years old. 

49. 
ing the 

Regulations File. 
ad:ministration of 

Consists 
progra:ms 

of new and revised 
authorized by law. 

regulations, govern-

P~~/tJ~~. 
Division of Litigation 

f il0 9 

50. Legal Reference File. Contains documentation collected or gener-
ated on litigation that has a recurring pertinence to the legal review process. 
Includes such subjects as Asbestos, Government Pension Fund, 605C docket 
cases, Task Force, Retroactivity Freedom of Information, Co:mplaint F'rl e , 
and other si:milar subjects. 

Dispose of when superseded or no longer needed for current 
business, whichever occurs sooner. 

51. Judicial Litigation Files. Consists of claims or appeals by or 
against MarAd or the Mariti:me Subs idy Board before any State or Federal 
court. Each file contains all papers from initiation of the action through 

its conclusion. 

Transfer to WNRC I year after the case i.s officra.Il y closed. 
Dispose of 6 years after closure. 

52. Vessel and Claim Index File. Thes e files consists of an alphabetic 
card index by vessel and claimants involved 1U Ii ti.gat i on, 

Dispose of when their purpose has been served. 

53. Ad:ministrative Hearings File. This file consists of all co:mplaints, 
contract appeals, e:mploy:ment and other claims filed before an Ad:ministrative 

-18-
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body (except those pe r tarnmg to the Umted States Merchant Marine Academy, 
below). Includes cases involving MarAd and other Government agencies such 
as ICC, FMC, FPC, and Department of Interior. Each file contains all papers 
from initiation of the action through its conclusion. 

Transfer to WNRC 1 year aft e r the case is officially closed. Dispose 
of 6 years after closure. 

54. United States Merchant Marine Academy (USMMA) Judicial and Admin-
istrative Litigation Files. Consists of administrative and judicial claims, 
e tc , , arising at the USMMA. Files contain all papers from initiation of the 
action through its conclus ion. 

Transfer to WNRC 1 year after the case is officially closed. 
Dispose of 6 years after closure. 

55. Reading Files. This' file consists of an extra copy of documents 
prepared or signed in the office and maintained in date order. 

Dispose of annual file when 3 years old. 
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OFFICE OF MARITIME LABOR AND TRAINING 

The Office of Maritime Labor and Traming shall analyze and advise the 
Administration regarding labor management relatlons and problems as 
they apply to seafaring, longshore and shipyard wo rkers, including labor 
trends, potential areas of dispute, and the effects of technological changes 
and proposed legislation on labor; develop plans in coope ra tron with the De-
partment of Labor to provide a reserve rna r rti rne work force for mobiliza-
tion and other emergencies; obtain, analyze, and publish data for use of 
industry, labor, Government and the public concerning rna ritime employ-
ment, wages, hours, working conditions, crewing, and wo rk force require-
ments; process nominations for appointment of midshipmen to the U. S. Mer-
chant Marine Academy (USMMA); administer a grant-in-aid program for the 
State maritime academies; determine need for and coordinate training pro-
grams for licensed and unlicensed personnel In maritime industries; coordin-
ate technical maritime training a s ai sta nce to foreign countries under interna-
tional cooperative programs; and issue Merchant Manne decorations and 

awards. 

56. USMMA Advisory Board File. This file contains an official record 

of the minutes of all Advisory Board meetings, supporting documents, cor-
respondence related to the function, procedures to become a member andreportsoftheBoar;saCtiViti~~' /i/LIJ))tC ~ s: U 

~el}t. ~ . tr:;;;-~I 'II~ ~ &1P'c1J1jk?~f~bz:t; !hI. ~;;a7&~~ 
57. USMMA Congressional Board File. This frl e contains an official 
record of the minutes of the Congressional Board meetings, supporting 
documents, correspondence relation to the functions and reports of the 

Board'S;::::::.~dHd i:!::.uIt'AlI?C;-~~=~=%i" :.r,dirtt,b;;;;;;Z}~"zm 't:k
I :.u~tlML.u; ~tK2 

58. Shipyard Labor Supply and Demand Studies. Copies of contracts, 
background material, requests for proposal, evaluations, progress reports, 
supporting documents and related papers. 

Dispose of 7 years after the proj ect is completed. 

59. U. S. Maritlme Service File. Contains regulations on Me rchant 
Marine Training, proposed training r egu la trons , comments, fi na l agreed 

on regulations, and related matenal. 

r;'ff()1'AI AJO"- AvtJ,1J1l iz.e..d.,
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60. Emergency Planning File. Contains agency plans w rth office initiatives, 
standby agreements with shipyard and industry training schools. 

Dispose of when plan is revised. 

61. Biographical File. * Consists of a roster and brog rap hy of each 
member of the Advisory Board. 

Dispose of when member leaves the Board. 

62. Labor Management Technical Work File. Convenience copies of docu-
ments and other working papers maintained by the office for use in day-to-day 

operations. 

Dispose of when no longer needed for current busines s , 

63. Seamen's Employment Analysis Records. * Contains records of employ-
ment of seafaring personnel which includes number of days worked, age, labor 
union and department. 

Transfer to the Washington National Records Center when 20 years 
old. Dispose of when 40 years old. 

64. Reports File. Consists of Maritime Manpower, Shi pya r d Employ-
ment reports. Includes reports on strikes and other work stoppages. 

Ii t. Transfer to WNRC when ;':years old. {Itee:~e'~ _r & W r ? !S when" years old.- I; 
65. Steamship Companies - Labor Relations Files. Consits of infor-
mation on labor unions and the address of the company. 

Dispose of when 10 years old. 

66. Labor Management Agreements. Consists of documentation on wages, 
hours and working conditions of ocean going ships, tankers and dry cargo, 
shipyards, and Great Lakes and River vessels. Includes records on labor 
unions, pension rules and regulations, master agreeme nt s , training plans 

and collective bargaining agreements. ~ ~ 

,ermtne~k ~~~~brsf6:Siidl AlLf~t4. 
.; J; La lel.& -o!J/I/Z71A<-~~b/~~ 
1h/~~~2tf)~~ 

-21-



67. Soviet Grain Progra:m. Consists of reports sent by coast offices 
as to the vessels in the Soviet Grain Progra:m and the sailing ti:me fro:m 

, U. S. po rt s • 

Dispose of when no longer needed for current business. 

68. Progra:m Subject FlIes. This file consists of docu:ments :maintained
 
on progra:m :matters such as crew size records, strikes, urn ori files, Sea-

rn en+s analyses syste:m, bonus agreements and si:milar type records.
 

/?1'f,PtfJ:Jt!!&~IIJJteillf/r~pe~lPr~b~
69. Labor Relations Studies. Consists of studies on usage and costs of
 
operating Merchant, Great Lakes, River, and Ocean going vessels.
 

Per:manent. Transfer' til/)AJKc~r~~ 
if t· i ) A hi Qu_hsa flO 9sa tJ. ~ WA/AR~U< F~ J,~ 

70. ~~a!~ ~Ubject ~f ~«Ir~espon-
dence, :me:mos, contracting docu:ments, planning papers, t r-aim ng material 
and background :material used in training programs for :merchant :marine 
per sonnel. Includes policies and procedures for the conduct of training pro-
gra:ms for personnel in such areas as radar, loran, gyro compass, radio 
direction finder, firefighting, pollution control and related supple:mental 
activities. 

Transfer to WNRC when 5 years old. Dispose of when 10 years, 
3 :months old. 

71. Region Training School Report. Consists of copies of attendance
 
records and revenues received for the supplemental training progra:m.
 
Data is used for analyses and deter:mination of policy, trends, and budget
 
planning.
 

Dispose of when 5 years old. 

72. U. S. Merchant Marine Academy Program Subject File. The file
 
consists of :materials relating to the procedures and activities concerning
 
training at the U. S. Merchant Marine Acade:my. Included are such ite:ms
 
as General Orders, Training Advisory, Weekly Strength and similar type
 

papers.
 

Dispose of when 5 years old. 
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73. Special Studies. This file consists of studr e s concerning the Man-
time Training activities. Included are materials such as data gathered, tab-
ulations and analyses, copies of reports and recommendations, and related 

papers. 

a.	 Dispose of short term ad hoc studies when 2 years old. 

b.	 Dispose of critical s tudre s when no longer required for 
current business. 

74. Foreign National Maritime Training. This file consists of docu-
mentation on providing foreign nationals training and technical assistance 
in the maritime field. 

Dispose of when I year old. 

75. United States Merchant Marine Academy Nominees. ,:~ This is a 
listing of all Congressional nominees to the U. S. Merchant Manne Academy. 

Dispose of when I year old. 

76. State Maritime Academy Contract File. This file consists of con-
tracts that the Maritime Administration has with the State Maritime Acad-
emies and COlleges. Existing contracts are reta rned for the life of the con-
tract. E!,:eei!!1i1/'~#tr.~. "0 

~	 ~ 
..	 BesJ;lpie e:s.reat!] fl' r to IdJ 1; 197& ilii'hpss! of to ,ears, 

,a mhltI i &ittI the Contract £§ l€!Uhtnazed. 

Ia Ii oHio dcaced afier Jdht 30, 1'''5 :81sposc sf 6 yss s 

3 mod-ks st. r tbs Qod- a t Ii tenmjy.ted ... 

77. State Maritime Schoob. ':C The file coris is t s of co pi es of student 
allowance vouchers, annual ma rnte naric e and support payment to schools 
with related documents, reports, general orders, he a rang s , USMS enroll-
ment forms, change in pay status, training standards and related rna t e r i a.l, 
Also included are records relating to the policr e s , procedures, and other 
activities concerning training at the State Ma r itrrne Academies and Colleges. 

Dispose of individual documents or contents of mdividual file folders 

when superseded or when 7 years old, whichever 1S sooner. 
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78. Marine Traming School Registrants. ,:~ Consists of U. S. Mari-
time Services Training School enrollment forms for all r eg i at r ant s , 

Dispose of when 7 years old. 

79. Awards Reading File. This file consists of incoming and outgoing 
correspondence concerning information requested on awards. 

Dispose of when I year old. 

80. Seaman's Awa rd File. * Consists of case files of Merchant Manne 
seamen who were issued awards for se r vi ce during WW II, Korea, Vietnam, 
and heroic action in peacetime. These are used for historical and genealog-
ical reference by seamen and others to verify status, awards and benefits. 

;!,[.~;t~p.'Pe~~r#fbt# ~~,!p.aI
 
tl~h8"ii' iii PTaLisa1 lacltl 3i 9 $i ... ~ v~ 

8.~ /J~t!I/JJI&LiK/~~-k~J:;~ 
1 

8l. General Subject FlIes. Contams incoming and outgoing correspon-
dence on awards to seamen by ship, War Risk Bonus, absentee voting for 
Merchant Seamen and similar type documents. 

Dispose of when no longer needed for current business. 

82. Gallant Ship Awards File. This file contains a record of awards 
given to U. S. Merchant Marine ves sels that we re declared gallant by the 

Maritime Administration. 

Permanent. Transfer to WNRC when 5 years old. Offer ~_ ~ /l, ... /J
':fLs J::ttt1-~~M:L,M ~~ J 1t7-UV tUWL 

83. Heroic Vessel File. T'hi s file contains records of Heroic Vessels 
in WhICh its personnel were recipients of Merchant Marine Distinguished 
Service Medals, Meritorious Service Medals, and letters of commendation. 

Permanent. Transfer to WNRC when 5 years old. Offer "--
.. lIiiill .. to the National Archives • !At.. ~ ~)~

I»ieIL ~ Jabd-~a.u,z,tJ ~ ~ 
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OFFICE OF PUBLIC AFFAIRS
 

The Office of Public Affairs shall develop and coordinate a public informa-
tion and publications program as needed to further the obj ect rve s of the Admin-
istration's programs; issue or clear for issuance all information for the gen-
eral public on shipping and on decisions and a ct i vi ti es of the Administration; 
and prepares periodic and special reports, as assigned. These activities 
shall be carried out in coordination with the Departmental Office of Pu bl i c 
Affairs. 

84. Speeches, Statements, Testimonies. Consists of speeches and state-
ments made by or given before public forums and testimonies to Congressional 
Committees by the Assistant Secretary or his Deputy. 

a.	 Send 2 copies to the Office of the Secretary for inclusion in the 
record copy set maintained there. 

b.	 All other copies -- Dispose of when 2 year~ old. 

85. Speech Notebook File. This file contains a copy of all speeches, 
statements, testimonies and pres s releases made by the As sistant Secre-
tary and his Deputy from 1963 to date in looseleaf binders. 

Dispose of when 10 years old. 

86. Biographical File. * Consists of biographical data on the Assistant 
Secretary, Deputy Assistant 'Secretary, 'and other agency officials. These 
are used for various purposes by the Public Affairs Activity. 

Dispose of 2 years after the separation of the subject official. 

87. Annual Report to Congress. This is a report to Congres s on the 
Maritime Administration programs, industry developments, foreign and 
domestic trade, total economy, and national security. 

eP/,ttJ(e f tJfhU/i tVo {(!?frfftlea~;:{gzg(ItfAr 
iSJcuu otd. 8tifCI fsPL2&IIsf to Ltzc ~hl" Prd' I ]LUIS7 

88. MarAd Press Clips. Consists of clippings from trade and business 
newspapers, newsletters, and magazines which relate to programs and 
responsibilities of the agency. Includes feature items of interest both to 
the national and international maritime industry. 

Dispose of when 2 years old. 
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89. Public Affairs Subject File. Consists of pnnted and processed 
material collected for use in replying to requests from the public, press, 
Congress and other Federal, State and local government agencies. 

Dispose of individual documents or the contents of individual file 
folders when no longer needed for current business. 

90. Photograph File. These are glossy photographs of ships, persons, 
events, sites and other significant items i n the MarAd program. These 
a re accumulated for illustr tion of pub ications and other purposes. 

~f!.4 :E ~ 

91. Working Slide File. This file contains 35 mm color slides used 
internally and to respond to requests for use in presentations. They cover 
a variety of subjects including merchant ships, private ship construction, 
marine Rand D, and/or Facilities and Activities of the Maritime Admin-
istrati0:ieJ.~:enes at,~ngs rt, N. Y.. Merchant Marine Academy). 

~i:!~!ia ~~urleliL iJ :i.\aeu. 

92. Radio/TV Scripts /Tapes. These files cont am audio visual spots, 
radio tapes, and scripts prepared for the production of publ i c s er vi ce mes-
sages which are distributed to radio stations or transmitted via phone through 
the daily spot and weekend feature broadcast services of the Cornrne rce Depart-

ment. ~U ~~6.~:Z h~ 
~i f r cIa no. 2bM wee) 5 Sci bastE •.7 

93. Motion Pictures. These files contain one or more prints (each) of 
motion picture film produced by/for the Maritime Administration, also 
single prints of various maritime films produced by other organizations. 
These are shown within the agency and occasionally loaned for public showing. 
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OFFICE OF INTERNATIONAL AC TIVITIES 

The Office of International Activities shall plan, conduct and coordinate the 
Administration's participation in intergovernmental and i nt e r na ti.orial organi-
zations concerned with shipping matters; keep abreast of developments i n the 
United States and foreign countries with a foreign relations impact that may 
affect the U. S. Merchant Marine; take and/or coordinate a ctron to establish 
and present the Administration's position i n the se matte rs. Wlthin this Office 
are personnel responsible for representing the Adrrrirri s t r at ion in internahonal 
activities, as assigned, for development of maritime foreign cost data, and 
other technical maritime activities in foreign countries. 

94. Classified International Subject Files. These are comprised of cables, 
teletypes, photocopies of incoming documents with copies of replies and other 
related material. The documents corne from sources in MarAd, Commerce, 
State Department and other government agencies. • 

.f4't'1i~1 'Z jist:! =::!ftf ~ 
95. Foreign Maritime Representative Reporting. This file con s i s t s of 
reports, cables, and telegrams from MarAd representatives in foreign 
countries. Includes information on such matters as trade, use of American 
flags for shipping, ship operating costs and practices, and information on 
similar rna r it irne matters. 

Dispose of when 6 years old. 

96. Trade Statistics Reports. Consists of computer generated reports 
on seaborne trade, foreign shipping, status of merchant marine fleet, world 

bank and other related maritime trade data. 

Dispose of when purpose has been served. 
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ASSISTANT ADMINISTRATOR FOR POLICY AND ADMINISTRATION 

The Assistant Administrator for Pollcy and Administration is the p r-inc ipa l 
assistant and adviser to the Assistant Secretary on administrative services 
and procurement, budget and program evaluation, fi naricaa l analysis and ac-
counting, data processing and management information systems, manage-
ment and organization, personnel, and po hcy and planning a cti vi ti e s . With-
in the rrnrne di at e offa ce of the Assistant Administrator are personnel respon-
sible for ADP planning and evaluation activities, and for planning and admin-
istering the equal employment opportunity program of the Adrni ni s t ra tron, 

Immediate Office of the Assistant Administrator for Policy and Administration 

97. Administrative Management Program File. These are papers gen-
erated by the Assistant Administrator relating to the executive da r ec tio n of 
the administrative management a ctrvi ti es of the Mantime Administration, 
including such areas as Management and Organization, pe rsonnel, finance, 
automatic data processing, program evaluation, civil rights, and related 

areas. 

Move active files forward and transfer all others to WNRC when 
5 years old. Dispose of when 10 years old. 

98. Policy Development Project Flle. Work papers documenting the 
Assistant Administrator's activity in the development of such projects as 
Cargo Preference and Omnibus Maritime Bill. 

f~~f!tu:t~mRfw/u-rijUJU~

9~/lPrf!!.1!f~li~:1.~~a;~~oa:;;~~!::::We:t

Maritime Administration Offices and regional offices outlining accomplish-
ments and events. 

Dispose of when 1 year old. 

100. Chronological Flle. The fi l e cons i st s of copi e s of documents p\l."C-
pared or signed by the Assistant Adrru ni s t ra to r for Admimstration, and Iil ed 

by date. 

Dispose of when 3 years old. 
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101. AdIninistrative SubJect File. The file consists of offi ce cop i es of 
docurne nt s pertaining to such internal housekeeping activities of the lIn-
rrredi.a.te office as personnel. budget. travel. tirn e and attendance. requisi-
tions for supplies and services. and s irrriIa r housekeeping rna tt e r s , 

Dispose of when 3 years old. 

102. Equal EInp10yrnent Opportunity PrograIn Case Files. >:' Di s c r irrrina ; 
tion corrrpl.a.int s , do cume ntat ion supporting corrrpl.aint s , investigatlve re-

porpt;t~U:; ~~t~~ c-Ith c.u4,
».•FE... 1s 14 • hi ft:s iiI 1 I It1 • .. 'I. 

103. Equal EInp10YInent Opportunity PrograIn SubJect Files (EEO). The 
file consists of do curne nta tion pertaining to EEO activities. procedures. 
guidance ma te rfa.l , counselors. affi r rna.t'ive action plans, class action suits, 

reports and related Inateria1~ !41~. 'AJ -I;:, J "" /1A • ~ /J ~ 
il.~~~,p~~[)J-Cl,UL 

h _ 

~~~ 
iiCatl a he" '.h 87[9 ; 3 YEa•• e o@lIU ~ actiCE fIl@ Tbtwdtd as q sel. 

y. ate~~ ..'p~/(/b3~d.n-~5."AA_._L.L
tY( ~ ~/{ U- Ll.lu ",j1~ IIL#A I ~ 

ADP Planning and Eva-(;-~~~' 

104. ADP Planning File. Consists of user plans on short t e r rn and long 
te r'm requests for ADP services. Includes in-house or contractor developed 
projects, r equi r ern ent s analyses, s ta t ern ent of work reports and correspon-
dence related to the application of software de ve Ioprne nt , 

Dispose of after systems have been superseded or obsoleted. 

105. ADP Evaluation File. Consists of reports on equi prrie nt utilization. 
contract pe rfo rrnanc e, procedures. cost analysis and reports on rni s cel « 

1aneous ADP audits. 

Dispose of when 5 years old. 

106. ADP Policy Subject File. The file consists of records pertaining to 
the ADP Planning and Evaluation Staff activities relating to the conduct of 
r equi r ernents studies of proposed ADP hardware and sys t ern s software ap-
plications; relations with the Office of P'r ocu r em ent and ADP Management, 
DOC; legislation and regulations; adoption of Federal Info r mat ion Process-
ing Standards or other AD]? standards; and s irrri Ia r related ADP a.ctivrti e s , 

ikaaafEi I 5 lei. ii" 1 esc II fog 1 L 1 5 1 
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107. Word Processing Flle. Consists of word processing equipment 
requirement studies, justifications, re cornrnenda.trons and approval or 
disapproval. Included are suppliers' literature and price schedules. 

Dispose of when 3 years old. 

-30-



OFFICE OF ADMINISTRATIVE SERVICES AND PROCUREMENT 

The Office of Administrative Services and Procurement plans and estab-
lishes national policies and programs for the conduct of facilities and sup-
ply management and office services activities, i.ncl.udrng rna t e r ra l control 
and disposal of real and personal property, other than ShIpS; provides pro-
curement services, within delegated authority; administers the security 
program; settles loss or damage claims arising from shipments on Govern-
ment bills of lading; secures allocations of the production capacity of private 
plants for the manufacture of components and materials required in the event 
of mobilization; administers programs for the management of mail, files, 
records equipment, vital records, and records disposition; and, for head-
quarters of the Administration, provides or obtains travel and office services, 
including space, communications, correspondence control, and administrative 
property management se rvices. 

Office of the Director 

108. Director's Operating Subject FIle. This file c on ta rns copi e s of docu-
mentation generated or collected by the Directo r or his Immediate as s i s ta nt s 
having general application to the criteria and requirements of the program. 
These are maintained as reference papers to facilitate hIS decision-making 
and all papers therein having any significant value are maintained in the of-
ficial file. 

Dispose of individual documents or the contents of the individual file 
folders when 5 years old or when superseded, whichever occurs sooner. 

109. Budget File. This file contains copies of budget submissions and 
supporting papers for Operations and Training. 

a.	 Dispose of Operations and Training Budget papers when 

5 years old. 

b.	 Dispose of working papers when 2 years old. 

110. Travel Authorization and PaId Voucher File. ThIS fi le consists of 
travel requests from originating office together with copies of the related 
paid vouchers. 

Dispose of when 3 years old. 
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I 

Facilities Management Offlcer 

Ill. New Construction F'i Ie , Documentation of proposed constructlon 
from its earliest inc epti on through the completion of a construction con-
tract. The objective is to prevent cost overruns or unauthorized construc-
tion. 

Dispose of when 5 years old. 

112. Space Report File. Contains correspondence and copies of a
 
Quarterly Space Report generated with MarAd to manage building space.
 
The data is also used to update the Space Assignment List for Updating
 
Pe rsonnel Statistics printout prepared by General Se rvices Administra-
tion for ag encie s ,
 

P~"t:fa'lf When~years old. 

113. Excess Real Property Flle (Facilities). Consists of documentahon 
between headquarters, and primary operating units of the units' i nt ent to 
declare real property excess and affirmations of this intent in the form of 
declarations of excess property. Data are extracted from these documents 
for an annual report of excess real property submitted to GSA. 

Dispose of when 5 years old. 

114. Real Property Report File. These are reports of the real property 
owned or leased by the United States and statistical summary reports of the 
property held in each of those categories by the Department submitted to 
GSA each year. 

Dispose of when 5 years old. 

115. Recurring and Special Reports. These are copies of recurring re-
ports pertaining to facilities management activities. Copi e s of special re-
ports are also included which generally deal with one time situ atro ns or 
emerging problems. 

Dispose of when 5 years old. 

116. Real Property Entitlements. These include legal opinions, title
 
searches, deeds, leases, easements, and s irni.l.a r conveyances of real
 
property documents held by the Maritime Administration.
 

<!toeS tlif!P'ea§@ ~@if AlatAU d:tsp Iii g d tlw p pCI cy <ftl J tun Gwit 
aU e1eeam pap@f§ eo tke Sind 1 5 .. PSg °dwinistra'Wn • 

.(~~':&pr~ 
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117. Real Property Files - Disposal. Records necessary or convenient 
for the use of real property sold, donated, or traded to non-Federal owner-
ship, including if pertinent as determined by the releasing agency, site maps 
and surveys, plot plans, architect's sketches, working diagrams, p r el irru n-
ary drawings, blueprints, master tracings, utility outlet plans, equipment 
location plans, specifications, construction progress photographs, inspec-
tion reports, building and equipment management and maintenance records, 
allowance lists as well as duplicate copies of title papers provided: 

a.	 That the records can be segregated wrthout harm to other 
docum.ents of enduring value. 

b.	 That no responsibility attaches to the Government because 
of disagreement between the transferred documents and the 
physical condition of the property at the time of conveyance. 

c.	 That if the property is released for historical use or purpose, 
the user agrees to retain them and return them. to the Federal 
Governm.ent immediately upon the di s cont i.nuanc e of its use for 
historical purposes. 

Transfer to new custodian upon com.pletion of sale, trade, or 
donation proceedings, or acceptance of purchase m.oney m.ortgage. 

118. Real Property Projects File. Speci.frca tions , plans, charts, ma ps , 
drawings, photographs, descriptions of properties inventories, conditions 
surveys, cost records and reports, and correspondence pertaining to real 
property owned or leased by or to the Maritim.e Adm.inistration. 

Dispose of 3 years after the sale or release of the property. 

119. Real Property - Lease File. Leases, licenses, agreements, con-
tracts, perm.its, supporting legal papers, and correspondence pe r taa.ni ng 
to real property (including office space) leased by or to the Maritim.e Admin-
istration. 

Dispose of 10 years after cancellation of the contract. 

120. Facility Blueprint Files. Consists of blueprints and land survey 
plats of all MarAd buildings, land and facilities. 

Dispose of 10 years after the sale or transfer of property. 
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121. Energy Report File. Annual report to DOC and DOE on energy 
conservation. Includes reports on the utilization of electricity, heating 
m achi ne s , fuel oil and gasoline. 

Dispose of when 5 years old. 

Division of Offlce Se rvices 

Office of the Chief 

122. Office Services Subject File. Cons i st s of do currie nt s pertaining to 

building passes, reproduction reports, reporting requireznents, rna i.l znan-
ag errrent, directives, indices for official ma il , rna nag ern ent plans, fo rrn s 
m ana.gernent , teletypes, travel and related docurn ent s , 

Dispose of when 1 year old. 

123. Eznployee Locator File. ):c These are 3 x 5 locator cards prepared 

by the ernpl.oye e showing the narn e, telephone code and ext ens i on , 0 rganiza-
tion, r oorn numbe r and building to locate individual errrploy ee s of the Divi-
sion. 

,
Dispose of Individual cards 6 months after ernpl oye es departure 
f r orn MarAd. Others destroy when superseded. 

124. Destruction Certificates File. Consists of classified do curn ent.s 
destruction certificates relating to the destruction of cl a s s ifi ed do curne nt s , 

Dispose of when 2 years old. 

125. Key Accountability Files. ):¢ Files relating to accountability for keys 

is;n\t~§~~;~ ~JtfU'tJ¢lk1Jiu-u<-

s./?£s1!iiy'~f{;~e~~l~,sts ;f ~e~ ~~xternal 
directives and other do curne nt s invol vmg the various security prograzns in 

which MarAd is involved. 

Dispose of when pr ogr arn or act rvrt y IS completed. 
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127. Classified Document Inventory File. Cons i s t s of fo r rn s , ledgers, or 
registers used to show identity, internal routing and final dis pos rt ion made 
of clas sified documents. 

Dispose of when 2 years old. 

128. Security Violatlons* (non-felonies). Case files relating to investiga-
tions of alleged security violations, but exclusive of files concerning felomes 
and papers placed in official personnel folders. • 

tf~/I,4itUl~ r~~ 
:9isposc .. iii ,~1iI Ati completiAl of fi al os .IAtioe 62 eili iOplje_s" tOan. 

129. Security Correspondence File. This file contains correspondence 
with MarAd offices and bureaus of the Department, Congressional correspon-
dence, correspondence with other agencies, and with private investigation 
firms relating to specifics of the MarAd security prog ram. 

Dispose of when 5 years old. 

130. (Security Clearance) Administrative Subject Files. Correspondence, 
reports, and othe r records relating to the administration and ope r at ron of 
the personnel security program. 

Dispose of when 2 years old. 

131. Personnel Security Clearance Files. ~:C Con s i st s of case fi le s includ-
ing card file documenting the processing of investigations on Federal employees 

or applicants for Federal employment, whether or not a security clearance 
is granted, and other persons, such as those performing work for a Federal 
agency under contract, who require approval before having access to Govern-
ment facilities or to se nsitive data. 

G' 
Dispose of upon notification of death or not later th~"years after 
separation or transfer of employee or no later tharf.years after 
contract relationship expIres, whrche ve r is applicable. l!i'i p f: 
ell el:rJi'ile ° ,. telr r duO 1 2 f. 

132. Security InspectlOn Files. This file consists of reports of inspec-
tion of MarAd a cti vrti es to safeguard against security violations. 

P~,*~?~.~)tn~~itW~ 

133. ~;~{;~r~::~~.* F'orms or Ii st s 
used to record safe and padlock com bma tions , names of Individuals know-
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ing cornbi.na.ti ons and comparable data used to control access into classi-
fied document containers. 

Dispose of when superseded by a new form or list, or upon turn-
in of containe rs • 

Correspondence Branch 

134. General Correspondence File. Consists of incoming and outgoing 
correspondence pertaining to financial matters with the postal service, 
changes in postal rates, field station mail matters and MarAd mail man-
agement. 

Dispose of when 3 years old. 

135. Postal Certificates and Registration. Applications for postal registra-
tion and certificates of declared value of matter subject to postal surcharge. 

Dispose of when 1 year old. 

136. Correspondence Control File. Cons i sts of a record of r e ceipt and 
routing of incoming and outgoing correspondence referred to the office of 
the Assistant Secretary for Maritime Affairs. 

Dispose of when 5 years old. 

137. Express Mail Postal Due Bills. Con s i at s of quarterly financial re-
ports received from the Post Office for billing purposes. 

Dispose of when 6 years old. 

138. Foreign Aerograms, Telegrams, and Cables Flle. Con s i s t s of an 
extra copy of classified and unclassified telegrams. Cons i st s of first page 

of the above which includes identification information for r et ra eva l , such as 
country, identification number, dates, and classlfication. 

Dispose of when 6 months old. 

139. Express Mail Receipts. Con s i s ts of copi es of receipts for the out-
going daily express mail to field stations. 

Dispose of when 1 year old. 
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140. Penalty Mail Report Files. Consists of offi c ia l penalty m arI re-
ports and all related papers. 

Dispose of when 6 years old. 

141. Record of Cash and Checks Received. Consists of records relating 
to checks, cash, starnps , mone y orders or any other valuables r ernit t ed to 

the agency by mai l , 

Dispose of when 1 year old. 

Records ManageInent Branch 

142. Contract NUInber AssignInent Record (MA-1l2). This file contains 
a record of all contract and ag r eerne nt nurnbe r s assigned by the Ma r rti me 
Administration. 

Dispose of when purpose has been served. 

143. Records ManageInent Subject Files. Contains copie s of reports, 
correspondence, authorizations, methodology, techniques and related 
records concermng the de ve'loprn ent and i.mp rovern ent of the rna nag ern ent 
of records in MarAd. 

Dispose of when 6 years old. 

144. ForIns and Stationery Files. Consists of printing requisitions, 
forms status notices, carne ra copies, negatives, exarnpl e s , and data required 
for replenishing stock of fo rrna and stationery. 

Dispose of when related fo r m is discontinued, superseded or 
cancelled. 

145. Forms Inventory and Stock Control File. This is a card record 
showing stock r-epl.eni ahm enta , issuances, balance on hand, control level, 
and location of fo rrn s , 

Dispose of when related form is di s co nt mu ed, superseded, or 
cancelled. 

146. Accession Records. This file cons i st s of co pi e s of SF 135, Records 
T'z-a ns rni tta l and Receipt; GSA-F7248, Notice of AcceSSIOn, Location Change; 
GSA-F70l5, Intent to Dispose of Records; O. F. 11, Reference Request -
Federal Records Center; and correspondence related to the acces sion. 
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Dispose of when related records are destroyed or when no longer 
needed for adrrn ni s t r at rve or reference purposes. 

147. Safekeeping Contract Reference Card File. This file consists of 2
 
systems of reference cards: one maintained by company name; and the other
 
by vessel name. The company cards show contract numbers and the dates of
 
the documents pertaining to MarAd contracts in safekeeping files.
 

Dispose of when purpose has been served. 

148. Security Copies of Contracts, Agreements, Leases. These are of-
ficial original copies of negotiated and competitive contracts, awards, and 
leases awarded by the Maritime Admimstration. The contracts are admin-
istered by the concerned MarAd organizahon. A signed and sealed origmal 
copy of each contract and all addenda are mamtained by the Office Services 
Division for security purposes and retained until the contract is terminated. 
The types of contracts involved include but are not limited to the following: 

CONTRACTS OFFICE CODE
 

CDS - Construction Differential Subsidy General Counsel M-500
 

ODS - Operating Differential Subsidy General Counsel M-500
 

Patent Indemnity Agreement General Counsel M-500
 

MSB Approval Agreement of Manage- General Counsel M-500
 

ment Agreement
 

Trade-In Agreement General Counsel M-500
 

Use Agreements General Counsel M-500
 

Contract for Exchange of Vessels General Counsel M-500
 

License Agreement for Manufa ctu rang Ma rat irn e Labor M-250
 

and Sale of Ribbon Service* & Training
 

Title XI Cont ra ct s Ship Financing M-530
 
Guarantees
 

Owners Contract of Commitment Marine Insurance M-540
 

War Risk Insurance of Commitment Marine Insurance M-540
 

DU-Dual Use Agreement Subsidy Cont racts M-552
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CONTRACT 

CCF -Capital Construction Fund 

Vessel Appraisal Agreement 

Sale Alien for Scrapping 

Sale Alien & Transfer of Registry 
and Flag 

Transfer of Ownership 

Sale for Scrapping 

Sale for Non-Transportahon Use 

General Agency (Service) Agreement 

Non-Exclusive License Ag r ee me nt= 

License for Use of Property (Lease) 

Cooperative Agreements (Grants) 

State Maritime Academy College 
Agreement 

OFFICE CODE 

Su bs rd y Contracts M-552 

Shipbuilding Costs M-730 

Ship Operations M-742 

Ship Operations M-742 

Ship Operations M-742 

Shrp Operahons M-743 

Shi p Ope rations M-743 

Ship Ope rations M-743 

Advanced Shrp M-920 
Development 

Admin. Services & M-3l4 

Procurement 

Ass It. Adm.for M-900-2 
for Commercial 
Developme nt 

MarAd Labor & M-250 
T'r aa ni ng 

oM RtLOids C2 a' d "tRr T nil 38, l'jlT!!9 - Dtspsss .6 5lsa, 
t4rmodl:s alta tiM tOmId term" tl'8. 
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Division of Supply Management 

Office of the Division Chief 

149. Gifts and Requests to MarAd. This file consists of documents per-
taining to gifts, bequests, and donations offered or made to the Maritime 
Administration. 

a.	 Dispose of records on unconditional gifts 6 years, 3 months 
after disposition of the property. 

b.	 Dispose of records on conditional gifts 6 years, 3 months 
after return to the donor. 

150. Chronological File. This file consists of copies of documents pre-
pared or signed by the office and maintained in date order. 

Dispose of when 3 years old. 

Supply Services and Procurement Branch 

151. Equipment Inventory File. Consists of a record of equipment and 
furniture located throughout MarAd. The record includes owner organiza-
tion, date of inventory and nurnbe r of items. 

R~77 
152. Machine Inventory ll~. Consists of copies of contracts, type of 
equipment, equipment problems, repairs and maintenance of related cost 
data. 

153. Telephone Record of Se rvice and Bills. Copies of telephone bills 

and ap;;p;:;a;h piece of ~ ~~:~~>~~!?~9LrPLk;}J!1;~(	 ~
 
154. Personal Property File. Consists of a record of equipment assigned 
to individuals in MarAd. 

Dispose of when equipment is returned or replaced. 
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155. Contract Property Inventory. Consists of correspondence to con-
tractors requesting identification of Government-owned property in the i r 
possession. 

Dispose of when contract is terminated. 

156. U. S. Government Bills of Lading. These are the issuing office's

cOPiep.l;;;:;~tJ;~l(tk ~ 
157. Repair Receipts. These are copies of requests and receipts for 
the repair of equipment. 

Dispose of when 1 year old. 

158. Employee Applications for Motor Vehlcle Operator's Card.'~ Ap-
plications from employees for authorization to operate Government vehicles. 
Includes results of driving tests, physical fitness and related papers. 

Dispose of when reissued at the end of 3 years, or upon 
separation of the employee. 

159. Procurement Schedule Files. Consists of catalogs and price schedules 

for equipment and supplies. 

Dispose of when 2 years old. 

160. Purchase Order File. Consists of copies of purchase orders for 
the purchase of supplies and equipment. Included in the files are r equi s i -

tion, other authorizations, justifications, approvals and other related pape rs. 

Dispose of when 4 years old. 

161. Imprest Funds File. Consists of copies of requests and approvals 
for out-of-pocket expenditures made by employees on official busines s , 

Dispose of when 6 years old. 

Supply Systems Branch 

162. Administrative Management File. Contains rncorni ng and outgoing 
correspondence, production and management reports, studies concerning 
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a broad spectrum of administrative funct.i ons with special emphasis on pro-
curement, supply and material management. Also included are some studies 
and background papers relating to the e ata bl i shm ent of Department-wide 
standards for certain functions. Considerable documentation is devoted to 
contracting policies and procedures. 

Dispose of when purpose has been served. 

163. Chronological File. Consists of an extra copy of documents pre pa red 
or signed in the office and maintained i n date order. 

Dispose of when 2 years old. 

164. Surplus Property Case Files. Case files on sales of surplus pe rsonal 
property, comprising invitations, bids acceptances, lists of materials, eVI-
dence of sales, and related correspondence. 

a.	 Transactions subsequent to July 25, 1974, of more than $10,000; 
and transactions prior to July 26, 1974, of more than $2, 500. 
Dispose of 6 years after final payment (place in mactive file on 
final payment and transfer to WNRC 2 years thereafter). 

b.	 Transactions subsequent to July 25, 1974, of $10,000 or less; and 
transactions prior to July 26, 1974, of $2,500 or less. 
Dispos e of 3 years after fi na l payment. (Close file at the end of 
each fiscal year, retain 3 years, and drs po s e except that fi l e s 
on whi ch actions are pe ndrng will be brought to the next fi s ca l 
year's files for disposal therewith.) 

165. Property Disposal Correspondence Files. Correspondence fi l e s rnain-
tained by units re sponsible for property disposal, pe r tarm ng to their ope rat ion 

and administration. 

Dispose of when 2 years old. 

166. Excess Personal Property Report. This file consists of excess 
personal property reports, transfers of excess personal property, applica-
tions for donations of surplus personal property, and the like. 

Dispose of when 3 years old. 

167. Procurement Action Control File. This fi Ie co ns i s t s of procurement 
documents, award documents, concurrences and related work pa pe r s , 

Dispose of when purpose has been se r ve d , 
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168. IndustrIal Preparedness Program File (IPP). This fi.l e consists of 
documentation pertaining to the Industrial Preparedness Program. Included 
are correspondence, agreements, surveys, specifications, drawings and re-
lated papers. 

Dispose of when purpose has been served. 
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OFFICE OF BUDGET
 

The Office of Budget develops the Administration's pr og r arn structure and 
objectives for budget fo rrrrula.tton and program reporting; conducts studies 
to evaluate the effectiveness of programs in accomplishing established objec-
tives; prepares analyses of special program issues; collects and disseminates 
summarized program and ma.nag ern ent information; fo r rrrulat e s , recommends, 
and interprets budgetary policies and procedures; develops and presents budget 
requests and justifications; allocates and maintains budgetary control of funds 
available; analyses fiscal and program plans and r ep r-ogr arnrn ing proposals 
for conformance with established policies; and maintains a continuous review 
of the status of funds and prog r arn performance in relation to fiscal plans. 

Office of the Di r ecto r 

169. Briefing and Back-up Books for Budget and Subrn is sron s , These 
books contain factual, analytical, and narrative data compiled by Budget 
Office to support and validate each of the budget estimates as submitted 
(Secretarial, OMB, and Congressional). Briefing books are used for 
authorization and appropriation hearings and contain questions most hkely 
to be asked at each budget presentation, with information that the official 
testifying will need to appropriately answer such questions. 

Dispose of copies of Briefing and Back-up Books when 4 years old. 
Dispose of the Master copy of Appropriation Back-up Book when 

10 years old. 

170. Budget Submissions. All elements of MarAd submit proposals / 
plans for new activities or p rog ra ms , and for projected levels of ope r a ti ons 
of established programs and projects. With this input f r orn various ele-
ments of MarAd, a complete budget is prepa red. 

This presentation is submitted to the Secretary of Commerce. Any changes 
or additions made by the Secretary are included i n the submission to OMB. 
After hearings by OMB, the subrm s aron to Congress 1S prepared reflecting 
additional changes and in a different format. Appeals to the House Allow-
ance rna y also be submitted to the Senate. 

Start a new file every year and dispose of when 6 years old. 
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171. Budget Report Flles. Periodic reports on the status of appropriation 
accounts and apportionment. 

a.	 Annual report (end of fiscal year). Dispose of when 5 years old. 

b.	 All other reports. Dispose of 3 years after the end of fiscal 
year. 

172. Budget Apportionment Files. Apportionment and reapportionment 
schedules proposing quarterly obligations under each authorized appropria-
tion. 

Dispose of 2 years after the close of the fiscal year involved. 

173. Budget Background Records. Working papers, cost statements and 
rough data accumulated in the preparation of the annual budget estimates. 

Dispose of 1 year after the close of the fiscal year involved. 

174. Chronological File. Contains copies of documents prepared or 
generated by all elements of the Budget Division which require review or 
signature of the Director or his assistant. 

Dispose of when 5 years old. 

175. Program Subject Files. Contain documents on MarAd policy and 
procedures governing budget administration and affecting expenditure for 
MarAd programs. 

a.	 Policy - Dispose of when superseded. 

b.	 All other papers dispose of when 2 years old. 

Division of Budget 

176. Budget Formulation Support Pape rs. T'hi s file consists of collected 
materials and papers generated in the entire process of analyzing the sub-
mission from various MarAd component elements and drafting the fi na l sub-
rni s s ion to appropriate higher authority. More specifically, this involves 

preliminary tabulations on spread sheets, compilations of prehminary data 
after further analysis and copies of the first and subsequent drafts of the 

subject budget estima tes as pre sented. 

Dispos e of 5 years afte r close of the fiscal yea r mvol.ved , 
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177. Budget Execution and Program Support File. Contains documents 
relating to the operating budget including appropriation warrants, state-
ments of receipts, reconciliation of appropriahon program plans, schedules 
of accrued assets, liabilities, statements and reports of obligations and out-
lays, apportionments, allotments and allocations, and srrni Ia r type records. 

Dispose of 5 years after close of the fiscal year involved. 
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OFFICE OF FINANCIAL MANAGEMENT
 

The Office of Financial Management renders financial advice and opmions 
with respect to the substantive programs and contractual a ct ivrti e s of the 
Administration; prescribes a uniform system of accounts for subsidized 
operators, agents, charterers, and other contractors; adrru ni s te r s a pro-
gram of audits of contractors' accounts (except those of Research and De-
velopment contracts) to determine compllance with applicable laws, regula-
tions and contract provisions concerning sub sida za bl e expenses under opera-
tional-differential subsidy contracts, qua.Iifred deposits and withdrawals 
under capital construction fund agreements, vessel expenses under general 
agency agreements, and construction costs under construction-differential 
subsidy contracts; analyzes financial statements and other data submitted 
by contractors to determine financial qualifications and limitations; makes 
special financial surveys and analyses of contractors or of their operations, 
when necessary; develops a data base and a financial analysis system to 
determine the financial conditions of the Am er i can merchant rna r i ne , or 
segments thereof; performs accounting, payrolling and related functions, 
including preparation of financra.l statements and reports, auditing and cer-
tification of vouchers for payment, and co Il ec tro n of amounts due the Admin-
istration; and develops and maintains a fi na ncaa l information reporting system 
to assist officials in managing their programs and re sources. 

Office of the Director 

178. Administrative Subject File. Consists of copies of internal directives, 
procedures, reports submitted to higher authonty, along with the usual house-
keeping papers such as office copies of time and attendance reports, person-
nel actions, travel, budget, training, request for service and supplies, and 
similar housekeeping activities. 

Move active files forward and dispose of others when 3 years old. 

Division of Financlal Approvals 

179. Construction Reserve Fund. T'hr s Irl,e cons i s t s of appl i ca tio ns , con-
tracts, board actions, correspondence and construction audit reports. 
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iiM	 C~tn."& SIegte. p iCI be "a19 1; 1975 WSPOS? pi W) .IS, 
OIidi In 7 after the cent Sit is till· slid . 

8'.... d	 .... st? CERlt • aita lunE 38, 1976 I £ S 

3n6aths a£tel tIs ?II $ t t I ·pated.• 

180. Russian Grain Program (ODS). Folders containing ODS ap pl ica ti on s , 
contracts, board actions and correspondence, audit reports of historical 
and actual subsidizable costs. 

Cm_dEUS C2mb. ,hi to ILl; 1, ill I 52 6£ 18 Few s, 
os ? Sl COIItIQ L· nIt· 1. 

......	 'W, slL & $ ? C 1. as Hir Dispose of 6 years,t 

3 months after the contract is terminated. 

181. Capital Construction Fund File. Consists of Capital Construction 
Fund applications, contracts, Board actions and correspondence, required 
reports and audit reports. 

a .entiSS. created p ... to lu19 1, 1976 W I jeY2ilns, 
01("",AliS afte I the esab a i ts lSi: dala.$ 

2 '1u,t 'Meut 1 6 31;&) iA- Dispose of 6 years, 
3 months after the contract is terminated. 

182. Liner and Bulk Prog rams (ODS). This file consists of folders con-
taining applications, contracts, board actions, correspondence and a.udrt 
reports. 

pt 
iunWZ£2ld §1itd me Q6ae~et i t i at de 

ts	 wOftt'2&2ZJ e IUd 3' 'bIG.D; F Dispose of 6 years, 
3 months after the contract is terminated. 

183. Program Subject FlIes. These files reflect actions relating to the 
ODS-Liner and Bulk Programs, ODS-Russian Grain Program, Capital Con-
struction Fund, and Construchon Reserve Fund. Included in these files are 
general correspondence, audit reports, ODS budget data, s a i Iing schedules, 
financial status reports, listing of CCF companies and contract numbers, 
general orders, annual report to Congress, trustee approvals, company 
financial statements, and similar types of documents related to the above 
programs. 

Dispose of individual files when purpose has been served. 
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184. Title XI Contract Files. These are the contracts for the Ship FI-
nancing Guarantee Title XI program. Title XI of the Merchant Marine Act 
of 1936 authorizes MarAd to guarantee commercially placed cons t ruct ion 
loans and ship mortgages on vessels built in the United States for operation 
in foreign or domestic trades. This program is available to aid in financing 
the construction and reconstruction of unsubsidized vessels, as well as the 
owner's share of the cost of the ships built with construction subsidy. 

Dispose of Title XI contract fi l es as follows: 

n	 C;~ b&Et!R Ci 1&$:&1 J.i i.& to Jaly 1, 1"5 iMsposc 6£ !to 9 & ., 
'i _ all ;£tCi 2 au is at' iii 

As	 S: £ t d aft 6i ,auw Dispos e of 6 years, 
3 months after contract is terminated. 

185. Ship Financing Guarantees Title XI and Construction-Differential 
Subsidies. Consists of applications for Title XI and Construction-Differ-
ential Subsidy financing, financial analyses, recommendations to Ship Fi-
nancing Guarantees financial approvals, letters of commitment, and related 
actions. 

a.	 Ship Financing Guarantees Title XI Records - Transfer to 
WNRC when 10 years old. Dispose of when 25 years old. 

b.	 Construction-Differential Subsidy Records. Dispose of 
when 10 years old. 

c.	 Title XI Applications. Dispose of when purpose has been 
served. 

186. Shipyard Financial Statement. Consists of reports from shipya rds 
regarding satisfactory performance bond or waiver sureties when Title XI 
Guaranteed obligations are issued during construction. 

Dispose of when 10 years old. 

187. Bank Report File Trustees. Contains copies of repo rts from 
Trust Companies requesting approval of Trustee. 

Dispose of 6 years,3 months after termination of the contract. 
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188. Financial Statement - ConstructlOn-Differential Subsidy File. Con-
sists of General Financial Statements from owners of vessels for which con-
struction-differential subsidy has been paid. (46CFR-2762) 

Dispose of 6 years,	 3 months after contract is terminated. 

189. Administration Files. These files cons i st s of fi narrc raI statements 
and related papers submitted by Title XI and ODS Contractors. The docu-
ments are used for calculation of Loan Guarantee Rates and early warning 
reports. These records are retained for 25 years, the life of the contract, 
and the additional period required by GAO. 

Transfer to WNRC when 5 years old. Real d G t at .11 

J I) 1; lJHI Jii'ispsce 6 .0 36
) &2 hire ibes Ii" ei _.#./1 

_,. &2 JanE i i ; £ 3: 3 - Dispose of when 31 years ... ~~~. 

Division of Financial	 Studies 

190. Image Reports of Liner Companies. The file consists of computer 
generated lists of Liner Company balance sheets, rncorn e statements, water-
line operating revenue and expense statements and vessel performance re-
ports. This data is used to furmsh information requests from other MarAd 

offices and liner companies. 

Dispose of when 10 years old. 

Dispose of 6 months	 after study is completed.
 

Division of Accounts
 

193. ApportlOnment and Reapportionment Schedules. These are reported 
to the Office of Management and Budget showing the amount of appropnated 
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funds apportioned for obligation for each quarter and the OMB action on such 

apportionments. ~ ~ ~~p~::- r:tf1f<~ ¥; ffH.7 7 2 J 

194. State:ment of Inco:me and Retained Earnings (SF 221). Shows inco:me 
and expense and changes in accu:mulated net inco:me in ter:ms of dollar balances. 

Dispose of when 6 years, 3 :months old. 

195. State:ment of Financial Condition. Copies of state:ments sub:mitted to 
Treasury showing assets, liabilities, and net invest:ment. 

Dispose of when 6 years, 3 :months old. 

196. State:ment of Unexpended Balances of Appropriations and Funds 
(Treasury) (TFS For:m 2108). This shows Treasury trial balance, transfers 
and withdrawals, funds resources, and status of resources sub:mitted to the 
Treasury. 

Transfer to WNRC when 3 years old. DIspose of when 10 years old. 

197. General Ledger Trial Balance. Account of funds for each account 
by title, debits, credits, and trial balance totals. 

Monthly balances include preclosing and closing trial balances. 
Transfer to WNRC when 3 years old. Dispose of when 10 years old. 

198. Cross Reference FlIes. This is a list of various files referenced 
in processing accounting transactions. 

Dispose of when supe rseded by a new list. 

199. Certificates of Deposit. These are copies of ce r ti.fi ca te of deposit 
sub:mitted to the Treasurer of the U. S., with related collection t i ck et s , 
debit vouchers, Federal Reserve Bank bi Il s and collection letters. 

Transfer to WNRC when 3 years old. Dispose of when 6 years, 
3 :months old. 

200. Non-Expenditure Transfer Authorizations. These for:ms authorize 
t nan s fe r of funds fro:m an appropriation to other govern:ment agencies to be 

credited to their appropriation nu:mbe r. 

Transfer to WNRC when 3 years old. Dispose of when 10 years old. 
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201. Schedules of Payments. These are memorandum copIes of Schedules 
of Payment submitted to the Treasury Department for issuance of checks. 

Transfer to the WNRC when 3 years old. 

Ih Ii oil 8sleel pliO! @O lul; I; 1975 W Sf I of 19 ; tal s; ~ 
~iRaa9..t.b~s"'¥~~2.p~6~2.1.6~d~e~e .... "l.~~'9"J •...&,£.e~g_a~.~

• 2 7 d & ; C 00; IT Dispose of 6 years, ? 

3 months after period covered by the account. 

202. Open Obligation Document File. These are undelivered orders 
awaiting vendors' vouchers orders. When payment is completed the file 

is closed. 

Transfer closed files to WNRC when 3 years old. 

sm 
I J •J• ? ris J 1) kg Jr"" Bis;s s e of I Ii 22 ; 

'I•• ""_ ••• lI!lj!l!S".¥£I2~e~a_lII!Ij £_... J__ "RiII'•• SISIiE__ Dis po s e of when 

6 years, 3 months old. 

203. Accounting Llstings. These include the following listings or equiv-
alent: 

Monthly Case Receipts
 
Monthly Cash Di s bur s erne nt s
 
Monthly Accounts Payable other objects
 
Monthly Accounts Payable Transportation
 
Property Register
 
Voucher Register
 
Invoice Register
 
Commitment and Obligation Register
 
General Journal Fund Register
 

These are by-product listings of the accounting transachons for each 
month. In general, they are used by accounting operations activities 
to make detailed reconciliations for preparation of monthly reports. 

Dispose of I month after the close of the quarter concerned. 

204. Batch Proof Listings. These are intermediate computer J?l{/i4/--ftJ& 
_ produced as part of the process for preparing the Deta i l Batch Li s ti ng s , 
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These are used to check the data stored in the computer and the accuracy 
of input and machine operations. 

Dispose of when no longer needed for current business. 

205. Monthly Accounting Line Item Report. T'hi s is an automatically 
produced printout showing when the obligation is greater than the reserva-
tion. 

Dispose of when 3 years old. 

206. Report on Budget Execution. T'ha s report prepared for submission 
to the Office of Management and Budget shows total obligations, unobligated 

balance, and total funds ava i labl.e for each month. hAl~~/. 
J?~~~~We;&(*"r::;&:jka~' 

207. Monthly Report on Obl.igatrons , Copies of a report submitted to 
Treasury showing gross obligations by object classes rounded to the near-
est thousand dollars. 

Dispose of when 3 years old. 

208. Expenditure Accounting Posting and Control Files. Records used 
as posting and control media, subsidiary to the general and allotment ledgers. 

Dispose of when 3 years old. 

209. Bi- Weekly Project Error List. This is a list of T & A input data 
by project costs rejected by the computer. These error Iis t s are used to 
correct invalid records. 

Dispose of when 1 year old. 

210. Financial Repo rts and Workpapers. Included are appropnation war-
rants, apportionment and reapportionment schedules, allotment a.dvi ce s , obh-
gation reports, and reimbursement authorizations. Also included are reports 
on budget status, statement of unexpended fund balances of appropriations, 
statement of financial conditions and statement of income and expenses. 

These papers reflect the fundmg of MarAd from the passage of the appropna-
tion until allotments are made to operating units. The reports include all of 
those required by other agencies with respect to funding during the pe riod. 

T «. 1 il JUT £ f $ I 3 ?? 
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211. Monthly Financial and Fund Control Report (Internal). Monthly 
computer generated reports which include Title XI contingent liability, 
ODS reports, obligations by object class and cash to budgetary reconcilia-
tions. 

Transfer to WNRC when 3 years old. Dispose of when 6 years, 
3 months old. 

212. Loan Collection File. The file consists of rna t e r i a l s pertaining to 
the collection of certain loans, such as Notice of Loan Payment Due, Col-
lection Tickets, and Certificates of Deposit. 

Dispose of when 10 years old. 

213. Keypunch CoPy of Coding Documents. The documents show the 
data taken from source documents for computer input. ' They are accompanied 
by batch control tape s , 

Dispose of when 3 months old. 

214. Statement of Transactions. These are copies of reports submitted 
to the Treasury Department showing a classification of disbursements and 
collection by appropriation, fund and receipt amount. 

Transfer to WNRC when 3 years old. 

p j •• I, "'I bSj )11 Mil j• 
:J	 h4. 

._,,_	 .. 2!ilfIllli••• ~:.&-"111 •• " Di s po s e 0f whe n 6 ye a r s , ..._8._ ...d&_... _~t"Qilllld_!I!I£ill
3 months old. 

215. Undisbursed Appropriation Account (TFS-6653). Monthly listings 
received from the Treasury Department citmg by appropriation symbol 
existing cash balances and other pertinent data per Treasury Records. 

Transfer to WNRC when 3 years old. Dispose of when 10 years old. 

216. Status of Allotment Files. Allotment records showmg status of 
commitments, obligations and allotments under each authorized appropria-
tion. 

a.	 Transfer monthly report to WNRC when I year old, Dispose of 
when 10 years old. 
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b.	 Transfer year end report to WNRC when 3 years old. Dispos e 
of when 10 years old. 

217. Paid Voucher File. These are copies of paid vouchers, invoices, 
supporting documents, purchase order copies, receiving copies, and ac-
counting code sheets. 

Retire to the WNRC when 3 years old. 

-	 P j I) l; 1919 at sl£I3i • 
.......-._ .• ;...... _.;._%..... ' 2.,;_•••	 of when
 ....	 Dispose 6 years 

and	 3 months old. 

218. Completed Application and Account for Advanced Funds. * These 
are copies of requests and accounts for advance of funds usually for travel. 

Dispose of when 3 years old. 

219. Contract Obligation File. These are copies of negotiated competihve 
and open contracts let by the DOC and MarAd. When performance under the 
contract has been completed, and final pa yrn ent has been made, the case is 

closed and placed in a separate file. 

Transfer to WNRC 3 years after the contract is closed: 

1 , T;it softie 6i sate eLI 5 1; Jd716 In pc • 2 
t'	 .. 1 lit 

-111 0 • ' .... *.5 __ __ .2 .21115•• 11l1li Dispo s e of 6 yea r s , •••	 IiT ... 
3 months after closure. 

220. Voucher Number Control Logs. This file contains a record of the 
date documents for payrne nt are received, the voucher number assigned, 
name of payee, date approved and date scheduled for payment. 

Transfer to WNRC when 3 years old. Dispose of when 10 years old. 

221. Government Travel Requests - Register and Control Records. This 
file consists of memorandum copies of transportahon registers and control 
records. 

Dispose of when 3 years old. 
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222. Federal Ship Fmancing Escrow Funds Correspondence File. This 
file contains a record of documents relative to the disbursement of escrow 
funds to banks and private shipping companies. 

Dispose of 3 years after depletion of the escrow fund for the 
ves sel involved. 

223. Ship Construction Contracts. This file contains a copy of the ship 
construction contract, obligations, and a record of all cost changes. 

Dispose of 3 years after final payment is made and contract closed. 

224. Construction Loan Mortgages and Commitme nts. Contains trans-
mittals of financial information with suppo rt mg documents relatlve to loan 
mortgages and commitments. 

Dispose of 3 years after the mortgage contract on the vessel is 
paid in full. 

225. Computation on Guaranteed Fees File XI. This file contains copies 
of documents used to compute premiums and fees for Guaranteed Loan and 
Mortgages under the Title XI program. 

Dispose of 6 years after the mortgage is closed. 

226. Record of Payments by Company and Vessel Title XI Escrow and 
Construction. This file contains a record of the base contract price for 
the vessel, additions and changes, revised contract price, percentage of 
completion, earned amount, previous payments made or pending, and 

amount of payment due the shipbuilding company. 

Dispose of 6 year's, 3 months after the contract is closed. 

227. Research and Development Obligation Status Report. ThIS file 
contains a record of the total contract payments to date, accounts payable, 
accrued liability and open obligations. 

a.	 Transfer monthly reports to WNRC when I year old. Dispose 
of when 6 yea rs, 3 months old. 

b.	 Transfer year end reports to WNRC when 2 yea rs old. DIS-
pose of when 6 years, 3 months old. 

-56-



228. Subledger Reports Ll70 and L260. 

a.	 Detailed monthly activity reports. Transfer to WNRC when 
I yea r old. Dispose of when 6 years, 3 months old. 

b.	 Summary monthly reports. Transfer to WNRC when 3 years old. 
Dispose of both when 6 yea-rs, 3 months old. 

229. Other Subledger Reports. 

Transfer to WNRC when 2 years old. Dispose of when 6 years, 
3 months old. 

230. Cost Reports, Showing Costs by Project and Organization Code. 

1a.	 '1-. £ monthly reports _. tlhen Dispose 
of when 3 yea rs old. 

b.	 Transfer year-end reports to WNRC when 3 years old. Dispose 
of when 6 yea rs, 3 months old. 

231. Bi-Weekly Comprehensive Payroll. This shows gross to net pay, 
deductions and the number of hours worked arranged alphabetically by 
bureau, and thereunder by cost stations. Also included are supportlng 
listings summa rizing deductions for union dues, Group Life Insurance, 
Optional Life Insurance, Group Health Insurance, Chanty deductions, and 

bank allotments. 

Transfer to WNRC when 4 years old. Drs pos e of when 12 years old. 

232. Bi-Weekly Updated Master Payroll. ':c 'I'hi s is a listing of employees 
showing current per annum pay rate, deductions, hourly or daily pay rate, 
bank deposits, change listings and pay conversions. T'hi s report is primarily 
used to update the Bi- Weekly Comprehensive Payroll. 

Dispose of when superseded by master file processing updates. 

233. Authorization for Paid Overtime and lor HOhday Work and for Compen-
satory Overtime. This is a record of overtime authonzed for purpos es of 
pay. These are batched by pay period. 

Dispose of 1 year after GAO audit or when 3 years old, wh rche ve r 
is sooner. 
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234. Applications for Leave. ~:; Apphcations of all types of leave s igne d 
and submitted by the employee. These are batched by the pay period. 

Dispose of I yea r after GAO audat or when 3 years old, whrcb ev e r 
is sooner. 

235. State Tax File. ):; These are papers authorizing and supportmg the 
pa yroll deductions of taxe 5 to be paid to the state s , 

Dispose of the individual document when superseded. 

236. Annual End of Year Leave Balance Report. ~:; Thi s shows balances 
of leave brought forward by individual employees. 

Dispose of when 2 years old. 

237. Bi-Weekly Bond Issued Listing. ~:; Shows bureau code, name of 
owner, deduction, and the number of bonds i s sue d to each employee for 
the pay period. 

Dispose of when 3 years old. 

238. Bond Master Listing. * This is the same as the Bi-Weekly Bond 
Issued Listing, except the amount of deduction, and except the names of 
all employees authorizing the purchase of bonds are listed whether 0 r not 
they are issued a bond for the pay pe r i od , 

Dispose of when a new rna ster Li st ing is received. 

239. Annual Cumulative Earning Listings. ):; 'I'hi s i s a list of the total 
earnings, from gross to net, for each employee in all cat eg or i e s , 

Dispos e of when 3 years old. 

240. Health Benefits Program Carriers File. Consists of folders for 
each carrier (insurance company) underwritlng the vanous health insurance 
plans in which employees are participatlng. Included are transmittals and 
summary reports to each carrier showing the nurn be r and the status of 
employee covered with related pape rs. Close carne r ' s fi Ic upon termina-
tion of participation in the program. 

r
Dispose of when __ years old. 
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241. Employee Payroll Folder. ~:c Contains payroll copa es of personnel 
actions, life insurance forms, health benefit forms, bond autho r i aat io ns , 
bank allotments, W-4 tax forms and similar type documents. 

Dispose of 3 years after transfer or separation of employee. 

242. Bi- Weekly Leave Balance Report. * This repo rt shows the bi-
weekly leave balances of employees. 

Dispose of when 3 years old. 

243. Time and Attendance Report. These are fiscal copies of tirn e , cost 
and attendance reports showmg all types of leave authorized, earned, taken 
and appropriate totals. 

Dispose of when 3 years old. 

244. Individual Retirement Files. ~:C This is a record of the service, pay, 
and summary of retirement deductions for each employee. 

This record is sent to the Office of Personnel Management when 
the employee is separated or retired. 

245. Journal Voucher for Reporting Withholding and Contributions for 
Health Benefits, Group Life Insurance, and Civil Service Retirement. This 
report is submitted to the Office of Personnel Management to report the with-
holdings and contributions to employee benefit programs. 

Dispose of when 3 years old. 

246. Register of Separations and Transfers. ~:; This is a listing of separ-
ated employees having retirement benefits showing total retirement deduc-
tions. The list is submitted to the Offi ce of Personnel Management. 

Dispose of when 3 years old. 

247. Operating Procedures File. Consists of control copy of t r a nsrru tt a l s 
and operating procedures for the accounting system. 

Dispose of when superseded. 

248. Chronological (Reading) File. Consists of copies of correspondence 
prepared in the Accounting Systems Branch and kept by date. 

Dispose of when 5 years old. 
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249. Report Format Control File. Consists of forrnat copies of all re-
ports produced by the Division of Accounts. 

Dispose of 2 years after the report is discontinued. 

250. Forms Format Control File. Consists of format copies of all 
forms used by the Division of Accounts. 

Dispose of 2 years after the form is discontinued. 

251. Program Subject File. Alphabetical program file for the Division 
of Accounts. Includes incoming and outgoing correspondence, reports, and 
work papers. 

Dispose of when purpose has been served. 

252. Report Specifications File. This file consists of report specifica-
tions, developed by the Accounts Di vi sion , for reports to be produced by 
the compute r , 

Dispose of 2 years after the report is di s cont mue d, 
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OFFICE OF MANAGEMENT INFORMATION SYSTEMS
 

The Office of Management Information Systems plans, designs, develops, 
programs, documents and maintains the Administration's computer based 
information systems; conducts and reviews feasibility studies to determine 
costs and benefits of acquiring ADP equipment and systems; provides systems 
analysis, programming, and system software support to all components of 
the Administration; and manages and operates the electronic data processing 
facility, including auxiliary equipment. 

Office of Director 

253. Director's Administrative Management and Technical Subject FlIes. 
This file contains incoming and outgoing correspondence pertaining to the 
executive direction of the Office of Management Information Systems. Also 
included are pape rs conce rning the contractual, technical, and r e rrnbur sabl e 
activities of the office. Certain copies of material prepared by organization-
al components of the office are included in this file. 

Dispose of indi.vrdua l documents and contents of file folders when 
they have served their purpose. 

254. Administrative Subject File. These are office copies of documents 
pertaining to housekeeping matters such as time and attendance, personnel, 
travel, budget, space, requisitions for supplies and services, and similar 
housekeeping matters. 

Dispose of when 3 years old. 

255. Chronological File. This file consists of documents, arranged by 
date, prepared or signed by the Director. 

Dispose of when 3 years old. 

256. Weekly Report. Consists of a summary of completed actions and 
continuing projects in the Office of Information Systems. 

Dispose of when no longer needed for current bus i ne s a • 
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Dlvision of Adnumstratlve Informatlon Systems 

257. Systems Documentation Manual. Documentation manuals on systems, 
programs, user and computer operations for all ADP Projects in the Divi-
sion of Administrative Information Systems. 

Dispose	 of I year after discontinuance of the ADP system involved. 

258. ADP Project Correspondence File. Consists of ADP requests for 
the new development, rno di fi cat io n, or enhancements of ADP Systems in 
MarAd. Also included are requests for se rvice from ITA, OS and EDA 
(DOC). 

Dispose	 of when 5 years old. 

NOTE:	 The accounting, payroll, and personnel management pro-
grams of the office are partlcularly s rg rufi ca nt because of 
their coverage and managenal impact. These systems 
operated by the office are almost fully automated. In these 
systems, almost all of the manual work involved is devoted 
to receipt of source documents, processing them for trans-
lation to machine language, and subsequent maintenance. 
After the necessary data have been read on magnetic tape 
and/or disc, the necessary records are automatically 
printed out by a computer. 

It has been determined that the p rrntout s i n the accounting 
operations, payroll, and personnel offi c e s are the official 
record copies and they have been scheduled to meet all 
administrative, legal, and histo rical needs. Thus, rrragne ti c 
tapes behind these pnntouts hiKe llilL£i i educible anti tl / tl/'l:.e... 

Scratch tape when 365 days old. 

260. Accounting Transaction History File 
transactions and their relationship to other 

Tapes. 
records. 

Con sa s t s of accounting 

Scratch tape when 365 days old. 
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261. General Ledger Tapes. These tapes include data on the Iollowi ng : 
Beginning -of-Month Summary General Ledger, End-of-Month Summary 
General Ledger, Past Closing General Ledger Transaction File, Detail 
General Ledger File, Year-End Summary General Ledger. 

Scratch tapes when 365 days old. 

262. Commitment Adjustment Transaction File. Consists of monthly 
accounting input transactions. 

Scratch when 365 days old. 

263. Master File Adjustment Documents. ~:c This file includes all perma-
nent changes from personnel and payroll that will update the master fi le plus 
temporary changes from payroll which will be used to compute pay and leave 
on a one time basis. 

Scratch tape when 90 days old. 

264. Bond Issue File. * This file has a record of every bond that is is-
sued in the current pay period. 

Scratch tape when 30 days old. 

265. Check Issue File. * This file has a record of every check that is 
issued by the Bi-Weekly Payroll System and is sent to the Treasury for 
printing. 

Scratch 30 days after check has been is sued , 

266. Alternating Bond File. * This file contains a record for each alter-
nating owner or beneficiary used by the employees for their savings bonds. 

Scratch tape when 90 days old. 

267. Leave History File. * This file has a leave history record for each 
employee for every leave period the employee was paid during the leave 
year. 

Scratch tape when 365 days old. 

268. Personnel Change File. ~:c This tape contains all of the changes that 
the Office of Personnel made to their system that affects the payroll system. 

Scratch the tape 90 days after c r ea t i ori, 
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269. Time and Attendance File. ':' This file cont a i ns records for each 
employee who worked or was on leave for the current pay period. These 
records also contain all of the project hours that the employee worked or 
was on leave. 

Scratch the tape 90 days afte r creation. 

270. Master Pay File. * The Master Pay File contains a record of every 
employee who worked for the Maritime Adrni.ni s t r at i on durmg the pay year. 
This record contains the employee's personal information. 

Scratch tape 90 days after creation. 

271. Master Bank File. This file con tarns a record of every bank that 
receives an employee's check or allotme nt , 

Sc ratch tape 90 days afte r creation. 

272. Earmngs History File. * This file has the Earnings Histo ry Reco rd 
for each employee for every pay pe r i od the employee was paid during the 
pay year. These records contain all of the employee's pay information. 

Scratch the tape 360 days after creation. 

273. Other Intermediate Tapes. 

Scratch when data has been written on another related tape or upon 
distribution and reconciliation or the related printout, whichever is 
appropriate. 

274. Current Pay File. * This file contains a record for every employee 
in the Maritime Administration who r ecei ve d some type of pay for the current 
pay pe r iod, This record contains the employee pay and leave information for 
the current pay period. 

Scratch 998 days after creation. 

Division of Progran"l InformatlOn Systems 

275. Documentation Manuals. Documentation manuals include the System 
Book, Program Book, User Book, and Operations Book . 

.JiIl€!'f'sftEEJf"'1 ,cal uith elisEcntinsa :n if the suetern 3 de ctl. 
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276. Technical Correspondence File. Consists of incoming and outg orng 
co rrespondence concerning matters of gene ral application to ADP projects. 

BtsP03 lJUts~4LNctr'dllt'r~!llf~"'.
 
277. Program Information System Tapes. Consists of tapes for va r rou.s 
Program Information Systems such as Dorne s ti c Trade, International Barge 
Register, National Cargo Shipping Analyses, NATO S'ys t ern , Shipper Inforrrla-
tion, and s irrri Ia r p rog ra m i.nforrna tion s y s t ern s , 

Oi sp'l'/Drled', slJ.tiTs dllt;,'!'! /l:!!ff: 
Division of Foreign Trade Inforrrlation Systerrls 

278. Systerrl Docurrlentation Manual. Documentation ma nua.Is include theSystemBook,P1J,a; B;;:.;rr Bookandopera;As;k:~' ~A
 
~pSS9 d 1 Y~dt31 FU!:eif""·d:se6~~lITle Evste 

279. ADP Project File. Consists of copies of requests for p r og r arnrnf ng , 
copies of source prograrrl data and copies of output reports. 

Diopoft d"'hR(~'?!~1 A/1)7 Aut"l)~i2t1!J.
 
280. Foreign Trade Systerrl Tapes. Consists of tapes for the various 
Foreign Trade s ys terns such as Trade Route Ana.Iys i s and Cornrnodit y 

Evaluation (TRACE), Vessel Mov erne nt Monthly (VMM), Cornrnodi.ty Move-
ment Annual (CMA), Container Sys tern (CON), and s irni.Ia r systems. 

~SPQsP!t£fJ3fd'u p.~r..41<st:1t.4,1! 12- t!'d
 
281. Staff Working Paper Files. Technical reference ma te raa Is , publica-
ttons, convenience copies of documents, drafts, and other working papers 
maintained for convenience of office operations by various members of the 

Division. 

Dispose of when superseded or no longer needed for current bu s i ne s s , 
whichever is sooner. 
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Division of Computer Operations 

282. Tape Library Scratch Report. This is a list of all com.puter tapes 
generated by tape number sequence showing the date the tape was created 

and the designation assigned the tape. The list is used primarily as a con-
trol of the tapes and specify those that are authorized to be scratched and 
reused. 

Dispose of when no longer needed for current business. 

283. Program Tapes. A program tape contains a s eque nc e of instruc-
tions to a computer to make it perform in a desired manner. 

Maintain in OMIS tape library on a 2-generation ba s i s , until no 
longer needed for current bus me s s or unta l superseded, which-
ever comes first. 

284. Input Data Punch Cards. Machine readable punch cards are key-
punched from source documents prepared by MarAd act i vi tie s , The In-
put data cards are used to update the tape fi l e s of the various systems and 
provide printed matter. 

Dispose of the punch cards 30 days after the data have been 
transferred to tape. 

285. Console Printout Record. Consists of a record of events between 
the console operator and the opera.ting system. Includes input and output 
information, errors. interventions, and such. 

Dispose of when 3 months old. 

286. Correspondence Files. Consists of i ncorn ing and outgoing cor-
respondence pertaining to the purchase, rental, maintenance and release 

of ADP equipment. 

Dispose of when 3 years old. 

287. System Achvity Reports. These reports reflect the t it l e of the 
system, start and stop trrn e s , type of data (disc, tape, cards), file mput , 
output records processed and other related data. 

Dispos e of when I year old. 
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288. Run Sheets File. Consists of job number, title, processing time, 
input data and output file description for all achvities. 

Dispose of when 1 year old. 

289. Administrative Subject File. The file consists of of'fi ce copies of 
documents pertaining to such internal housekeeping activities as equipment 
maintenance, billings for computer services, travel, personnel, training, 
requisitions for supplies and similar housekeeping activities. 

Dispose of when 3 years old. 

Systems Software and Management Group 

290. File Modification Report File. Consists of requests for file resources 
when initiating or expanding a new system. 

Dispose of 1 year after discontinuance of the system involved. 

291. User Validation Report. Consists of identification codes of person-
nel authorized to utilize the computer system. 

Maintain current copy of report and dispose of when superseded. 

292. Project Status Report File. Contains the total number of hours, 
by division, utilized to produce repo rt s , 

Dispose of when 1 year old. 

293. Resource Utilization File. Consists of Computer Ope ra.troris Job 
Report and System Utilization Report which are used to determine the re-
sources used by the systems and Divisions. 

Dispose of when 15 days old. 

294. Tape Library Reports. Consists of reports representing the most 
current status of the system. Includes se rial report, systems report, user 
report, scratch reports, backup tape report, master tape report and error 
report. 

Dispose of when superseded. 
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OFFICE OF MANAGEMENT AND ORGANIZATION
 

The Office of Managernent and Organization conducts staffing surveys to de-
terrnine personnel r equi r ern ent s for all cornponents of the Adrninistration; 
conducts surveys and studies to irnprove rnanagernent practices, organiza-
tion structures, delegations of authonties, procedures, and work methods; 
coordinates management improvernent activihes; maintains a systern for the 
issuance of the rnanual of orders and other directives; a drrrirn s te r s prograrns 
for the management of reports, forms, correspondence, and cornrnittee activ-
ities; and prepares special progress and adrruni s t ra tive reports to the Office 
of the Secretary and others, as required. 

295. Management Surveys and Studles File. Thi s Ii Ie cons i s t s of rnanage-
rnent surveys and studies of or gani zat ion structures, functions, authorities, 
work rnethods and procedures of Ma r Ad , Includes general rnanagement 1rn-
provement activities of MarAd, and OMB Ca r cul.a r A-76 reviews. 

Transfer to the WNRC when 6 years old. Dispose of when t(j 
• years old. 

296. Comrnittee Managernent Files. Consists of documentation gene rated 
by the MarAd Cornmittee Management Offi ce r pertaining to the administra-
tion of cornmittees on which MarAd is represented. Agency, interagency, 
and public advisory cornrnittees are included. More specifically, the papers 
deal with the evaluation, e s ta bl ishrn ent , da s cont inua nc e , terrnination of desig-
nation and the rnernbe r ship of various bodies. When a cornrnittee is discon-
tinued, the case record is closed. 

Transfer to the WNRC 5 years after the record 1S closed. 
Dispose of. years after closure.

If) 
297. Audit Report File. These are copies of mcor~llng and outgoing corn-
rnunications, and copies of audit reports prepared by the General Account-
ing Office, internal audit reports of the Depa rtment of Comrne rce, and by 
the MarAd staff. These papers are used to evaluate recommendations pre-
sented as a result of the various audits and to appropriately respond to th em , 

Transfer to WNRC 2 years after the case is closed. Dispose of 

Ia". IJ; .~UA.e)~ 7~tH!Jf. 
298. Forms and Reports Control Files. Consists of the ariaIy s i s , ap-
proval, standardization and control of MarAd forrns, form letters, and 
reports including public use reports. 
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Transfer to WNRC 5 years after the form, form letter, or report 
is discontinued. Dispose of when 15 years old. 

299. Directives Case File. These comprise a case file for Ma rAd Admin-
istrative Orders. bul le trns , and related issuances. Each case file contains 
copies of drafts. clearances. and other background papers with a printed 

copy of the directive issued. .0 .'
~~II~l-t'~~i[ I & 6S 

h •• i lIT~T&c R£t 1 i ,IS" Q'hrefs i b a: i h r to tbe Na ti 2 d h!l!:lltlses 
-aQ ] cal. th 

300. Special Reports File. This file consists of special progress and 
administrative reports and correspondence prepared in reply to question-
naires. inquiries. and other special requests for i nfo r rna tion received from 
DOC. OMB. Congress, and others. 

Transfer to WNRC when 5 years old. Dispose of when 12 years old. 

301. Employee Suggestion File. Consists of documentahon on requests 
to review. evaluate. and make recommendations on employee suggestions 
to improve efficiency and economy. 

Start a new closed suggestion file every year. Di spose of closed 
suggestion cases when 5 years old. 

302. Ceiling Allocation File. Consists of documentation pertaining to 
manpower and personnel records. staffing requirements. and ceiling al-
locations for all components of MarAd. 

Start a new file every 2 fiscal years and dispose of previous file 
10 years after the file is closed. 

303. Chronological Files. The file cons i s t s of an extra copy of docu-
ments prepared or signed in the office and maintained by date. 

Dispose of when 3 years old or when they have served the 
purpose for which created or no longe r needed, wh i ch e ,'e r 
occurs first. 
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OFFICE OF PERSONNEL
 

The Office of Personnel plans and ad mrni ste r s personnel programs and 
activities relating to recruitment, placement, promotion, separation, 
employee performance evaluation, training and career development, em-
ployee recognition and incentive awards, employee r e.Iat ioris and s e r vrc es , 
employee-management re Ia troris , po s rti cn classification, pay management, 
and various employee benefit programs. 

Office of the Director 

304. Admimstrative Subject Files. Contains documents relating to 
hous eke epmg and general administrative matters. Records consist of 
budget reports, space layouts, purchase r eq ui s itr ons , t irne and atten-
dance, travel requests and autho r i za.tion s , and srrrnIa r housekeeping 
requirements. 

Dispose of when 3 years old. 

Division of Employment and Traming 

305. Career Management Subject Files. Consists of subject files docu-
mentation pertaining to Merit Assignment Program, Special Employment 
Programs, employee benefits, employee r el a ti orrs , reports, personnel 
processing and similar career management a cti viti e s . 

Dispose of when 3 years old. 

306. Qualification Standards. QuallflcatIOn s ta nda rd s for po s i t.i on s 
issued by the Office of Personnel Management with related d r a ft s , com-
ments and other correspondence. 

Dispose of when superseded by a new or r evi s ed s ta nda r d , 

307. Merit Assignment Program. ~:~'I'hr s frl e conta.i ns announcements 

of vacancies under the Merit Assignment Program, related appl.i ca ti oris 
received from appl i cant s , and r equa re rne nt s and procedures whi ch assure 
qualified candidates are considered for assignment to compehtive s e rvi ce 
positions on the bas is of merit qualifications. 

DIspose of 2 years after selection has been made. 
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308. Official Personnel Folders. ~:C This is the official record of the 
civilian service in the Federal Government of the named employee. Papers 
authorized for disposal elsewhere are not included. Transfer folders of 
separated employees to an inactive file on s epa r-atron in accordance with the 
Federal Personnel Manual. 

a.	 Right side of folder - Transfer closed folders to the Na ta.o na I 
Personnel Records Center 30 days after s epa ra.ta on of the em-
ployee. Dispose of 75 years after birth of employee or 60 years 
after date of earliest document in the folder if date of bi r th can-
not be ascertained, provided employee has been separated or re-
tired for at least 5 years. 

b.	 Left side of folder - All correspondence and forms of a tempor-
ary nature in accordance with the Federal Personnel Manual. 
Dispose of upon separation or transfer of employee, except 
papers pertaining to disciplinary actions which may be disposed 
of after 3 years, or sooner upon official authorization. 

309. Vacancy Announcements. This file consists of all vacancy announce-
ments in the Maritime Administration and regions. 

Dispose of when 2 years old. 

310. Summer Employment ApplicatIons. * These are documents such as 
applications and related papers pertaining to the hiring of temporary summer 
employees, other than documents included in the Official Personnel Folders. 

Dispose of after completion of the applicable summer employment 
period. 

311. Senior Executive Service (SES). ~:c The SES fi.l e contains copies of 
position description, evaluation statement, vacancy announcement, re-
cruiting sources, evaluation procedures and the rating plan for positions 
in the Maritime Administration. 

Dispose of 5 years after selection has been made. 

312. Super Grade Files. Copies of MarAd's request for po s i tion descnp-
tion executive selection, and notification of OPM action for supergrade posi-
tions in MarAd. Folders include data on executive pay rates, position Justl-
fications and related documents. 

Dispose of 2 years after s el ect ion has been made. 
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313. Master File Display Program. >:~ This is a prmt-out of all data 
stored in the computer on a given employee furnished on request for purposes 
of checking or verifying actions taken or needed. 

Dispose of when superseded. 

314. Eligible Request and CertIfication. ~:~Consists of certificates of 
eligibles with related requests, forms, correspondences, and statements 
of reasons for passing over a preference eligible and selecting a non-
preference eligible. 

Di s po s e of when 2 years old. 

315. Personnel Management Reports. Copies of reports on minonty 
group employment, geographic distribution of employees, manpower by 
the quarter, occupational distribution of employees, employee salary and 
wage distribution and similar subjects prepared by MarAd. 

Dispose of when 2 years old. 

316. Recurring and Special Reports. Copies of recurring reports on 
established personnel management areas that produce measurement stand-
ards for program analysis and evaluation. File also includes special one-
time reports that deal wi th special situations or problems. 

Dispose of when 2 years old. 

317. Monthly Repo rt of Federal Employment, SF1l3A or Equivalent. 
This report, which is submitted to DOC and OPM, provides the overall 
and ceiling employment to the recipients. 

Dispose of when 2 years old. 

318. Journals, NotIflcation of Personnel Action. ~:, Caples of all natihca-
tion of personnel actions arranged cb ronol og i ca Il y and used for ve r-rfi ca tron 

purposes. 

Dispose of when 2 years old. 

319. Employee Training Record. A cumulative pnntout received period-
ically, providing all needed pertinent mformation covering traimng of i ndi > 

vidual employees in MarAd. 

Dispose of previous printouts when superseded by an updated report. 
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320. Employee Development Program Subject Files. Contains documents, 
co rrespondence and reports relating to all aspects of the Employee Develop-
ment Division. Includes information on programs for employee training and 
development, course evaluations, and similar employee development activ-
itie s , 

Dispose of when 5 years old. 

321. Employee Training File. * This file contains a r e co r d of training 
courses and employees trained. The file also contains the course title, 
period attended, hours attended and the Vendor. The original records are 
filed in the OPF. 

Dispose of when 5 years old. 

322. Employee Development Subject File. Docuementation pertaining to 
making training opportunities available to employees of MarAd, including 
records concerning arrangements for employee training, and contracts 
and agreements for conducting employee training. 

Dispose of when 5 years old. 

Division of Classification and Pay Management 

323. Classification Appeals Files. ~:c Consists of documents pertaming to 

classification appeals. 

Dispose of 5 years after case IS closed. 

324. Position Description Files. Cons i st s of files describing established 
positions including information on title, series, grade, duties and responsi-
bilities and related inforrna tion , 

Dispose of 5 years after position is abolished or when the description 

is superseded. 

325. Senior Executive Service (SES) Position Description Files. Contains 
position descriptions and related ma te r ia l pertaining to the Senior Executive 

Service in the Maritime Administration. 

Dispose of 5 years after position is abolished or when descriphon 
is superseded. 
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326. Classification Survey Files. Contains reports, correspondence, 
memoranda and other records relating to surveys, desk audits and evalua-
tions. 

Dispose of when obsolete or superseded. 

327. Pay Schedules other than GS. Consists of copies of the Regular 
Wage Schedule for blue collar workers under the Federal Wage System, 
wage schedules and surveys with related papers for Lithographic workers, 
and special pay schedules for employees, not within standard pay systems, 
such as crews of vessels, and faculty at the Academy. 

Dispose of when 5 years old. 

328. Wage Board Corresponde,lce. Incoming and outgoing correspondence 
concerning the Coordinated Federal Wage System. 

Dispose of when 5 years old. 

329. Program Subject File. Consists of subject files do curn enta ta on 
pertaining to position cl a s s rfi ca ti on and position management a ct ivrt ie s , 
pay systems, appeals, r el.atro ns with Office of Personnel Management, 
periodic and special reports, and similar program matters of a non-case 
nature. 

Dispose of when no longer needed for current business or when 
superseded, whichever is sooner. 

330. Statistical and other Reports File. Contains copies of operatmg 
statistical and narrative reports concerning the quality and quantity of 
personnel actions and ope rations. 

Start a new file every year and dispose of when 3 years old. 

Division of Labor and Employee Relations 

331. Executlve Fe rsonnel Financial Dlsc10sure Reports. :!: Stateme nt s of 
outside financial interests and employment fi l ed by employees covered by 
the Ethics in Government Act of 1978 to avoid development of conflict of 
interest situations. 

Dispose of 6 years after the r epo rt 1S submitted by the employee. 
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332. Labor-Management Relations General Correspondence. Cons i st s 
of memoranda, letters, reports and other reco rds relating to the day-to-
day relationship between management and employee unions. 

After 5 years, move forward to active files any records neces-
sary to establish bargaining history or practice. Dispose of all 
others when 5 years old. 

333. Labor Management Relations Third Party Cases. Consists of cor-
respondence, memoranda, reports, hearings, and other records relating 
to decisions of third-party authorities in labor relations. 

Five years after close of case, move forward to active files any 
records necessary to establish bargaining history or pr a ct rc e . 
Dispose of all others 5 years after close of case. 

334. Grievance, Appeals File. * Records originating in the review of 
grievances, and appeals raised by MarAd employees except EEO complaints. 
Include statements of witnesses, reports of interviews and hearings, exam-
iner's findings and recommendations, a copy of the o r igma l de ca s ron , re-
lated correspondence and exhibits, and records relating to a reconsidera-

tion re~"3,,~ 4te& ~ .: dHd. 
5 

335. Labor-Management Relations Negotiated Agreements. Consists of 
agreements negotiated between management and labor organizations together 
with related papers. 

Five years after labor organization 1S no longer recognized, move 
forward to active files any records necessary to establish bargain-
ing history or pra cti ce , Dispose of all others when 5 years old. 

336. Adverse Action Files. * Case files and related records created i n 
reviewing an adverse action (such as dis ciplinary, removal, suspension, 
demotion or furlough without pay) against an employee. Contains a copy 
of the proposed adverse action with s uppo rt mg papers; statements of wit-
nesses; employee's reply; hearing notices, reports and decisions; reversal 
of action; and appeal records, excluding letters of r ep rarna nd , 

p~ S+years after the case is closed. 

337. General Correspondence File. Contains incorru ng and outgoing 
correspondence of general application to various elements of personnel 
management. 

Dispose of when 3 years old. 
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338. General Subject Files. Contains records gene rated in the course of 
directing personnel management operations of the MarAd Act ivi ty , 

Dispose of when 5 years old. 

339. Employee Recognition File. Contains papers supporting cash 
achievements and performance awards. FIle also conta m s notificatlon 
memos, recommendation, and recognition to the individual erri pl.oyee , 

Dispose of when 3 years old. 

340. Gold, Silver, and Bronze Awards File. ::~ Papers including nomina-
tions for awards, notification of awards granted, recommendations, and 
othe r supporting papers. 

Start a new file every year. Dispose of 3 years later. 
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OFFICE OF POLICY AND PLANS 

The Office of Policy and Plans develops and recommends long-range marine 
affairs policies and plans, including new program ini tiat rv e s and modifica-
tro ns of policies and plans for the r'evi ta.Ii za tto n of the United States Merchant 
Marine; conducts economic studies and operations a na ly s i s a ct i vi ti e s in sup-
port of the policy and planning functions; identifies major issues and problems 
affecting shipping, and conducts or directs and coordinates studies and analyses 
to provide solutions thereto; generates m ethodol ogi es for the conduct of eco-
nomic and operational analyses, and provides analytic services to other offices 
of the Administration; directs and coordinates the development and maintenance 
of plans for carrying out the adrn irn s t r at rve r-es porrs i ba Iat ie s and functions in 
the event of mobilization for war or other national emergency; provides repre-
s entation and pa rticipates in the formulation of International and national plans 
for emergency and mobilization activities; and co or drna t e s disaster a s s i s ta nc e 
plans and programs, energy conservation and related a ct i vrt ies of the Admin-
istration. 

Office of the Director 

341. Directors Operating Subject File. Thes e are copies of pape rs 
created or collected by the Director or his immediate assistants, having 
a general application to the Policy and Plans Program. These copies are 
maintained to facilitate his de ci s ron making and a copy of all pape rs herein 
ha ving any significant value is maintained in the appropriate case file. 

fUIIUvaJ;I='t;?~ /dUll tlJAJRc~r~~oM!J NIIK>L-k ;;~li~Z~ Idzd~~ . 
20~~t>ivision of Marine Plans 

342. Marine Plans Subject File. Consists of documentation generated 
by the Division Chief and the immediate staff pertaining to the development 
and recommendations of long and short range marine affairs, pol.icre s and 
plans. Among the subjects Included are ShIP cons t r uc ti on , tanker supply 
and demand, dry bulk carriers, maritime policy ana Iy s i s , economic a nal ys i s , 
and sirm Ia r documents related to the Marine Plans Actrvi ty , 

Dispose of when 5 years old. 

-77-



343. Staff Working Paper F'rl e s , The file cons rs t s of technical refe rence 
materials, publications, convenience copi e s of documents, drafts and other 
working papers maintained for convenience of office ope r at ions , 

Dispose of when superseded or no longer needed for current business, 
whichever is sooner. 

DlvislOn of EconomIc and Operatlonal Analyses 

344. Contractor Files. T'hi s file co ns is t s of informational c opi e s of con-
tracts, correspondence, memos, progress reports, reviews, proposals, 
award actions and related contract documents. 

Dispose of when 5 years old. 

345. Corres'pondence File. Contains copa es of m corrri ng and outgoing cor-
respondence pertaining to the econorm c studies and operational analyses con-
ducted by the office. 

Dispose of when 5 years old. 

346. ActivIty Reports File. This fi l.e consists of copies of reports gen-
erated by the Division. Included are reports on completed a ctroris , con-
tinuing projects, new assisgnments and other related papers. 

Dispose of when 5 years old. 

347. Working Paper Files. The file consists of technical refe rence 
materials, publications, co nve ru enc e copies of documents, drafts and 
other working papers maintained for convenience of office operations by 
staff members of the office. 

Dispose of when superseded or no longer needed for current 
business, wha che ve r is sooner. 

348. Projects File. This file con srs t s of the docurne nta tron pertaimng 
to the development of long range forecasting systems. Among the subjects 
included are Long Term Waterborne F'or eca s ti ng , Fleet Forecastlng, Ship 
Operations Dynamic Modeling, Economic Data and related data. 

Di spo se of when 10 yea r s old. 
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DivislOn of National Security Plans 

349. National Security Planning Subject Files. Cons i s t s of docwnents, 
background papers, technical data, and coordination records on individual 
planning subjects. 

Dispose of when 10 years old. 

350. Planning Background Files. Cons i s t s of selected material from 
the subject files, showing precedents and historical trends, retained for 
continuing reference after disposition of subject files. 

Dispose of when no longer needed for current bus rne s s . 

351. National Security Planning Policy Files. Consists of selected docu-
ments establishing or announcing MarAd national security planning policy 
or policy of other agencies that affects MarAd national security planning. 

Dispose of when no longer needed for current business. 

352. NATO Document Files. Consists of copies of NATO civil and 
military planning documents, including numbered documents, working 
papers, notices, and studies. 

Dispose of when superseded or when no longer needed for 
current business. 

353. National Defense Executive Reserve Files. ':c Consists of docu-
mentation pertaining to recruiting and training a complement of National 
Defense Executive Reservists. Included are applications, appointments, 
orders, training records, correspondence, and related papers. 

Dispose of I year after the appointment is terminated. 

354. Reserved. 

-79-



DivislOn of Program Studies and EvaluatlOn 

355. Program Subject File. This file Includes correspondence survey 
data, technical data, audit reports, fact sheets and other program back-
ground material used in program a.nalys i s , 

Dispose of when 5 years old or when no longer needed for current 
business, whichever is sooner. 

356. Program Study Report File. The file consists of case folders 
documenting the program studies carried out by the Di vi s ion , These 
study reports, correspondence, and related papers pr ovrde a measure 
of the effectiveness of selected MarAd programs and projects. 

Transfer to the Washington National Records Center when 
10 years old. DIspose of when 15 years old. 

357. Reading FIle. This file cons i st s of copies of documents generated 
by the offi ce and arranged ch rono log ica Il y, 

Dispose of when 5 years old. 

Division of Program Evaluation 

358. Program Subject File. These are files reflecting the program evalua-
tion activities by office on the effectivenes s of the various MarAd prog rams. 
Included in the files are documents on audit reports, fact sheets, program 
management, background material on various programs to se rve as aids in 
preparing for program evaluation studies or survey, and similar type records. 

]J5Y duf' db , ... ctlP1j't,fte,&&ot Twhen 

10 yea rs old. 0" 2 5 ; trl. 

359. Evaluation Study Report File. The file cons i s t s of case folders docu-
menting the evaluation studies carried out by the DIVIsion. These study re-
ports, correspondence, and related papers pr ovrde a measure of the effective-
ness of the selected MarAd programs or projects covered. 

h, tho Ws 'gb 1I .' F S(sz @e 18 ;J 1 

Dispose of when" years old. 
If) 
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360. Chronological Files. Consists of copie s of materials, a r ranged 
by date, prepared in the Division. 

Dispose of when 3 years old. 

361. Through 377. Reserved. 

, ' 
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ASSISTANT ADMINISTRA TOR FOR MARITIME AIDS 

The Assistant Administrator for Maritime Aids i s the p r i nc i pa.I assistant 
and adviser to the Assistant Secretary on s ubs i dy admimstration, Title XI 
s hrp financing guarantees, capital construction funds, marine i nsu r an ce 
activities, and related Government aids programs. The As sistant Adrrurr-
istrator for Maritime Ai ds directs the activities of the fo IIow i ng orgamza-
tional units: The Office of Subsidy Contracts, the Office of Ship F'i nan crng 
Guarantees, Office of Ship Operating Costs, the Office of Trade Studies and 
Statistics, and the Office of Marine Insurance. 

378. Program Subject Flle. This frl e contains correspondence, memoranda, 
and other documents pe r ta rni ng to the substantive po r t ro n of office records, 
such as: concept design, oil pollution, status of LNG project, na ti ona I emer-
gency plan, ocean thermal energy, subsidy payments, fair and reasonable 
rate, and other similar documents not related to a spe ci fi c individual or 

thing·f~/~~~/titIJlt)/{~wIlw.~~4
~ diJ.7-5Jii.:Z"& ti));fK~~~~"~~

J ;l1J~~
379. Administrative Subject File. T'ha s file contains copies of forms, cor-
respondence, and memoranda pertaining to time and attendance, :!c travel, 
personnel, budget, requisitions for s e rvrce s , and similar ho us eke ep mg 
activities. 

Dispose of when 5 years old. 

380. Reading File. This file contains copies of letters s rg ne d by the Assis-
tant Administrator or either of his deputies, which are prepared by them or 
their subordinate offi ce and division di r ect or s , in chronological order. 

Dispose of when 5 years old. 

-82-



OFFICE OF SHIP FINANCING GUARANTEES
 

The	 Office of Ship Financing Guarantees receives and processes a ppl i ca ti on s 
for Federal ship financing guarantees to aid in the financing of ship construc-
tion, reconstruction, and reconditioning of vessels pursuant to Title XI of the 
Act;	 conducts negotiations with applicants, obtains cornrrie nt s of other offrc e s , 
and	 re cornrne nds approval or disapproval of these applications; approves and 
takes other actions within delegated authority, or recommends approval or 
disapproval thereof, as required, in relahon to the administration of Title XI 
contracts and related agreements entered into by the Adrn ini s t r at ron , 

381. Application File. This file contams appl rcat ions (Form MA-163 re-
vised Feb 80 or equivalent) submitted for c r edrt guarantees granted by the 
U. S.,	 of debt obligations issued by U. S. shrpow ne rs to finance or refinance 
U. S. flag vessels constructed or reconstructed in U. S. shipyards under 
Title XI of the Merchant Marine Act of 1936, as amended by P. L. 92-507; 
contract administration papers of correspondence and white papers [po s i tion s 

,	 of staff prior to official recommendation) and all offi c ia.I a cti on s ; financial 
papers, consisting of balance sheets and offerings of securities; documents, 
which are ancal.Ia ry, conta irung copies of time charters and management 
agreements (documents refer to the total package but do not cover the ent i r e 

period of the agreement); and the bound document book of contracts, contain-
ing security agreements and contracts of insurance of mortgage. 

a.	 Applications. Transfer to the WNRC when 3 years old. 
Dispose of when 28 years old. 

b.	 Contract Administration File. Transfer to WNRC ~en 5 years 
II~~old;	 ~ ~~ balL. BatE a? i 

c.	 Financial File. Destroy when 5 years old. 

d.	 Document File. Transfer to the WNRC at termination ~f 4__~ 
07cont;:t~.	 !h Gil .at [ £ app11 M1~~;!t1:"s 

e. Bound Documents. Dispose of at expi rat ion of the mortgage. 

382. Program Subject File. This fi l e consists of program subjects such 
as contracts in force, fishing vessels, commitment letters signed and sim-
ilar papers. 

Dispose of when 2 years old. 
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382. Transmittal of Financial InformatIOn FIle. T'hi s fi l e cont a i ns fi-
nancial information regarding the shipowner, such a s letter commitment 
date, security agreement, total actual cost estimated, total guarantee 
amount, paid off mortgage, and related Items, sent to the Office of Fi-
nancial Management, and which forms the ba s i s for the approved pending 
application file and approved application record (applications pending and 
in force). 

Dispose of when 5 years old. 

384. Approved Applications and Contracts in Force. This fi l e cont a rns a 
record of all approved applications and contracts in force, showing these 
items: shipowner, number of ships, type of vessel (tonnage/size), actual 
cost to owner, original principal amount of mortgage, contract number, and 

date. t.~~t:~./~&~~f~~fo-
to the o. lhi uco "hea l! , 3£ g 2f!4. 

~b~~ 
385. Pendmg Title XI Application Record. This file contains a list of apph-
cations pending conditional approval. It serves as backg round information 

for speeches, d r af'ti ng l.egi s la tion , and sim~rposes . 
r.F/~6ffrf17~/~W4ftE" (.?;ft~5. 

Dispose of when 2 years old. 

387. Notification of Payment Due. This file contains lette rs of notification 
to shipowners /trustees of payment due date and guarantee fee rate. 

Dispose of when 4 years old. 

388. American Bureau of Shipping. This file co nta i ns letters to the DIVIsIOn 
of Domestic Ocean Shipprng or the shipowner to de t c r m i ne If the subject s hip 

is in the proper class. 

Dispose of when 2 years old. 

389. Reading File. This file contains extra copies of documents pr epared 
for or signed by the dr r ecto r of the office, arranged in chronological order. 

Dispose of when 5 years old. 
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OFFICE OF MARINE INSURANCE
 

The Office of Marine Insurance develops, coordinates, controls, and adrm.rr-
isters the marine insurance and the marine war r isk insurance ac ti vi tie s and 
programs of the Administration; maintains contact with the cornm e r cra I in-
surance markets, analyzes events and trends, and takes action to meet chang-
ing conditions, and fosters cooperation between the Federal Government and 
American marine insurance underwriters in he lprng to strengthen the dorrre ati c 
marine insurance market; gathers, analyzes, and di s s erru nate s information on 
marine insurance useful to ship operators and the marine insurance industry; 
and settles or recommends settlement of claims of a marine insurance and 
marine war risk insurance nature. 

390. Application for Title XI Insurance File. This file contains apphcations 
and correspondence from insurance broke rs and attorneys who have apphed 
for insurance under Title XI of the Merchant Marine Act of 1936, as amended. 

Dispose of when no longer needed for current business. 

391. Exhausted Benefits Claims File. * This file contains claims submitted 
by seamen whose benefits were exhausted under the Second Seamen's War 
Risk Insurance Policy and for whom special continuing benefits were pro-

vided under PL 449. f)IIPI/JSAt A/~tAtJt"()IfIZ.~eI.~.I'fbi i& JN~JlUi mien 1 j Oil da, 8lSposc of 51 36 )ware il& 

392. General Agency Operation Clalms File. ,:e This file contains claims 
submitted by seamen or their attorneys for injury, illness or death under 
Maritime Law and the Jones Act, for serving on ships that are U. S. Govern-
ment-owned, and privately operated for the account of the Government. 

:.;"Bf\" ts 1IT_1!/ = pi;;~;;/1J;tA"t"t';~~Z~". 
393. Publicahon for Values of War Risk Insurance. This file contains 
values of vessels, lists prepared by the Ship Valuat ro n Committee, contain-
ing: name of vessel, binder number, official number, and valuation. This 
value is just compensation as provided in Sec. 902 of the Merchant Marine 
Act of 1936, as amended. 

Dispose of when 5 years old. 

394. World War II Injury Record. This file conta ms the name of ves s el , 
date of loss, number of seamen in crew, number of survivors, number of 
dead, and number injured. 
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395. I/!tlJ::/i.1{1ft:.lde;d~. Th,s {,i';!tr.:.nftt11tf.ial nu;"ber C-
of vessels, war risk protection and inde mrut y , number of gross tonnage con-
struction costs, purchase price, date, and value established by the Ship Valu-
ation Committee under Title XII of the Merchant Marine Act of 1936, as a-
mended. 

Dispose of 1 year after the bi nde r s are terminated • 

. 
396. Casualty Returns File. This fi l e contams monthly p r i nt ed reports of 
casualty returns (tonnage lost) submitted by foreign insurance companies. 
This file is used as an historical reference. 

Dispos e of when 5 years old. 

397. World War II Vessels Sunk or Damaged Card File. ThIs file contains 
name of vessel, date of loss, country of regIstry, name of operator, number 
of crew, number of survivors, number ka Il ed, and number injured; used to 
answer inquiries on claims; Issue death de rt iIica t e s ; and become the history 
of the case under Title XII of the Merchant Manne Act of 1936, as amended. 

permanent.r~::~'$~f1;/~ 

~ ~ lf~e1;:;1!f;1!.C;:.tJl(t:/l,f!!!!n.ains c:rrespon ~tj,[~~ 
history of war risk insurance under Title XII of the Merchant Marine Act 
of 1936, as amended, between this offi ce and the American War RISk Agency 

andthe Military8ftft ~mmand. ?wItIlbr/M -&.:-li.-A./~.AV7
Permanent. ~ I se~l· 1rz&X;:;:;.~~_ los. 

W/W-fLd,;;l~b /lJJ);~. 'bik-f,")k;' ';JJ;Jdl1;;//J-).; r/Ul/q~-r "·3-99. Operating Subsidy Insurance Approval Letters. This file contain' - ~ -v • 

five-year loss records, correspondence from sub s idr zed operators and 

brokers, memoranda or letters of official certification to the effect that 
rates are fair and reasonable. These records are subrru tt ed to the Of-
fice of Subsidized Rates for operator pa rt i cipa ti on 1U subs idi es under TItle 
VI of the Me rchant Ma rine Act of 1936, a s amended. 

Transfer Inactive file to WNRC when I year old. Dispose of when 
~().years old. 
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400. Blocked Foreign Seamen's Benefits. * This file contains correspon-
dence, forms, affidavits, translations,' supporting documents and Treasury 
Department licenses allowing payment of claims issued by the Treasury De-
partment to Iron Curtain seamen who served on board American flagships 

and whose benefits had been blocked. -r;". 'e:I. 
"'iRftli_J?'freUIIJ.m~t.de "ltel!lf;~~6~ld· 
34 ;;hun.e le2%Ol"ltooded £61 CUiied _allk??" 'd,tilu z is 
ettz1iw. 

401. Insurance Policies. This file contains insurance policies taken out 
by ship operators, under custody of this office, as required under Mari-
time Administration contracts, in hull and rna chan e r-y , protection and in-
demnity, general liability and workers' compensation under Titles VI and 
XI of the Merchant Marine Act of 1936, as amended. 

10 
Transfer to WNRC when 5 yea rs old. Dispose of when" years old. 

402. Company Correspondence File. This file contains correspondence 
from insured vessel operators and replies regarding insurance terms, mini-
mum insurance, and subsidies under Titles V, VI and XI of the Merchant 
Marine Act of 1936, as amended. 

Dispose of when 5 years old. 

403. War Risk Insurance Binder File. This file contains binders, endorse-
ments, vessel data forms, addenda, hull, protection and indemnity, and 
Second Seamen's Insurance under Title XII of the Merchant Marine Act of 
1936, as amended. 

Transfer to WNRC when insurance is cancelled. Dispose of 
5 years after cancellation. 

404. Program Subject File. This file contaans correspondence, memo-
randa, and other documents pertaining to the substantive portion of office 
records, such as all phases of insurance, claims, underwriters, Ru s s ran 
Grain, oil pollution, seamen's benefits loss prevention, Constructton-Dif-
ferential subsidy, foreign legislation, eligibility for pensions, history of 
PL 449, and other similar subject documents not related to a specific indi-
vidual 0 r thing. 

Dispose of when 5 years old. 

405. Certificate of Insurance File. This frl.e contains ce r t.i fi ca te s of m-
surance submitted by the Regional Offices to certify that a specified vessel 
is being repaired in the shipyard under proper insurance. Certificates con-
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cern limits of Liaba Ii.ty, policy period, workmen's compensation, employees' 
liability, longshoremen's and harbor workers' coverage under Title V of 
the Merchant Marine Act of 1936, as amended. 

Dispose of when 3 years old. 

406. LISt of Vessels - War Risk Insurance Values File. T'hi s file contains 
hsts of vessels and their war risk insurance values placed on each vessel 
by the Ship Valuation Cornrnrtte e . These records are used to reconcile 
variances in values. 

Dispose of when 5 years old. 

407. Insurance Requirements Sections of Documents Flle. T'hi s fi Ie con-
tains the insurance requirements section taken from bound documents, re-
quired of the shipowner by Title XI of the Merchant Marine Act of 1936, as 
amended, showing: costs, contract number, commitment to guarantee obli-
gations, and insurance sections regarding the r equi r ernerrt s , 

Transfer to WNRC when contract IS terminated. Di s po s e of 
3 years after t e r rrn na ti ori, 

408. Cargo Vessel File. This file contains mformation submitted by the 
vessel owner on loss information -- total loss or damage, vessel sold or 
transferred or a name change of vessel. Also included IS such Information 
when owner has only 1 vessel. 

Transfer to the WNRC when 3 years old. Di s po s e of when 30 yea rs old. 

409. Cover Note File. This file contains cover-notes (c e r trfi ca tron of insur-
ance) submitted by insurance brokers to certify that a vessel IS insured. The 
documents include information on: type of coverage, vessel value, amount of 
coverage, and size of deductible, required under the Operating-Differentlal 
subsidy and Title XI of the Merchant Manne Act of 1936, as amended. 

Transfer to WNRC when 5 years old. Destroy when 30 years old. 

410. Valuation Card File. This file contains the value of ships insured 
under Title XI of the Merchant Marine Act of 1936, as amended, in order 
to establish minimum Insurance requirements. 

Dispos e of when 25 years old. 

411. Vessel Value Requests. This frl c co nta i ns the values of vessels, ob-
ta i ne d from the ShIP Va Iua tro n Committee, and posted to Vessel Value Cards 
and Insurance Requirement Cards. 

Dispose of when no longer needed for current bu s i ne s s , 
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412. Title XII Contract Adrrrini s t r a cion , This file contains War Risk In-
surance Notices of meetings, budget, Revolving Fund, Statement of Equity 
(prepared by the Accounting Division), contracts, correspondence, and 
Record of Fees Paid by the shipowner to the Government under Title XII 
of the Merchant Marine Act of 1936, as amended. 

a.	 Terminated records - Transfer to WNRC when 1 year old. 
Dispose of when 6 years old. 

b.	 All other records - Dispose of when no longer needed for 
current busines s , 

413. Construction - Diffe rential Subsidy. This file contains documents 
regarding vessels that are being built, including Construction-Differential 
Subsidy contracts and related correspondence. 

Transfer to the WNRC 3 years after completion of ship construction. 
Dispose of when 28 years old. 
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OFFICE OF SUBSIDY CONTRACTS
 

The Office of Subsidy Contracts r e cei ve s and processes applications for 
Construction-Differential Subsidies, Ope rating -Differential Subsidies, con-
struction reserve and ca pi ta l construction fund agreements, and other forms 
of Government aid to s hi pp ing pursuant to Titles V, VI and VII of the Mer-
chant Marine Act of 1936, as amended; conducts negotiations with a ppl.i ca nt s , 
obtains comments of other offices, and recommends approval or di sapp r ova l 
of these applications; and takes other actions within delegated aut ho r rty , or 
recommends approval or di s app roval thereof, as required, in relation to the 
administration of the contracts and agreements entered into by the Administra-
tion in the a bove areas. 

Office of the Director 

414. Orders and Waivers File. T'hi s frl e contains General Orders, Admin-
istrative Orders, Manual of Orders, Waiver procedures, 804 waivers, Ap-
proval Waiver Book, Arne rican Export, and related manuals. 

Dispose of when superseded. 

415. Shipbuilding Progress Report. T'hi s fi le consists of a copy of the re-
port prepared by the Division of Con st ru ct i on, Office of Shrp Coris t ru ct i on , 
on the progresss of ship con s t r uc ti on i n relation to the Ope r at ing Di ffe r entra l c 

Subsidy and ConstructlOn-Differential Subs i dy , 

Dispose of when ship is completed. 

416. General Provisions Part II, Operating-Differential Subsidy Contracts 
File. This file contains copies of supplements to Operating-Differential 
Subsidy contracts prepared by the Office of the General Counsel. 

Dispose of when 2 years old. 

D1Vlsion of Subsidy 

417. Subsidy Contract File. This file co nta i ns copies of cant racts related 
to the subsidy programs on charter agreements, op e r at i ng diffe r-entaa l sub-c 

sidy, construction-differential subsidy, trade-in and use agreements, and 
sale of ships -- all under the Merchant Marine Act of 1936, as amended. 
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a.	 Construction-Differential Subsidy -- Dispose of 11 years after 
termination of contract. 

b.	 Operating-Differential Subsidy -- Dispose of 11 years after 
termination of contract. 

c.	 Trade-In and Use Agreements -- Dispose of 5 years after new 
vessels are delivered. 

418. National Defense Features Affidavit File. This file consists of af-
fidavits from subsidized companies certifying to the use or non-use of 
national defense features. Thes e records are related to the Operating-
Differential Subsidy programs. 

Dispose of 3 years after ship is scrapped. 

419. Russian Grain Flle. This file contains contracts, applications, re-
newals and correspondence under Title VI of the Merchant Marine Act of 
1936, as amended, as part of the Operating-Differential Subsidy Program. ., iii .ii 1ii.1iI ~ 111 iii iI •I~'., Hiliiii Pi 2 bEl j 

a. :l F 8ii.r • I. t w L 1 

Jk.	 R S CiS' ) aft 2 Is as; .n. Dispose of 6 years, 
3 months after contract is terminated. 

420. Docket Files. This file contains orders, notices to all pa rta es , 
petitions, initial decisions, final options, pre -b.ea r mg rulings, noti ce of 
hearing, correspondence, and other papers related to hearings, brought 
about when one company objects to another company's request for de vi.ati on , 

Dispose of when 2 years old. 

Ooihl 'n:l N.ti ..... Wuehioc ' [ltiO Y ? fi?H 
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b.	 1.Papers. Destroy iJ:&i'o-;;;;;':;';a. 
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422. Ships Sold Under the Merchant Marine Act (Baden's Bible). This 
file consists of reference rnfo rma tion regarding ships sold under the Mer-
chant Marine Act of 1936, as amended: sales to U. S. citizens for U. S. 
flag registry; ships sold under Title V of the Merchant Marine Act from in-
ception to about the end of World War II; trade-in of obsolete vessels under 
Section 510 of the Act; vessels constructed under the Act; and analysis of 
vessels sold under the Act. 

Dispose of when 2 years old. 

423. Pending {Dorrn.ant} ODS - CDS Application Flle. This file contains 
applications and related correspondence about which action has been dis-
continued, not closed, or officially withdrawn. 

Dispose of when 1 year old. 

424. Construction Contracts. Construction contracts, with amendments, 
of ships built by private companies dur-ing Worl War II under the Construc-
tion-Differential Subsidy and ships sold under the Ship Sales Act of 1946. 

Dispose of when 1 year old. 

425. Circular Letters. This file consists of letters sent to each su bs i di zed 
operator regarding such items as amendments, subsistence costs, maritime 
appropriation authorization, wage index, and sirm Ia r documents regarding 
the subsidy program. 

a. Record Copy. Dispose of when program is t e rrrn nat ed , 

b. Other Copies. Dispose of when 2 years old. 

Divlsion of Capital Construction Fund 

426. Construction Reserve Fund Agreements. This file contams letters 
from U. S. flag operators, advising of the sale of a vessel and the wi sh to 

deposit proceeds, apphcations, 'correspondence, memoranda, affidavits of 
U. S. citizenship, certificates of amendment, Ar ti cl e s of Incorporatlon and 
similar records, created under Section 511of the Merchant Marine Act of 
1936, as amended, which provides that operators defer the gam on the sale 
of a vessel, provided the proceeds are used to expand (construct) or modern-
ize (reconstruct or recondition) or acquire merchant vessels which are neces-
sary for national defense. 
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..	 alUG6S. Sf L d ai' Dispose of 6 years, 
3 months after the Fund is terminated. 

427. Capital Construction Fund Agreements. This file contains contracts, 
including interim agreements, correspondence, and reports created under 
Section 607 of the Merchant Marine Act of 1936, as amended, pr oviding for 
the deferment of Federal income taxes on certain deposits of money or other 
property into a fund under certain allowable sub-ceilings. 

Dispose of 20 years after agreement has been terminated. 

428. Correspondence File. This file contains i nc orm.ng correspondence 
from operators, who do not yet have a contract or from others regarding 
the Capital Construction Fund or the Construction Reserve Fund, copies 
of replies, programs, and an index to contracts. 

Dispose of when 3 years old. 

429. Capital Construction Fund Financial Beneflts Model. This file contains 
contracts, specifications, users Is guide, and system documentation regard-
ing the developmental history of computational instructions, which analyze 
time value of Federal income tax deferrals, measures impact of loss of in-
vestment tax credit, and the effect of alternative depreciation methods. 

a.	 Contracts. Transfer to WNRC when 5 years old. Dispose of 
when 15 yea rs old. 

b.	 All other papers. Dispose of when 5 years old. 

430. Administrative Subject File. Thrs file conta.m s papers pertaining to 
such internal housekeeping matters as office printing requests, personnel, 
training, budget, and similar housekeeping matters. 

Dispose of when 3 years old. 
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OFFICE OF SHIP OPERA TING COSTS
 

The Office of Ship Operating Costs collects, analyzes, and maintains data 
on the relative costs of operating ships under United States and foreign flags; 
calculates and recommends approval of Operating-Differential Subsidy rates 
by the Maritime Subsidy Board; reviews applications for Construction-Dlf-
ferential Subsidy and Operating-Differential Subsidy wrth respect to proposed 

crewing scales and estima ted subsidizable ope rating costs; reviews and pre-
pares administrative determinations and recommendations on the eIi.gibi Ii ty 
of costs for subsidy rate-making and accrual purposes; and develops related 
vessel operating cost statements and reports, as required. 

OffIce of the Director 

431. Subsidized Operator FIle. This fi l e co nta m s correspondence, n1.emo-
randa and recommendations, related to the s ubs rdrz ed operator and pe r ta irr-
ing to the subsidy rate program, mcluding bulk operators, under Title VI 
of the Merchant Marine Act of 1936, as amended. ,

1" E as:. I OOid2 18 5 • Dispose of when .years old.• 
432. Contract-Addenda File. This file contains contracts and addenda, m-
cluding rates approved by the Maritime Subsidy Board, reached between ship 
operators and the U. S., including Operating -Differential contracts on sub-
srdi zed rates under Title VI of the Merchant Manne Act of 1936, as amended. 
This file is used as an hi s to r i ca l reference. 

• 
a 1J Ij USE;. 4 I I • u Le .0 J 2 ." .ve & '.&1C!JULiJi? ,,£spose of6 years and 

3 months after termination of contract. 

433. Maritime Attache FIle. Thi s file co nta i ns co rrespondence, memo-
randa, and telegrams between MarAd and the Ma r it i me attaches regarding 
operators I rates as they are affected by operators 1 rates in the count r i e s 
to which they have been assigned. 

Transfer to WNRC when 3 years old. Dispose of when 10 years old. 

434. Program Subject FIle. ThIS file contains correspondence, memoranda, 
and other documents pertaining to the subs tantrve po r ti on of office records, 
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such as foreign flag competition, operating costs of subsidized vessels, sub-
sidy rates, foreign seamen's wages, general agency agreement, and other 
similar subject documents not related to a specific individual, vessel, or 
company. 

Dispose of when 4 years old 0 r when no longe r needed fo r current 
business, whichever is earlier. 

435. Administrative Subject File. This file contains office copies of papers 
pertaining to administrative/housekeeping records and records common to 
all units of the Maritime Administration such as: travel, personnel, budget, 
space, requisitions for service, employees' equal opportunity, Privacy Act, 
legislative proposals, and other similar administrative records. 

Dispose of when 5 years old. 

436. Correspondence File. This file contains correspondence between sub-
sidized operators and the U. S. regarding subsidized rate programs and the 
Operating-Differential Subsidy program under Title VI of the Merchant Marine 
Act of 1936, as amended, replies and work papers. 

Dispose of when 2 years old. 

Division of Subsidy Rates 

Office of the Chief 

437. Rate Recommendation File. This file contains tentative and final ap-
proved rate recommendations, acceptance and proffering letters, copies of 
addenda, and memoranda regarding subsidy rates on wages, protection and 
indemnity, maintenance and repair, and hull and machinery. The file is used 
as an historical file to reply to inquiries. 

a.	 Acceptance and Proffering Lette rs. Dispose of when 2 years old. 

b.	 Historical Record of Rates. Jiile 2 apent talK". be Pht· 
...".ga. u mae 210 ,caIS 61<i t£ lie longs I uhf for •• t 

c.	 All other records. Dispose of 2 years after termination of 
contract. 
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438. Division Program Subject File. This frl e contains correspondence, 
memoranda and other documents pertaining to the substantive portion of 
office records, such as: status of Ope rating -Differential Subsidy rates, 
status of recommendations, maritime administration, and other similar 
subject documents not related to a specific individual, vessel, or company. 

439. Reading File. This file contains copre s of Incoming correspondence 
and copies of replies s rgne d by the Director of the Office of Ship Ope rating 
Costs and the Chief of the Division of Subsidy Rates. 

Dispose of when 3 years old. 

440. Program Subject File. This file includes: 

Cost Reports - labor-management maritime committee WhICh pools 
its cost-gathering a ct ivrt.i es , Hires someone to get foreign costs for 
them for transmittal to MarAd. 

Foreign Wage Estimates - wages of foreign seamen and wage costs 
of competitors, and seamen's social benefits. 

Payroll - payrolls of competitive fo r erg n vessels conta i ni ng wages, 
and cost items such as overtime, vacation pay, and bonuses. 

Vessel Characteristics 

Wage Agreements 

'II £ ensfbl Le WiiRe 

441. Docket File. This file contains copi es of dockets, mcluding testimony, 
opinions, decisions, notices sent to the pa r ti e s , transcripts, and similar docu-
me nts relating to hea rings. 

Dispose of when I yea r old. 

442. Wage Rate Work Books File. T'hi s Ii le consists of pr i nc ipa l fo r e rg n 
flag wage estimates, by trade routes, and p r edorru na nt ve s s el s type and 
copies of work related papers used in preparmg foreign wage es trrna t e s , 

Transfer to WNRC when 8 years old. DIspose of when 20 years old. 
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443. Foreign Costs Prog ram Subject File. Thes e fi l es cons i s ts of docu-
ments maintained on the subsidy rates program on such subjects as Oper-
ating-Differential Subsidy rates, Board decisions, requests for cost data, 
clothing allowances, and othe r similar subject documents not related to a 

specific individual, f},s;el, ;~co7)Jf) At1tlllJR.iZ ~It/. 
~12IlUfe£ hi JUNa"eMU tehOI1ChS ot. etsposc or ph? 18 yean oW. 

444. U. S. Wage Costs Program Subject File. This file includes: 

Approved Manning Scales - by rating and complement within the 
rating, including deck, engine, and steward departments. 

BLS Index - correspondence, wholesale price index, conaurn er 
price index, memoranda on collective bargaining Increases, and 
wage increases. 

Company Correspondence - wage rates in effect, manning tables, 
acceptance of subsidy by ship operator, schedules A (cost experi-
ence) and B (wage and contributions schedules and manning sum-
maries). 

Domestic Cost Studies - tentative rates, revision of competition, 
overpayment, final ODS rates, and disallowance. 

Final Rates - computer printout of cornpo s rte weight ed percentage 
of foreign country trade against U. S. trade. Includes crew comple-
ment, base wages, overtime, vacation pay, bonuses and allowances, 
and social security. 

Rate Making - tentative and final rates for subsidized operators. 
Includes computer printouts showing transaction and error Ii st mg , 
name of operator, year, and social security rates. 

Tentative and Final Rates Support 

Tentative Rate Calculations - this is an index of actual a r ithrne trc 

used to calculate rates. 

Union Fringe Benefits - fringe benefits contribution to U. S. seamen 
whose operators are subsidized. Used to calculate tentative and final 
subsidized rates. 

Union Wage Agreements - lists or schedules of base wages by rating 
prepared by the trustees of labor and management. 
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Unpredictably Timed Billings - unexpected subsidizable additional 
expense paid by the U. S. Gove rnme nt to operators for unforeseen 
increased contribution. 

Schedule A Reports - Includes wage and subsistence costs by vessel 
type and trade route. Used to calculate U. S. wages. 

Transfer to the WNRC when 7 years old. Dispose of when 10 years old. 

Machine and Repair and Insurance Branch 

445. Program Subject Flle. These files include: 

Subsidy Insurance Rates: correspondence, memoranda, work papers, 
reports from operators, rate recommendations, contracts and addenda, 
pertaining to maintenance and repair, hull and machinery, and protec-
tion and indemnity insurance s ub s i dy rates, including tentative rates in 
the Russian Grain Program. 

U. S. Salvage Association - Central Insurance Statistics Contracts: 
cost data on maintenance and r epa i r and protectlon indemnity insurance 
supplied by the U. S. Salvage As s oc ia tio n and Central Insurance Sta-
tistics under contract to the United States. It includes contracts, cor-
respondence, supporting papers, and recommendations to the Maritime 
Subsidy Boa rd. 

Voyage Stores, Supplies, and Expendable Equiprn ent; correspondence 
and technical reference papers regarding voyage stores, su ppl i e s , and 
expendable equipme nt , 

Vessels in Subsidized Service: correspondence reports, particular 
average loss costs, from operators, and supporting papers on hull 
and machinery insurance. 

Transfer to WNRC when 5 years old. Dispose of when 10 years old. 

446. Hearings File. This file contains copies of correspondence, protests, 
supporting papers, exhibits, work papers, issues relating to an objection to 
a ship operator's departure from acceptable ship practices. 

Dispose of when 1 yea r old. 
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DIvision of SubsIdy Analysis 

447. Reading File. This file consists of a copy of documents, prepared or 
signed in the Office of the Chief, Division of Subsidy Analysis, and maintained 
in date order. 

Dispose of when 3 years old. 

448. Budget Accrual Reports File. This file contains forms of actual versus 
planned ship operations in summary and detail, days planned versus actual 
subsidized ship operations, total voyage (days in a time period), accounting 
for variance expressed in days and dollars and related papers. Used to monitor 
ODS budget. The reports go to the Division of Budget and the Division of Ac-
counts. 

Dispos e of when 10 years old. 

449.	 Operation - Differential Subsidy Budget File. This file contains cor-
respondence, recommended levels of subsidy reports, transmittal memo-
randa, budget calculations work sheets, base data files, assumptions, print-
outs, and working files. The file is used to formulate the ODS budget. 

Dispose of when 8 years old. 

450. ODS - CDS Application File. This file contains copies of applications 
for Operating-Differential Subsidy and Construction-Differential Subsidy, 
sent here for recommendation, correspondence, memoranda, comments or 
r eco-mmendattons , supporting schedules with financial information on expected 
expenses and revenue, projection of fea s i bi.Iity, intent of employment and re-
lated documents. 

a.	 Deferred action applications. Transfer to WNRC when 5 years 
old. Dispose of when 10 yea rs old. 

b.	 Withdrawn applications. Dispose of when 5 years old. 

c.	 Applications which result in executed contracts. Transfer to 
WNRC when 5 years old. Dispose of when 10 years old. 

451. Project File. This file contains correspondence, memoranda, recom-
mendations, computer printouts, background studies, analyses based on staff 
opinions regarding ship operations, work sheets, supporting papers based on 
assumptions (what was used to arrive at conctus ions}, and raw data on such 
projects as fuel, NATO, freight rates, Soviet grain, abatement levels, ex-
change rate, non-availability charter, regulations, cost breakdowns, fleet 
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performance, operating costs, intermodal vessels, dry bulk, tanker fo r e rgn 
costs, and related pr oj ect s , 

Dispose of when no longer required for current business. 

452. China Grain File. This file contains studies from other agencies on 
trading with the Peoples Republic of China, work papers, recommendations 
on freight rates, memoranda, and related papers. This file is used to esti-
mate vessel operating cost to transport commodities to and from U. S. and 
China. 

Dispose of when agreements have been terminated. 

453. Cargo Preference File. This file contains correspondence, memoranda, 
recommendations, copies of dockets, work papers, and related documents 
concerning the formulation of regulations setting forth the criteria to be used 
in determining whether civilian preference cargo IS carried at world rates 
and, if carried, instead at a higher premium rate, under what circumstances 
a reduction in ODS payable should be made under Part 280 Interim Regulations 
on Preference Cargo. 

Dispose of when no longer needed for current business. 

454. Cost Document File. This file contarns Schedule A (Voyage Expense 
Report) including wage and subsistence costs by type of vessel and trade 
route, used to verify the Financial Report, which includes vessel expend-
iture by type of vessel and trade route, and is a source document for oper-
ator costs. These reports are submitted by the subsidized operator to MarAd. 

Transfer to WNRC when 7 years old. DIspose of when 10 yea rs old. 

455. Daily Operating Cost of Subsidized Vessels FIle. This file conta ms 
work sheets and memoranda relating to the daily cost of operating subs idized 
vessels. This file is used for trend analyses and productivity analyses, i. e. 
size of crew, delivery capacity, and turnaround times (loading and unl.oadi ng}, 
which are included in annual reports, copies of WhICh are sent to all MarAd 
offices and industry. 

a. Annual Reports. Permanent. Offer to Na trona l Archives when 
30 years old or no longer needed for current business, which-
ever occurs first. 

b. Work papers. Dispose of when 2 years old. 
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456. Manning Dispute File. This file contains br ref's , legal opinions, recom-
mendations, petitions, appeals, initial and final de cr ai oris , docketed and non-
docketed cases, litigation reports, and related documents regarding the man-
ning of ships. This file is used for vessel manning and to respond to inquiries 
from unions, Congressional Committees and the general public. 

Transfer to the WNRC when manning disputes are settled. Dispose 
of when 10 years old. 

457. Voucher File. This file consists of correspondence, memoranda, docu-
ment transmittal with voucher number for payment, audit note explaining why 
change was made, certificate of deposit when operator owes U. S. funds, reg-
ister by company, number, record of spending by the regions and balance, fi-
nancial statement, extra copy of voucher used as authority to pay for subsidy 
in grain program operating costs, as well as ODS-bulk subsidies. 

a.	 ODS Monthly Vouchers - Dispose of when all rates are final and 
vouchers are audited and paid. 

b.	 Voucher Register - Dispose of when no longer required for cur-
rent business. Retain in Division Chief's files. 

c.	 All other records - Dispose of when 4 yea rs old. 

458. Sailing Schedules. This file contains (1) the schedules of sailings, In-

cluding voyage number, days and dates, type of ship, start and end of voyage, 
published by the Division of Trade Studies; (2) sheet for every voyage and 
every ship, approved for total voyage days, arrived and sailed; (3) correspon-
dence from operators to the Division of Trade Studies, and from the regions 

and Trade Studies. 

Dispose of when 10 years old. 

Foreign Cost Branch 

459. Manning Group Program Subject File. This file co ntai na: 

Foreign Crew Manifest: Imrrrig ra tron and Naturalization Service micro-
filmed crew manifests needed to ascertain manning on foreign ves s el s , 

Manning Computer Printout: Foreign crew manifests, including vessel 
name, job title of crew member, number of seamen In each job t rtl e , 
presented to U. S. officials by fo r erg n ship operators at each arrival 
at a U. S. port. 
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Maritime Analysis Series: Listing of all active vessels in the world, 
including characteristics of the vessels, length and width, horsepower, 
speed, year built, cargo and passenger capacity. This file is used to 
find foreign vessels comparable to U. S. subsidized vessels with re-
spect to manning. 

Foreign Maritime Representative (FMR) Correspondence: Correspon-
dence and cables from MarAd to FMR's requesting manning information 
and	 replies. 

Manning Estimates: Final product of manning estimates: how a foreign 
operator would man a comparable U. S. subsidized ves sel, and a sum-
mary containing crew descriptions, such as deck, engine, and steward 
departments. 

Transfer to WNRC when 5 years old. Dispose of when 10 years old. 

460. Grain Program Rates Group Program Subject File. 

Company Operators - Correspondence, tentative rates, work papers, 
application for subsidy, cost data, financial reports and statements, . 
subsidy agreements, and cargo fixtures agreement. 

Contracts - Copies of contracts between the U. S. and American ship 
operators for the transportation of U. S. grain to Russia, and addenda 

to those contracts. 

Final Rates - Final rates calculated for a specific grain voyage, recom-
mendations to the Maritime Subsidy Board. U. S. costs. audits. mc1ud-
ing those of actual expenses for a sp ecrfi c voyage. manning. fuel. re-
pairs. insurance. and supporting papers. 

Status of Operatmg - Differential Subsidy Rates - Status of Ru s s ia n 
grain vessels on voyage to be made (or igrn and de s t inat ron}, amount 
of subsidy paid and responses prepared for the Maritime SUbSIdy Board. 
Oldest document date 1976. 

a.	 Contracts - Dispose of 6 years, 3 months after the contract is 
te rminated. 

b.	 All other papers - DIspose of 10 years after termination of U. S. -
U. S. S. R. Maritime Agreement or when no longer needed for 
current business, whichever is ea rl i e r , 
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OFFICE OF TRADE STUDIES AND STATISTICS 

The Office of Trade Studies and Statistics analyzes and recommends the 
trade route structure and service requirements of the foreign oceanborne 
commerce of the United States, pursuant to Section 211 of the Act; analyzes 
and recommends the substantiality and extent of foreign flag competition on 
e s s errtie.l trade routes; reviews and approves or drs app r ove s voyages of sub-
dcHzed U. S. - flag operators; evaluates and prepares recommendations on 
requests of subsidized operators for changes in service descriptions, sail-
ings, and related requirements; prepare reports on traffic and related aspects 
of applications for Construction and Operating-Differential Subsidies and ship 
financing guarantees; and collects, maintains, analyzes, and disseminates 
statistical data on cargo and commodity movements in the foreign oceanborne 
commerce of the United States, on composition and characteristics of world's 
merchant fleets, and on employment and utilization of U. S. - flag shrps , 

461. Reading File. This file cons i st s of copies of correspondence signed 
by the Director of the Office, subordinate division di r ecto r s , Assistant Ad-
ministrator for Maritime Aids, and the Secretary of the Maritime Subsidy 
Board, arranged in chronological order. 

Dispose of when 5 years old. 

Division of Trade Studies 

462. Operating - Differential Subsidy Contracts. This file contains 20-year 
Operating-Differential Subsidy contracts, entered into by subsidized operators 
and the U. S. Government, regarding the agreed-upon trade routes the oper-
ator is required to serve, and those ports which he is p r ivi.l eg ed to serve. 
These contracts are used when problems develop on the operators' services. 

P. 2 % CI cal ciI: pi to cFai; 1; 1918; dispes 6 sf eeh~li 18 s 
a 12 ICllb do: LO iIiIi at· g 12 of .t. 

•	 • iI els e glAd... fda as; d I I I1ispose of 6 yea rs and 

3 months after termination of contract. 

463.	 Contract AdministratlOn File. This file contains correspondence, 
recommendations, dockets, deviation approval lette r s , memo randa, in-
cluding cover memoranda, working materials, and an index of the contents 
of each folder, used to administer the contract of the subsidized operator. 

Transfer to WNRC 3 years after termination of contract. Dispose 
of _ years after termination. 

10 
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464. Trade Routes Review FIle. This file contains i.nfor rna tao n regarding 
the essentiality of U. S. flag requirements on trade routes in determining 
that vessels are needed on a specific route and are suitable under Sec. 211 
of the Merchant Marine Act of 1936, as amended. 

Dispose of when superseded or no longer needed for current
 
business, whrche ve r is earlier.
 

465. Program Subject File. This file contains correspondence, memoranda, 
and other documents pe rtaining to the substantive portion of offi ce records, 
such as: Construction-DifferentIal Subsidy, container handling, rate agree-
ments, trade routes, including essentiality, ship sales and exchanges, and 
other similar subject documents not related to a specific company. 

Dispose of when 5 years old. 

466. Soviet Grain File. This file contains applications, contracts, addenda, 
shipping schedules and other papers related to the Soviet Grain Operating -
Diffe rential Prog ram. 

Transfer to WNRC 3 years after termination of contract. Dispose of 
23 years after termination. 

467. Docket File. This file contains correspondence, Initial oprni.ons , 
notices to the parties, petitions, intervenors, final options, pre -hearing 
rulings, notice of hearings, orders, and other papers related to hearings. 

Dispose of 2 years after case is closed. 

468. Records of Sailings - Sailing Schedules. These files co nta i n three 
schedules: (1) Monthly sailing schedules WhICh approve sailings for Oper-
ating-Differenhal Subsidy payment; (2) records of sailings which show ap-
proved subsidized sailings, by trade route, and (3) year-end letters. Used 
as a basis for reviewing the long -te rm operating -differentIal subsidy contracts., 

a.	 Monthly Sailing Schedules - Transfer to WNRC when # years old. 
Dispose of when 6 years old. 

b.	 Record of Sa rl ing s - Dispose of when 25 years old. 

c.	 Year-End Letters (Re capi tula tion of Sailing Schedules). Dispose 
of when no longer needed for current business. Retain in the 
office of DivIS ion of Trade Studie s , 

469. TransshIpment - Pooling Agreement File. ThIS file corrta i ns correspon-
dence, memoranda, recommendations, statistical reports by operators, ad-
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denda and agreements such as: (I) Pooling Agreements between s hi p oper-
ating companies (a) revenue pools where p r ofrt s or losses of a trade are 
shared among member lines according to a fixed, agree-upon formula; (b) 
joint services agreements in which each participant commits itself to a 
specified number of sailings or ships in a trade or to a particular geographic 
range of service; (2) Transshipment Agreements which provide that cargo 
moving from Port A to Port C and transshipped at Port B, shall move on the 
first carrier's ship from A to B, on the second carrier from B to C, and the 
through rate (freight) and sometimes expenses, shall be divided between them 
on an agreed-upon proportion or rate. 

Transfer to WNRC when agreements have been cancelled. 
Dispose of 3 years after cancellation. 

Division of Economic Analysis 

470. Title XI, CDS, ODS Application File. This file contains applications 
submitted by non-liner operators and forwarded to this Division for analysis 

of the traffic and revenue aspects of ship financing guarantees, Construction-
Differential Subsidy and Operating-Differential Subsidy to determine the econ-
omic soundness of the applications based on these analyses, under Title V and 
Title XI of the Merchant Marine Act of 1936, as amended. The file also in-
cludes correspondence, memoranda, recommendations, suppo rtang documents, 
and other papers related to the appropriate subsidy program. 

Separate supporting papers from application file. 

a.	 Applications. Dispose of when 2 years old. 

b.	 Supporting Papers. Transfer to WNRC when 5 years old. 
Dispose of when 25 years old. 

471. Bilateral Maritime Agreement File. This file conta ms agreements 
(contracts), amendments, changes, correspondence between members of 
the agreement, and othe r documents stipulating the te rms of transportation 
by sea of commodities written into the agreement. 
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472.	 Vessel Movement by Port File. 'I'hi s file contains transmittal memo-
randa and statistics on coastal port vessels (inbound and outbound), accord-
ing to vessel type and draft. It is used to indicate the quantity of traffic avail-
able for ship support services and as a definition of port growth. 

Dispose of when superseded. 

473. Weekly Charter Letter Report File. This file contains data on world-
wide chartering achvity, with emphasis on U. S. trade routes. It is used to 
determine current charter rates, chartering frequency, and size of vessel 
chartered. 

Dispose of when 5 years old. 

474. Regulatory Analysis File. T'hi s file contains correspondence, memo-
randa, work papers, studies, draft regulahons, rns t r uc ti on s , EO 12044, 
regulatory calendar entries, summary of analyses and background to modify 
maritime regulations or to initiate such regulations. The ana Iy s i s enables 
the lawmakers to change or i ni tia te a regulation. 

Transfer to WNRC when 5 years old. Dis pos e of when 15 years old. 

475. Reading File. This file contains copies of each letter, memorandum, 
recommendation, and telex prepared for the s rgnat u r e of the Director of the 
Division, the Director of Trade Studies and Statistics, the Assistant Admin-
istrator of Maritime Aids, the Assistant Secretary for Maritime Affairs, 
and the Secretary of Commerce, arranged in chronological order. 

Dispose of when 5 years old. 

Divlsion of Statishcs 

476. Failure to File Penalty F'i Ie , Thi s frl e consists of correspondence 
notifying the District Director of Customs that ce r t ain s hi powne r s had fa rl ed 
to file the vessel utilization report upon entenng the first U. S. port and 
leaving the last U. S. port, penalty di spo siti ori, appeals correspondence, and 
similar documents related to failure to file reports required by the Merchant 
Marine Act of 1936, as amended. M
 

'lila L. p~~	 'f"=5 v '$ ;2	 J 

477. Docket File. This file consists of orders, noti ce s to all parties, peti-
tions, initial and final decisions, final options, pre-hearing rulings, notice 
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of hea ring and similar documents related to hearings a r is rng out of objection 
by shipowners to deviation of a shipowner from the following prescribed mari-
time practices. 

Dispose of 5 years after case is closed. 

478. Vessel Characteristics Contract File. This file contains contracts 
with Lloyd's of London, renewable annually, to submit data on vessel char-
acteristics of all active ships in the world, correspondence, memoranda, and 
services regarding these contracts. 

Dispose of when 3 years old. 

479. Weekly Activity Report. This file contains reports on the progress 
made by this office during the week and future projects and plans. 

Dispose of when 3 years old. 

480. Administrative Subject File. This file contains office copies of papers 
on such matters as time and attendance, * personnel actions, budget, space, 
requisitions for service or supplies, legal matters, including legislative 
bills and laws, and similar housekeeping activities. 

Dispose of when 3 years old. 

48l. Mis sing Container Reports File. This fi l e co ntains correspondence 
to the District Director of U. S. Customs notifying him that ship owners in 
his district have not submitted the Container-Trailer Report, Form MA 
578A or equivalent, and that the shipowner be requested to submit another 
copy of the report. 

Dispose of when 1 year old. 

482. Commodity Movement Annual Report (CMA) and Commodity Move-
ment Monthly Report (CMM). This file contains informahon received from 
the Census Bureau separated by all container tonnage and dollar value for 
each U. S. Flag portion carried on U. S. flag vessels, on how the data are 
aggregated and printed. The data contain movement of cornrnod it.i e s (entry 
and export) in U. S. Oceanborne trade, broken down into U. S. flag and 
foreign flag categories and showing U. S. flag percentages. The monthly 
report is preliminary and contains indi vrdua.I flags. The reports cover such 
items as: commodity by U. S. port; commodity by trade routes; cornrno di ty 
by type of service; trade route by type of service; trade route by direction; 
U. S. port by type of service; and similar reports related to oceanborne 
foreign trade. Ad hoc reports are prepared from available information. 
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a. Division of Statistics copy. Dispose of when 3 yea r s old. 

b. Microfiche. Dispose of when 10 years old. 

483. Container Cargo System. This file contains computer prmtouts on 
oceanborne foreign trade with respect to tonnage, the number of containers, 
and TEUls (20 foot equivalent unit), loaded and empty. Used to reply to in-
quiries, and to produce containerized cargo statistics. It is the sole source 
of container cargo system data. 

Dispose of when no longer needed for current business. (ICe/aiel /II~k /iJe 
484. 1lt~ com-~fs;~l<tftu1~;/1~t!.lf4f!{&1~7mfa~!a~~ct1'tf

mercial ocean-going vessels, including the form of subsidy agreement, port 
of delivery date and time delivered, flag, type of cargo, former name and 
status vessel; e. g , , sunk or other drs po sition , Used as supporting docu-
ments for seamen seeking Government r et i r ern ent , 

Permanent. Retain an offrc e , Offer to _NJ-t~onal Archives when ~'JA ~ A 

longer nee~~ ...f~::turrent businessPC{J)I(.tIL'Y6J~~~ 
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485. Status of Employment - U. S. Flag Flle. This file contains computer 
printouts of the area of employment, name of owner or operator, dirn ens io ns , 
type and design of vessel, and the vessel name. 

Dispose of when 2 yrars Old.(R~/t1 kJ. /U(Jckll(t!! l?.~tL'tl-/;I-epecoRI,,-
Akt! AJ~ttJ.111(J~tLJIt!. VAJJ~I( fJtI1' ,f€Z,u.,) .J 

486. Vessel Inventory Report. This fi Ie contains an inventory report of 
U. S. flag dry cargo and tanker fleets 1,000 gros s tons and ove r by: name 
of vessel, vessel type, owner/operator, design type, and dead weight tons. 
This report is used to reply to i.nqui ra e s , and serves as a basis for prepara-
tion of "Vessel Inventory Report. " 

Dispose of when 25 years old. 

487. Status and Area of Employment Flle. This file co nta m s a summary 
of all vessel types - name of record such as total tonnage, corn bi na t io n pas-
senger and cargo, freighters, and tankers, and the dead we i ght of each, ex-
cluding vessels operating exclusively on the Great Lakes, inland waterways, 
and those owned by the U. S. Army and Navy and ce r ta i n spe c i a I types. 

~~fji;;;;J::7::=fut::~p):~

488. Summary - All Vessel Types File. This file contains s tat ist i c s re-
garding the employment of U. S. flag ocean-going merchant fleet, ves sels 
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of 1,000 gross tons and over by ownership, status and area of employrn.ent, 
including the total gross and DWT tons, combination passenger and cargo, 
freighter, and tanker gross and DWT, active and inactive vessels, indexed 

historical utilizati~ of U. S~~cial ves;;$;/i::"~r~4. /J; 
Permanent. ~hC IftttlUAXft1(· "he [JOe, ld i ~ 

SUIT? • fl~';;; 85· 'i, 1;t#.11 .-!£11£~F:
r:::crti~Fil'i; ~~the ship ~ 
,description sheet, dimensions, tonnage, owner, shipbuilder, year built, 
engine type, boiler, steel material, dead weight, gross, and speed. It is 

used to update nami ChangeS~ ~e as ~~h~~ 1~a hliltJy
 

Permanent. ~t8 Iblt II 7~66 e~a 3. yeah
 7~ 
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490. Maritime Administration Trade System File. This file contains . 
computer printouts on vessel sailings showing vessel ID, operator (for 
liner service), type of service (liner, non-liner, tanker), commodity, 
weight and value under Section 2l2A of the Merchant Marine Act of 1936, 
as amended. Data base statistics are used to provide the basis for de-
veloping foreign flag competition.. _ 

Dispose of when 2 years old. (Rf2 la-fd Mtl.Ch/,(J€! Red~j,k/(~c-tJl?j5
ARe AJp-r IllfPI)1'A"/~ vA/I.. -eK ·f-k/~· ife,{"f.) 

491. Foreign Flag Competition File. This file contains recommendations 
to the Maritime Subsidy Board on determination of substantiality of foreign 
flag competition and approval of the percentage weights to be accorded each 
principal competitive foreign flag for use in calculating Operating-Differential 
Subsidy rates, correspondence, summaries, computer printouts, and work 
sheets created to support the recommendations. Used by the General Ac-
counting Office to determine how much is paid out in subsidies and to reply 
to inquiries. 

Dispose of when contract is te rminated. 

492. Container Trailer Report File Form 578A or Equivalent. This file 
contains data regarding tonnage in and out of the U. S. and to and from 
foreign ports, on Form 578A or equivalent. 

Transfer to WNRC when 1 year old. Di spo se of when 5 years old. 

493. Lloyd1s Voyage Record File. This file contains a record of all active 
vessels in the world; it includes the name of the vessel and its movements. 
The record is used to verify vessel movements in controlling Container/ 
Trailer Reports, Foreign Trade information, Form MA 578A or equivalent. 

Transfer to the MarAd library when 2 years old&.A /LJ1f~ 
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ASSISTANT ADMINISTRATOR 

FOR 
SHIPBUILDING AND SHIP OPERA TIONS 

The Assistant Administrator for Shipbuilding and Ship' Operations is the 
principal assistant and adviser to the Assistant Secretary on ship construc-
tion, shipbuilding 'costs, and ship operations a ct ivi tre s , and directs the activ-
ities of the fol lowmg organizational units: The Office of Slup Construction, 
Office of Shipbuilding Costs, and the Offi ce of Ship Operations. 

Immediate Office of the Asslstant Admimstrator 

(Assistant Admimstrator) 

494. Program Subject File. This file co nta i ns correspondence, memo-
randa, and other documents pertaining to the substantive portion of office 
records that are filed under subjects because they do not concern a specific 
shipowner, vessel, or other specific entrty, Examples are: foam, fisheries, 
manning, LNG tankers, prepositioning ships, and slow speed diesel. 

r~~~~ffffifff!I?C~;-~U!.I
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495. Shipping Companies - Shipyards Flle. Thi s file contains information • 
copies of in-house correspondence and outside letters r ega r drng s hip con-
struction, ship fueling costs, and domestic shipping. 

Dispose of when no longer needed for current business. 

496. Reading File. This file contains extra copies of documents prepared 
for the signature of the Assistant Adrm ni st r a to r and hr s supe r i or s , arranged 

chronologicall y. 

Dispose of when 5 years old. 
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OFFICE OF SHIP CONSTRUCTION 

Immediate Office of the Director 

497. Shipowners' File. This file contains correspondence, reports, memo-
randa, information copies of contracts, amendments, and related documents 

regarding the building of ships under Title V of the Merchant Marine Act of 
1936, as amended. 

Dispose of when contract has been completed. 

498. Program Subject File. This file contains documents on such subjects 
as tug-barge, including mobilization, heavy hft ships, LNG transportation, 
Glomar Explorer, tankers, minority business enterprise, women's business 
enterprise, national defense reserve fleet, ocean thermal energy conversion, 
nuclear ship program, Buy American and cargo preference. 

Dispose of when superseded. 

499. Committee File. This file contains agendas, reports, studies, cor-
respondence, memoranda, rough notes, and supporting documents on inter-
agency committees, used to promote shipbuilding and ship repair in American 
shipyards. 

Dispose of when 10 years old, or when no longer needed for current 
business, whichever occurs first. 

500. Administrative Subject File. This file contains office copies of materi-
als pertaining to such internal housekeeping matters as travel, personnel, 
requisitions, job descriptions, and similar housekeeping document s. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever occurs first. 

501. Weekly Activity Reports File. This file co nt arris reports of progress 
during the week and plans for the future from subordinate or gam zat icna l 
units and their consolidation at the office level. 

Dispose of when 4 years old. 

502. Reading File. This file contains extra copies of pape rs prepared or 
signed by the Director and superior offi cra l s , arranged chronologically. 

Dispose of when 5 years old. 
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503. Title XI Application for Guarantee of OblIgatlon F'i l e . This file con-
tains applications, plans, specifications, financial documents, estimated 
costs, contracts, recommendations, correspondence and memoranda per-
taining to application for guarantees of obligations under Title XI of the 
Merchant Marine Act of 1936, as amended. 

Transfer to inactive file when 2 years old. Transfer to WNRC when 
7 years old. Dispose of when 15 years old. 

504. Title V Changes Under Contract File. This frl e co nt a m s copies of 
contracts submitted by shipowners requesting construction-diffe rential sub-
sidies under Title V of the Merchant Marine Act of 1936, as amended. The 
file is used when the shipowner requests fi na nc ra l a s s i s t aric e on building a 
second identical ship and in claims and disputes cases. Dispute file is trans-
ferred to the Division of Domestic Costs, Office of Shipbuilding Costs when' 
the dispute has been resolved.Ii. P Raels iT&t J, i £ La J " '; 19'9 8 pes f 10 j 

• meuliu alto II 2 t £int _, 

.. «eL61 el uz at 'MIl 3 j i DIspose of 6 yea r s , 
3 months after the contract IS te rminated. 

505. Contract File. This file contains contracts, amendments, transmittal 
co rrespondence, memoranda, comments, and final de cis ron s on shipowne rs I 

request for Construction-Differential Subsidies under T'rtl e V of the Merchant 
Marine Act of 1936, as amended. 

Iii. Rilli II!I! t!!!I ~I -, II iii i; ij Btsr .to 7 si!li 
j:,. uath ftc 2 Lbe d. .. 'il II. Ii. S 6 5 2le 33 • ; ( Dispose of 6 years, 
3 months afte r the contract is terminated. 

506. Committee File. This file (10 cated in the office of the As s i stant to 
the Director) contains correspondence, reports, publications, regarding 
professional technical activihes, interagency professional so c i eti e s , which 
promote the Merchant Marine and advance the state of the art. 

Dispose of when Assistant to the Director IS no longer a rn erribe r 
or chairman. 

507. Prog ram Subject File. This file, maintained by the As sistant to the 
Director, contains correspondence, memoranda and other documents per-
taining to the substantive portion of the office records that are filed under 
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subjects because they do not concern a sp ecrfi c shi powne r , specific ves-
sel or any other specific entaty , Examples are: Title V ships, Buy 
Arne rican, fixed fire fighting equi prn ent , disputes, and shipyard practices. 

Dispose of when 3 years old. 

508. Policy File. T'hi s file contains a collection of filings, decisions, and 
policy announcements, dealing with MarAd's admimstration of Title V and 
Title XI of the Merchant Marine Act of 1936, as amended. The file is used 
as a guide for the Office of Ship Construction and represents internal de-
cisions and public announcements. 

Dispose of when superseded. 

509. Administrative Subject File. This file contains office copies of 
papers on matters such as time and attendance, * personnel actions, * 
budget, space, requisitions for services and other objects, and similar 
housekeeping requirements. 

Dispose of when 3 years old. 

510. Computer Program Portfolio File. This file contains the audit trail 
of program development and revisions. Information obtained from the user 
refers to records theory and program logic. It consists of a listing of the 
program, test and validation, and sample runs, charts, reports, and sup-
porting papers and memoranda. 

Dispose of when superseded. 

511. Engineering Computer Program Subject File. T'hi s file contains cor-
respondence, memoranda, and other documents pertaining to the substantive 
portion of office records that are filed under subjects because they do not 
conce rn a specific shipowner, vessel or other specific entity. Examples 
are: total transportation system, projects, mobilization tug-barge, naval 
architecture, contracts including leased services contracts, agreements, 
services, competitive bid procedure, Buy Arne rican, disputes, maritime 
policy, subsidy, power plants, fuels, and energy. 

Dispose of when 5 years old. 

512. Source Punched Card Computer Program Backup Flle. This file 
contains punched cards for each program in the program library. When 
programs are modified or updated, only the punched cards that need to be 
changed are changed, and the program is recompiled. 

Dispose of when superseded. 
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513. Run Book File. T'his file coritai ns updated Iisti ng s of rrrodifi ed pro-
grams, current sample runs and printouts, consisting of the library number, 
title of program, and whether or not program is in card image or binary form. 

Dispose of when superseded. 

514. Program Run Accounting File. Thi s fi l e contains the account number,
 
user charge number, program number, and transactions during the run. Its
 
purpose is to verify charges from the vendor and the u tr Ii ty of the system
 
(pe rcentage of time used).
 

Dispose of when updated. 

Division of Engineering 

515. Administrative Subject File. This file conta ms documents pertaining
 
to directives, bul Letiria , paperwork management, management improvement,
 
budget, freedom of information, supplies, equipment, personnel management,
 
training, security clearances, travel and similar housekeeping activities.
 

Dispose of when 5 years old. 

516.	 Reading File. This file contains extra copies of letters and memo-
randa prepared for the signature of the Chief of the Drv i s ro n , hi s superiors 
and his subordinates, arranged chronologically. 

Dispose of when 3 years old. 

517. CDS Contract Ship Correspondence File. This fi Ie contains cor-
respondence regarding contracts on ships being constructed under T'i t l e V
 
of the Merchant Marine Act of 1936, as amended, letters from shrpya r ds ,
 
minutes of meetings by the local contract representative, and letters from
 
the Coast Guard. The file is used as an hi sto r rca l reference, background
 
for disputes, contract changes, and comparison of contracts.
 

a. Technical documents. Dispose of when superseded. 

b. All other papers. Dispose of when contract has been completed. 

518. Piping Blueprint F'i l e , This file contai ns blucpnnts s ubrrn tt ed by
 
shipbuilders to MarAd for information and approval. Upon approval, the
 
ship will be built under the Conat ruct io n-Diffe r enti.al Subsidy Prog ram,
 
Title V of the Merchant Marine Act of 1936, as amended. This file is used
 

as a reference to design a ship in-house.
 

Dispose of when no longer needed for current bu srnes s. 
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519. Title V Precontract File. 'I'hi s file contams techmcal comments on 
plans and specifications on Title V application for Construction-Differential 
Subsidy, review and approval, and correspondence. The file is used as an 
historical reference and in case a contract needs to be changed, to deter mine 
whether to subsidize the change. 

Dispose of when ship has been delivered. 

520. Post-Contract File. This file contains correspondence to shipyards, 
shipowner, and MarAd offices (after the contract has been awarded) in clear-
ing up difficulties that have arisen. 

Dispose of I year after agreement has been reached. 

521. Pollution File. This file contains equipment description, technical 
reference, correspondence, memoranda, publications, reports, manu-
facturers' catalogues, and similar documents used to determine what equip-
ment each new ship should have. 

Dispose of when superseded. 

522. Dispute File. This file contains correspondence, drawings, memo-
randa, dispute documents, including dispute decisions and papers related 
to a dispute between the shipowner and the shipbuilder, to which MarAd is 
the third party to the contract. 

Dispose of 3 years after the case has been settled. 

523. Heating and Ventilation Plan File. This file contains plans submitted 
to MarAd by the shipbuilder on how the ship will be built as far as heating and 
ventilation are concerned. The file is used as an historical reference in Mar-
Ad and on the technical committee to promote the marine industry. 

Dispose of when no longer needed for current busines s , 

524. Preliminary Design Drawing File. This file contains drawings sub-
mitted by shipbuilders on machinery piping, electric equipment and machine-
ry arrangements for review by MarAd. Recommendations are made to the 
shipbuilder, some of which he is required to follow, and others are not so 
required. 

Dispose of when subsidy contract has been signed. 

525. Heat Balance Computer Program File. This file contains a computer 
printout of test runs of hand-calculated heat balances. The file is used to 
obtain an estimate of the specifications of a proposed power plant of a ship 
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built under the Construction-Diffe rential Subsidy, Title V of the Merchant 
Marine Act of 1936, as amended. 

Dispose of when superseded. 

526. Design Study File. This file contains reports, proposals, recom-
mendations, comments, correspondence, memoranda, statistics, technical 
articles, plans and proposals, design studies on nuclear-powered vessels, 
nuclear accidents, incl.udmg the rest of nuclear-propelled power plants, 
study of marine power plants, feasibility studi es and other studies related 

to the improvement of engineering in the marine industry. 

Dispose of when 30 years old. 

527. Title XI Design Comment FIle. ThIS file contai ns comments on de-
signs submitted by shrpowne r s to MarAd whose engineers perform techrn ca.I 
review; in es sence it amounts to an approval subject to the comments. The 
file is used to form the basis for bui Idi ng a vessel Identical with a previous 
one under the ShIP Construction-Differentlal Subs rdy program, Title V of 
the Merchant Marine Act of 1936, as amended. 

Dispose of when 3 years old. 

528. Domestic Preference - Buy American File. ThIS file consists of cor-
respondence between MarAd and shipowners and shipbuilders on the admin-
istration of Section 505 of the Merchant Marine Act of 1936, as amended, to 
insure that all ShIP components are Ame rican. 

Dispose of when no longer needed for current business. 

529. Technical Publication File. ThIS fi Ie cons i s t s of background rna te r ra l 
on publications developed and issued by professional engIneers on all phases 
of marine engineering in their areas of competence, under the aus prc es of 
the Society of Naval Architects and Naval Marine Engmeers (SNAME). 

Dispose of when 4 years old. 

530. Project File. ThIS file cons i s ts of correspondence, plans, memo-
randa, working files, proposed standards, purchase orders, s pe c i fi ca ti ons, 
information copies of contracts, including contract chang e s, thermal energy 
conversion, LNG and similar areas of engineering. ThIS fi l e is used to reply, 
upon request, to a de fi cre nc y by referring to the plans, hi sto r ica.I reference, 
and as a sample in prepa ring contracts. 

Dispose of 1 year after ship has been delivered. 
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537. Reading File. This file contains copies of outg oi ng letters prepared 
for ,the signature of the Chief, Assistant Chief, anyone designated to act as 
Chief, and superiors up to the level of Assistant Secretary, arranged chrono-
logically. 

Dispose of when 3 years old. 

538. Commercial Ship Design Files. This file conta i ns information copies 
of plans and rna terials schedules, photographs, including progress photo-
graphs, plans and correspondence procedures used in the design of ships 
in the Construction-Differential Program, under Title V of the Merchant 
Marine Act of 1936, as amended, regarding pr i va te ly-cowned ships built in 
private shipyards. 

Transfer to WNRC 6 months after the last ship under contract is 
delivered. 

Dispose of when 5 years old. 

539. Ship Delivery Documents. This file contains American Bureau of 
Shipping and U. S. Coast Guard Certificates cerhfying to the sea-worthi-
ness of subsidized ships built by private owners in private ship ya rds under 
Title V of the Merchant Marine Act of 1936, as amended. 

Transfer to the WNRC 6 months after the last ship under contract 
has been completed. 

ID 
Dispose of when" years old. 

540. Visual Aids. This file contains slides, Vu-graphs, photo prints, and 
presentations shown to industry, schools and other interested groups on the 

work of the Office of Ship Construction. 

Dispose of when superseded. 

541. Shipbuilding Facilities File. This file contains data on the number and 
types of shipways, shops, dry docks, and shipyard plans required by 

Section 211 of the Merchant Marine Act of 1936, as amended, directing 
maintenance of current records of the number, location, and efficiency 
of U. S. shipyards. 

Dispose of when superseded. 

542. Program Subject File. This file contams correspondence, memo-
randa and other documents pertaimng to the substantive portion of office 
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531. Delay Claims File. This file contains delay claims on 'I'i tLe V applica-
tions because of delays in completion dates, excusable under the contracts. 

Dispose of when 1 year old. 

532. Print Correspondence File. This file cont a rns correspondence sub-
'm itted by shipbuilders transmitting prints for (1) original approval and/or 
comments; (2) revision approval and or comments; and (3) information and 

file. Most of the file refers to Title V projects rn dispute. 

Dispose of when 10 years old. 

533. Court Action File. This file consists of petitions for court action on 
claims which are brought into the U. S. Court of Claims and correspondence 
on changes of contract which result in disputes in which the Maritime Sub-
sidy Boa rd is a party. The file also contains reports of the status of cases. 

Dispose of when 10 years old. 

534. Design Listing of Changes Under Title V File. This file contains de-
sign listing of change letters for approval for Construction-Differentlal Sub-
sidies, requested by shipowners and contractors under Title V of the Mer-
chant Marine Act of 1936, as amended. 

Dispose of when 15 years old. 

Division of Production 

535. U. N. Organization for Economic Cooperation and Development Flle. 
This file contains a copy of an international organization report requested 
of MarAd by the Department of State "Working Party no. 6 of the Counc rl 
of Shipbuilding, lIon which MarAd indicates statistical data on merchant 
ships constructed in the U. S. and a report in which all co unt r i e s of the 
world furnish the same information for the i r countries. 

Dispose of when 2 years old. 

536. Program Subject File (Division Chi ef] , This frl e conta ms documents 
pertaining to the substantive portion of office records that are frl ed under 
subjects because they do not concern a specific s hrpowrie r , vessel, or othe r 
specific entity. Examples are: subcommittee on shipbuildmg, National Fire 
Protection Association, CDS Two-Party contracts, shi pbui Idi ng ana Iys i s , 
construction representatives, and similar documents. 

Dispose of when 5 years old. 
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records that are filed under subjects, because they do not concern a 
specific shipowner, vessel or any other s pe ci fi c enhty. Examples of such 
subjects are: CDS, contracts, ship design, production, shipyard de s rg n, 
ship construction, ship ope ratron, cla s s ifi ca tro n sheets, design classifica-
tion, index of applications, and major events. 

Dispos e of when no longer needed for current busines s , 

543. Metric Implementation Conversion Act Flle. This file corita m s minutes, 
guidelines, administrative orders, technical conversion data, reports, studies 
and similar papers of various groups as signed to convert to the metric system 
for the Marine Section. 

Dispose of when superseded or upon non-participahon i n various 
committees, whi cheve r is first. 

544. Value Engineering File. This file contains correspondence, memo-
randa, vendor manuals, ship designs, projects, studi es , work papers, and 
similar papers calculated to improve ship design and cons t r uctron by estabhsh-
ing new ways of performing the same operation at reduced costs, new designs, 
and informing ship de signe r s of the advanced state of the art. 

a.	 Design File - Dispose of 1 year after com'pl etao n of applicable 
ship contract. 

b.	 Project File. Dispose of when 10 years old. 

c.	 Value Engineering Informational Letters. Di s po s e of when 
superseded. 

545. Minority Business Enterprise Program File. This file co ns i st s of 
reports, correspondence, memoranda, and similar papers regarding the 
minority business enterprise agency pr-ornotrona.l program directed toward 
stimulating the participahon of minority business in the maritime industry. 

Dispose of when no longer needed for current business. 

546. Woman's Business Enterprise Program File. T'hi s file c onta m s re-
ports, correspondence, memoranda, and similar papers regarding the 
women's business enterprise agency promotional program directed toward 
stimulating the participation of women 'in business in the maritime rndus t r y, 

Dispose of when no longer needed for current business. 
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547. Design File. This file contains operating procedures, design classi-
fi ca tion sheets, identification of specifications, memoranda s pe cifa ca tio n 
data, addenda regarding ships constructed under the Construction-Differential 
Subsidy program of the Merchant Marine Act of 1936, as amended. 

Dispose of when 10 years old. 

548. Microfilm File. T'hi s fi l e co nta m s 35 mm rolls and 105 mm rrn c r ofi Irn 
of shipyard drawings, mcluding indexes, provrde d for ships burl t under Title 

V, VII, and XI of the Me rchant Marine Act of 1936, as amended. 

Permanent. Offer to the National Archives when 30 years old or 
no longer needed for current business, whichever occurs first. 

549. Blueprint Index Logs. This fi l e contains indexes to blueprints whi ch 
are stored at the Washington National Records Center. 

Dispose of when 30 years old. 

550. Request Correspondence File. T'hi s file conta m s incoming correspon-
dence and copies of outgoing correspondence regarding requests for drawings, 
tracings, and machinery procedure. 

Dispose of when 5 years old. 

55l. Design Correspondence File. This file contains mcoming letters. 
plans, requisitions, purchase orders, testing data and s rrrriLa r documents. 

Transfer to WNRC 5 years after co mpl et ion of contracts. Dispose 
of when 10 years old. 

552. Ship Parts Correspondence File. This file contains correspondence 
from shipyards and shipowners regarding components, rn a te r-ia l , equlp-
m ent , and other parts of a ship being built under Titles V, VII, and XI of 
the Merchant Marine Act of 1936, as amended. 

Dispose of when 10 years old. 

553. Owners and Contractors Correspondence File. This file contains 
correspondence, (a transmittal letter used to t r arisrrn t bl.u ep r i nt s to Mar-
Ad), and a correspondence control sheet, MA 61 or equa va l ent , used as a 
control sheet. Bl.uep rant s are submitted by the shrpowrie r or design agent. 

Transfer to WNRC when contract is closed. Dispose of
 
10 years after closure.
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554. Plans Correspondence. This fi l e contains correspondence concern-
ing ship's plans for construction of vessels under the Construction-Dif-
ferential Subsidy program under Title V of the Merchant Marine Act of 
1936, as amended. 

Dispose of when contracts have been closed. 

555. Ship Specifications File. This file contains ship spe cifa cat ions re-
garding the construction of ships under Titles V, VII, and XI of the Mer-

chant Marp, Act of 1936, ;c;:.~/~ k 
i2eIPA8~~ i b i"'i:ae: 8££61 ~~l in 
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556. Blueprint File. This file contains blueprints from shipyards, vendors, 
and design agents. They are the working plans of a ship to be constructed. 
The file also contains a planned schedule which i s essentially an index and 
a copy of the incoming letter. The file is used for historical reference. 

Transfer to WNRC when contract is closed. Dispose of when 
10 years old. 

557. Engineers' Operating Manual File. This file contains engineers' 
operating manuals describing the operation of piping systems description, 
mechanical ventilation, electrical systems and similar operating instruc-
tions for MarAd engineers. 

Transfer to WNRC 2 years after close of contract. Di s po se of 
10 years after closure. 

558. Instruction Books File. This file contains preliminary and final 
instructions submitted by shipya rds on the maintenance and ope ration 

of ship parts. 

Transfer to the WNRC 6 months after contract has been closed. 
Dispose of 10 yea rs after closure, 

559. Shipbuilding Base File. This file contains data on shi pya r ds which 
a re actively building or seeking construction contracts for Me rchant Manne 
or Navy ships. It includes MA 832, Shipbuilding Order Book and Shipyard 
Employment or equivalent, a monthly survey and workload projection. It 
serves as a comparison for Navy, MarAd, and private yards, for mobiliza-
tion, and for national emergency. 

Dispose of when 5 years old. 

-121-

mailto:O!l"l&l!Ji.@l


560. Title V Tracings File. This file contains tracmgs of ship plans of 
ships to be constructed under Title V of the Merchant Marine Act of 1936, 
as amended, the Construction-Diffe rential Subsidy program. 

Dispose of when 25 years old. 

561. Status of Major Shipbuilding in U. S. CommerClal Shipyards FIle. 
ThIS file contains a report on the status of major shipbuilding in U. S. 

commercial shipyards prepared in the Division of P'roduc tron from the 

Navy Report and shipyard and from Shipyard Form MA 832 or equivalent 
showing the shipbuilding industry workload projection and building position 
utilization of all merchant and Navy ships. 

Dispose of when 10 years old. 

562. Shipbuilding Progress Report File. This file contains the Shrpbui Idi.ng 
Progress Report on Differential Subsidy con s t r uc ti on , p r i va te construction, 
and a summary sheet regarding progress of me rchant ships. The report 
shows the name of the contractor, design hull humber, builder hull number, 
vessel name, vessel owner, percentage of cornpl etrori, contract award date, 
and construction dates (keel, launch and dehvery). 

Dispose of when 25 years old. 

563. Naval Sea Systems Command Monthly Progress Reports. ThIS fi l e 
contains a report of Naval Sea Systems Command Monthly Progress for 
shipbuilding and conversion of ships and service craft in the U. S. for the 
U. S. navy and the Security Assistance Program. 

Dispose of when 5 years old. 

564. Reading File. This file consists of a copy of outgoing letters, pre-
pared in the Division Records Management group and maintained in chrono-
logical order. 

Dispose of when 3 years old. 

DivislOn of Naval Architecture 

565. DesIgn Classification Sheets File. This file corita m s issue design 
numbers based on the principal characteristics of the design of ships built 
under Title V of the Merchant Manne Act of 1936, as amended. 
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566. CDS Application File. This file contams pending, active, completed, 
and mactive applications, correspondence, and plans submitted by the ship-
owner for Construction-Differential Subsidy under Title V of the Merchant 
Marine Act of 1936, as amended. It IS used as a basis for application re-
view. 

Dispose of 10 years after the application is withdrawn or cancelled, 
or 10 years after the last ship to be constructed under contract has 
been delivered, whichever is earlier. 

567. National Defense Features File. This file contains documents on 
national defense features on spe crfi c ships, correspondence, and supple-
ments to specifications. It is used to de te rrrn ne how modifications of the 
ship would affect national defense capability, and as a source document to 
reply to inquiries by the Navy Department. 

Dispose of when 30 years old. 

568. National Defense Features Plans FIle. 'I'hi s file co nta rns plans of 
ships built and to be built under the Construction-Diffe rential Subsidy Pro-
gram, Title V of the Merchant Marine Act of 1936, as amended. It is used 
as a source for determining what features are on ships built under this pro-
gram. 

Dispose of when 30 years old, or when no longer needed for current 
business, whichever occurs first. 

569. Ship Specifications File. This file contains ship specifications which 
are detailed descriptions of the way ships are built with Construction-Differ-
ential Subsidies under Title V of the Merchant Marine Act of 1936, as amended. 
The file is used to review necessary appropriateness in prepanng the contract; 
to design new ships; and as an historical reference. 

Dispose of when 30 years old. 

570. Design Correspondence File. This file conta m s correspondence on 

design changes, addendums, granting of s ubs idy for change, approvals of 
change and other documents relating to de s i gn, The fi l e is used to deter-
mine how current design was arrived at, and as an historical reference. 

Dispose of when 10 years old. 

-123-



571. Company-Agency Correspondence Flle. This file contains correspon-
dence from companies and agencies on subjects not ide nt ifra bl e with any part 
of the Construction-Differential Subsidy program and cannot be filed under a 

specific design number. 

Dispose of when 5 years old. 

572. Program Budget File. This file contains the budget call, budget sub-
mittal, and the total operating budget request for the Construction-Dlffer-
ential Subsidy program. 

Dispose of when 10 years old. 

573. Policy. This file contains rna rrtim e pol.icy, CDS policy, and ship con-
struction policy. 

Dispose of when superseded. 

574. Program Subject File. This fi le contains correspondence, memo-
randa, and other documents pertaining to the substantive portion of office 
records that are filed under subjects because they do not concern a specific 
shipowner, vessel or any other 'specific entity under which papers could be 
filed. Examples of such subjects are: bulk carriers, cargo preference, 
crew's quarters, LNG tankers, national defense features, model testing, 
tonnage measurements, and similar documents. 

Start a new file every 3 years. Move active papers forward. 
Dispose of when 10 yea rs old. 

575. Committees - Panels File. T'hi s file contains reports, minutes, 
notices of meetings, and correspondence pe r ta iru.ng to cornrrn tt ees , and 
panels of which MarAd professional engineers are members who promote 
MarAd interests and improve the Merchant Marine. 

Dispose of when 10 years old. 

576. Administrative Subject File. This file contams papers on matters 
such as time and attendance, * personnel, space, requisitions for services, 
and similar housekeeping requirements. 

Di spo s e of when 5 years old. 

577. Plans - Technical Documents File. This file contains plans and tech-
nical documents used to administer chang es under contract; approval of con-
version of principal characteristics; and as an histo rical reference. 

Dispose of when 30 years old. 
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578. Mantime Preposltioning Prog ram Flle. Thls fi Ie contains plans pre-
pared by shipbuilder designers for ships to be built by MarAd for use by the 
U. S. under the Maritime Prepositioning Program. Also contains correspon-
dence and reports. 

a.	 Plans. Dispose of when 30 years old. 

b.	 Correspondence and Reports. Dispose of 5 years after ship 
is delivered. 

579. Program Administration File. This file contains papers, such as 
ship lists, naval architecture, project managers' manual, navigation chan-
nels, and similar papers which serve as the ba s i s for managing the Naval 
Architecture Program. 

Dispose of when superseded. 

580. Visual Aids. This file contains s l ide s , Vu-graphs, and photographs 
presented to the MarAd staff and to members of Congress, the Department 
of Defense, professional groups and others who have a l.egitrrnat e interest 
in the Mobilization Ship P'roje ct , 

Dispose of when no longer needed for current bu s i ne s s , 

581. Mobilization Project File. This frl e contains design data, repo rt s , 
solicitations, proposal evaluations. contracts, invoices, fi na.nc ia l data, 
correspondence and technical documents on the Mobihzation Project, 
under which ships will be built in large numbers should a national emer-
gencyarise. 

Dispose of when project is completed. 

582. Plans File. This file contains plans of ships under construction and 
completed under the Construction-Differential Subsidy Prog ram. 

Dispose of when 30 yea rs old. 

583. Title XI RecommendatlOn File. This frl e corrtaa ns memoranda, sup-
porting papers, correspondence with shipyards, shipowne r s , other Fede ral 
agencies, contracts, and technical i nfo r m at iori on shi ps to be bui lt under the 
Construction-Differential Subsidy Program (Title XI of the Merchant Marine 

Act of 1936, as amended) • 

.e'{,(lJfutf Or when 10 years J!ip.. · ... 2 s_ .....il~O., __ ~old.	 .. 
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584. Shipbuilding Progress Report FIle. This file contains: (1) The status 
of prog ress being made on ships under Construction-Diffe rential Program 
and under private Construction-Shipbuilding Progress Report, issued month-
ly; (2) permanent report of completed ship construction contracts; and (3) 
summary of ships built during World War II. 

a.	 Monthly Reports. Dispose of when 5 years old. 

b.	 Completed Ship Construction. Dispose of when supe rseded. 

c.	 Summaries. Permanent. Offer to National Archives when 30 
years old or no longer needed for current business, whichever 
occurs first. 

585. Technical Design Comments File. This frl e contains MarAd comments 
on designs submitted by shipowners to MarAd for Construction-Differential 
Subsidy funds. The comments are sent to the shipowner wi th a covering let-
ter, so that he will modify specifications -- those he must make for approval 
of his design and those which will improve the design. The file is used i n 
ship conversion; MarAd determines if optional suggestions were followed. 

Transfer closed files to WNRC every 5 years. DIspose of when 

20 years old. 

586. Specifications File. This file contains Federal, military, and other 
organizational documents by referenced standard specifications on compo-
nents, hardware, materials, and similar types of specifications, not includ-
ing ship specifications. 

Dispose of when superseded. 

587. Outside Design File. This file contains designs whose source is out-
side, hydrofoils, naval ships, in-house designs and related designs. The file 

is used in designing new ships. 

Dispose of when 15 years old. 

588. Preliminary Design Studies File. This file contains working docu-
ments leading to a study to dete rmine the feasibility of a projected des i gn 
in its broadest aspects. The design is rno di fi ed as It progresses to its final 
form. It also contains reports and design summa r i es , 

Dispose of when 10 years old. 
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589. Offsets Punched Cards. This file conta m s measurements of ships 
that define a hull shape of a ship, prepared from drawings and transcnbed 

to pun::::6:pjfl:t)J;1l8.~e.Z 4.'!t~,e'!ui~.'1f1b'" 
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590. Computer Program Punched Card File. T'hi s file c orita rns computer 
programs on punched cards relative to the design of ships built under T'i tl eV 
and XI of the Merchant Marine Act of 1936, as amended, in-house or by out-
side 

591. Title XI Plans, Applications, and Specifications File. 'I'hi s fi le con-
tains plans, applications, and specifications pertaining to ships bu i It under 
Title XI, Construction-Differential Subsidy. The frl e is used by MarAd of-
ficials on inspection trips. 

Transfer to WNRC 1 year after inspection of vessel. Dispose of 
when 5 years old. 

592. Owner-Contractor Green Sheets File. This file contains correspon-
dence from shipowners or ahipya r ds regarding the transmittal of plans and 

a route slip for routing correspondence for comment. 

Dispose of when contract is closed. 
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OFFICE OF SHIPBUILDING COSTS
 

The Office of Shipbuilding Costs collects, analyzes, and maintains data on 
the relative costs of shipbuilding in the United States and in fo r e rg n countries; 
calculates and recommends the amount of Construchon-D1fferential Subsidy; 
prepares cost estimates, invitahons to bi d , and recommendations for the 
award of ship construchon type contracts; au tho r i ze s progress payments; 
prepares cost estimates of changes in contract plans and specifications, ad-
judicates change orders, and recommends approval of cost settlements and 

contract addenda; secures, analyzes and maintains data on dome s ti c and world 
market values of ships; directs and coordinates a pollution abatement program 
to protect and enhance the quality of the rna rine environment by control and 
abatement of ship-generated pollution; and coordinates implementation of the 
provisions of the National Environmental Pollcy Act of 1963 wi thrn the Admin-
istration. 

Office of the Director 

593. Administrative Subject File. Consists of offi ce co pi e s of rt em s of an 
administrative nature, including personnel, po s i ti on de s c r ipfi on , Senior 
Executive Service (SES), training, EEO, and other housekeeping matters. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever is earlier. 

594. Project File. Includes copies of project proposal, correspondence 
and recommendations to Maritime Subs idy Board on fo r e i gn centers and 
proposed subsidy rates. 

Dispose of when no longer needed for current business or when 10 
years old, whichever is earlier. 

595.	 Program Subject File. This file contains correspondence, memo-
randa, and other documents pertaining to the substantive portion of office 
records that are filed unde r subjects because they do not conce rn a spe ci fi c 
shipowner, vessel or othe r specific entity. Example s are: Bulk carne rs, 
LNG, computer-aided activihes, Construction-Differential Subsidy, energy 
conversation, foreign construction of vessels, ho s prta l Sh1PS, 011 s prl l s , 
U. S. shipyard modernization, Title XI (vessel cost approval). 

Dispose of when no longer needed for current busines s , 
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596. Shipowner-Shipbuilder Company File. 'I'hi s file consists of shipowne r-
shipbuilder documents such as Title V, Construction-Differential Su.bsrdy , 
Title XI, ship financing guarantees, cost data, technical reference regard-
ing subsidies and other rna r rtrrne benefits to the shrpown er , 

Dispose of when no longer needed for current busines s. 

597. Ship Appraisals Correspondence and Administrative F'i Ie , Contains 
Ship Appraisals provided under contract by 4 independent app r at s e r s , T'hr s 
information, as well as independently developed appraisals, are program-
med into computer systems resulting in semi-annual Ship App r a i sa l Report 
provided to the Ship Valuation Center. Used to determine trade-in values 
and insurance valuations. 

Dispose of when 10 years old or when no longer needed for current 
business, whichever occurs first. 

598. Ship Valuation Committee Correspondence and Mlnutes. Contains 
correspondence with minutes of, and miscellaneous special cases of, the 
Shi p Val ua tion Committe e . 

Minutes of Ship Valuation comm~Jc~	 1T/IJ)Jl'c~~-
a.	 

Record Copy ~a~-& W "WR7'Ulf"/f'!;# b/~ 

~ -t/UL I~ u.e ;It:J tfU'?J ;.a
b.	 Correspondence and other matenal: Dispose of when 10 years 

old, or when no longer needed for current business, whi che ve r 
occurs fi r s t , 

599. Reading File. This file consists of an extra copy of documents s i gne d 
by the director, his superiors, and subordinates, arranged chronologically. 

Dispose of when no longer needed for current business. 

Divlsion of Foreign Costs 

600. Program Subject File. Research Data Base: Includes co pi e s and 
exce rpts from U. S. and foreign trade publications, collected and used on 
a continuing basis to provide informatlon on costs i n foreign shap ya rds , 
Material used to develop foreign costs estimates and r ocornrne nda tions for 
submis sion to the Maritime Subsidy Board and an br i efi ng agency offr cra.ls 
visiting overseas areas. Included m this file i s a hr s to r y of the methods 
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and procedures for determ.ining cost differential subsidies covering the 
period 1954 to present. 

Dispose of when 10 years old or no longer needed for current business, 
whichever is earlier. 

601. Country File. Contains inform.ation on shi pbui Lding fa ci liti e s , capabil-
ities and experience in a given country. Inform.ation is gathered from. industry 
publications and journals, MarAd overseas reqpresentative and directly from. 
com.panies concerned. Includes correspondence. Inform.ation is used to help 
establish foreign ship building centers for a particular class and type of ship. 

Dispose of when 10 years old or no longer needed for current
 
business, whicheve r occurs first.
 

602. Quarterly Report on World Shipbuilding (Vessels 5000 DWT and over). 
This file contains narrative reports based on subject and country files. The 
report is used as a basis of recom.m.endation on Cost Differential Subsidy sub-
m.itted to the Maritim.e Subsidy Board. 

a.	 Reports. Dispose of when 25 years old. 

b.	 Backup m.aterial and work papers: Dispose of 2 years after the 

report is issued. 

603. Adm.inistrative Subject File. Consists of offi ce copies of routine of-
fice operations and procedures. Includes personnel, t ra lrn ng , com.m.ents 
on progposed policy m.atters, budget, T'i me and Attendance, ~:~requisitions 
for supply and services, travel, trip reports and other hou s eke epr ng m.at-
t e r s , 

Dispose of when 5 years old or no longer needed for current
 
business, whichever occurs first.
 

604. LNG Project File. This file conta ms contracts, news clips, telexes, 
transcripts, correspondence, and m.em.oranda. This file serves as a source 
to advise industry and other Governm.ent agencies on LNG p r oj e ct s and LNG 
construction. 

Official papers (correspondence and LNG): Dispose of when 15 years 

old. 

Work and reference papers: Dispose of when no longer needed for 
current busines s. 
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605. Economic File. This file contains publications, cablegrams, news 
clips, statistics on labor costs, material costs, foreign exchange routes, 
international trade, and financial data used as a source to advise the staff 
on economic conditions and costs on foreign shipbuilding countries. 

Dispose of when no longer needed for current business. 

606. Foreign Estirna tes Project File. Contain correspondence and work 
papers including contract guidance plans and specifications submitted with 
applications for construction subsidy. The information is used to develop 
independent cost factors and to provide recommendations on cost differential 
subsidies to the Maritime Subsidy Boa rd. 

a.	 Official papers (correspondence and estimates of foreign costs): 
Dispose of when 15 years old. 

b.	 Work and reference papers: Dispose of when no longer needed 
for current business. 

Division of Domestic Costs 

607. Contract SubSidy File. Bid and correspondence files do curne nting the 
methodology of contract subsidy, procedures and methods. Used as backup 
to certain types of contract files. Pnmarily consist of completed contracts 
for purposes of developing current procedures and methods and contracts. 

Dispose of when no longer needed for current business. 

608. Program Administration File. Work papers and Prog ram Admin-
istrative files. 

Official papers: Dispose of when 10 years old or no longer needed 
for current business, whichever IS earlier. 

Work papers: Dispose of when no longer needed for current business. 

609. Administrative Subject File. Papers concerned with r out i ne offi ce pro-
cedures and operations, requisitions, equipment Inventory and other house-
keeping files, etc , , including office copy of Time and Attendanc e Repo rP:~ 
submitted biweekly. 

Dispose of when 3 years old or no longer needed for current business, 
whichever is earlier. 
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610. New Construction Applications and Estimates of Cost File. Contains 

cost estimating details, correspondence and data submitted by owners and 
shipya rds. Material reviewed to determine eligibility for subsidy, develops 
independent cost estimates, negotiates price adjustments as appropriate, de-
termines "reasonable" costs and provides recommendations for fi na I deter-
mination and action by the Maritime Subsidy Board. 

a. Transfer to WNRC 5 years after acceptance by owner. 

b. Dispose of when	 25 years old. 

611. Pre-Contract Application File. Contains detailed cost estimates de-
veloped by shipyards prior to letting contract. Reviewed to dete rmine valid-
ity of costs. Independent estimates are genera ted; pr ev ious wo rk by same 
contractor is examined and used for comparison purposes. Correspondence 
is filed in folder separate from the application file. 

Transfer to WNRC when 6 years old. Di s po s e of when 10 years old. 

612. Annual Report to Congress -"RelatIve Cost of ShipbUlldmg in the Various 
Districts of the U. S. " Backup data and analysis; work papers and I copy of 

each report~PIf: ~fe tJ -f-~ Ax- I~	 Vcd 
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613. Contract File. This file contains copies of contract document, amend-
ments, etc. Correspondence placed in auxiliary file. 

Transfer to WNRC when 5 years old. Dispose of when 25 years old. 

614. Contract Correspondence File. Filed by contract number as anc rl Ia r y 
file, contains all correspondence concerned wrth a given contract. 

Transfer to WNRC with contract when 5 years old. Dispose of when 
25 years old. 

615. Progress Payment Documents. Progress payment requests and ap-
provals. 

Dispose of progress payment document when all outstanding matters 
are settled for the contract. 

Final payment documentation held with contract. 
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616. Obligatlons. Filed by contract number. These files document the 
obligation of funds to cover costs of national defense features built into ves-
sels. Plan proves running plus prorated contract amount, escalation, change 
order. 

Transfer to WNRC when 5 years old. Dispose of when 25 years old. 

617. Change Orders to Contracts. Monitored to det e rrrn ne and aut ho r i ze 
additional costs or payments (payment approval mechanism). 

Transfer to WNRC when 5 years old. Dispose of when 25 years old. 

618. Closure File. Primarily financial documents, containing details of 
construction costs. Totals reconciled between payments and obl.rga.tions , 

Dispose of when 5 years old. 

619. Memos of Agreement. Informal document used to permit contractor 
to build. This IS used in lieu of formal contract amendment. Provides 
Title V tabulations and breakdown of costs. Used to establish basis of recom-
mendation to Subsidy Board. 

~ 
Transfer to WNRC when ~ years old. Dispose of when 5 years old. 

620. Withdrawal Files for Title XI ConstructIon Loan and Mortgage Guar-
antees. Document the withdrawal of funds under construction/loan and 

mortgage guarantees. 

DIspose of 5 years after ship is delivered. 

621. Contract Change Estimate File. Copies of application for subsidy or 
changes to ship construction plans includes drawings, specifications and esti-
mated costs submitted by owners or shipyards to support application. Used 
to determine (a) eIi.gibi Ii ty under subsidy criteria; (b) to prepare mdependent 
cost estimates; (c) to negotiate appropriate financing, as necessary, and (d) 
to prepare recommendations for the Maritime Subsidy Board. 

... Send to WNRC 5 years after de Iive r y of ship. 

.. Dispose of when 25 years old. 

622. Title XI File, Applications for Loan Guarantees. Applications for 
guarantee of obligations (submitted by owners) to a i d in securing financing 
of construction costs, files used to de te rrrn ne compliance with the Maritime 
Act, reasonableness of cost estimates so that a commitment memo may be 
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issued. Construction progress is monitored to certify and authorize pay-
ments as work on vessels is completed. 

Destroy when 3 years old. 

623. Reading File. This file consists of all extra copies of documents pre-
pared or signed in the office, maintained in date order. 

Dispose of when 3 years old or when no longer needed for current 
business, whichever comes earlier. 

Division of Environmental Activities 

624. Program Subject File. Contains correspondence, comments, reports, 
proposed regulations, affecting the envr r onrn ent from outside organizations 
at the Federal, state and international level. Includes International Con-
ferences and Agreements, Bilateral and Regional agreements concerning 
various aspects of environmental a ct ivi ti e s (EA) affecting pollution by marine 
systems. Also includes documentation of MarAd participation. 

a.	 Official documents such as MarAd prepared EISls and comments 
on EISls by other agencies and organizations and related docu-
mentation. Transfer to WNRC when 10 years old. Dispose of 
when 25 years old. 

b.	 Working Papers: Dispose of when no longer needed for current 
business. 

625. Quarterly Pollution Abatement Report. 'I'hi s document provides a 
contrnuing chronology of environmental concerns of the MarAd and high-
lights those of current concern, partlcularly vessel source poLlutron , 
Source: Program Subject documentation, Federal Register items, tech-
nical journals, news clippings, EA weekly activity reports including advice 
on shipbuilding and reconstruction to provide appropriate control rne a su r e s 
and means of utilizing dock-side facilities to treat ballast, tank and other 
effluents. Provides the Assistant Secretary for Maritime Affairs with high-
lights of current environmental concerns of Ma r Ad. Report receives Lirnit ed 
distribution to MarAd offices and other Federal ag enc.ie s , 

a.	 Quarterly Pollution AbateITlent Report: Transfer to WNRC when 
10 years old. Dispos e of when 25 years old. 

b.	 Backup Materials: Dispose of I year after s ubrn is s i.on of report. 
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OFFICE OF SHIP OPERATIONS
 

The Office of Ship Operations formulates national policies and programs for 
the operation, maintenance and repair of Administration-owned or acquired 
merchant ships, conduct of ship condition surveys, rn ar nt enaric e of the nation-
al defense reserve fleet, including the ship preservatlon programs, and re-
lated ship operations a ctrvi.tre s , recommends terms of and administers gen-
eral agency, charter, and related agreements for operation of ships; awards 

or recommends approval of the award of ship repair contracts; adrru.niste r s 
the ship sales program; provides safety engineering services; approves or 
recommends approval of transfers of ships to foreign ownership, r eg i st r y 

or flag; develops plans for the acquisition, allocation, and operation of me r-
chant ships in time of national emergency and administer these activities, 
as required. 

626. Employee Accident Report. This report is submitted by the super-
visor when his subordinates (MarAd employees) are injured on the job or 
when they are leaving the premises. 

Dispose of when 5 years old. 

Division of Ship Management 

627. Division Chief's Program Subject File. This file conta m s correspon-
dence, memoranda, and other documents pertaining to the substantive por-
tion of office records that are filed under subjects because they do not con-
cern a specific shipowner, a specific vessel, or any other specific entity. 
Examples are: MarAd advisories, use agreements, di s put e s , salvage, ship 

components, and vessel operating expense. 

Dispose of when 3 years old. 

628. Foreign Transfer Vessel FIle. This file contains applications and 
supporting papers filed with MarAd by U. S. citizens pursuant to the provi-
sions of the Shipping Act of 1916 for permission to transfer ships to allen 

flags. 

Small Vessels: Dispose of when 3 years old. 

Large Vessels: Transfer to the WNRC when 5 years old. 
Dispose of when 10 years old. 
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629. Vessel Contract File. This file contains contracts on U. S. flagships 
transferred to alien flags under MarAd contract and control. 

Dispose of when ships are scrapped. 

630. Foreign Transfer Program File. This file cont am s memoranda and 
transmittal letters on actions taken by MarAd on receiving, investigating, 
approving or disapproving or recommending the transfer of ves sels under 
U. S. flag to alien flags under the provisions of the Shipping Act of 1916. 

Transfer to WNRC when 5 years old. Dispose of when 10 years old. 

631. Annual Trustee File. This file contains cihzenship papers and fi-
nancial statements filed with MarAd under the provisions of PL. 89-346 and 
46 CFR, Part 221 for approval or disapproval of banks and trust companies 
to act as trustees to hold a mortgage. 

Dispose of when no longer needed for current business. 

632. Program Subject File. This file contains correspondence, memoranda, 
and other documents pertaining to the substantive portion of office records 
that are filed under subjects because they do not concern a specific ship-
owner, vessel, or other specific enhty. Examples are: budget pr oject ion , 
estimate of trade-in and lay-up of ShIPS, drydock costs, average monthly 
shipyard employment, foreign flag ves sels repaired In U. S. ports, labor 
agreements, and repair contracts. 

Dispose of when 10 years old. 

633. Russian Grain Prog ram File. This fi Ie contains contracts, general 
orders, applications for subsidy under Gene ral Order 116, correspondence, 
work sheets, audit reports, and other documents relating to the Russian 
Grain program. 

iii c022h~ uca*pl I Lsi liiE T 2 fC 9 
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1.	 P It 5 • gsa ; I Dispose of 6 years, 
3 months after te rmination of the contract. 

634. Daily Mid-Life Maintenance and Repair Costs File. ThIS file co nta i ns 
a record of daily mid-life maintenance and repair costs, mark sheets, cor-
respondence and replies on various types of ships, such as: tankers, LNG, 
tugboats, drilling rigs, and tug-barges. 

Dispose of when 10 years old. 
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635. Use Agreement F'rl e . This file conta i ns service agreements, use 
agreements, and trade-in contracts, memoranda, specifications, requests 
for reimbursements for repairs, and pr-ovi s io ns regarding obsolete ships 
traded in but being used whiIe the new ship i s being built and an allowance of 
credit is granted toward the new ship. ' 

Dispose of when new vessel has been delivered. 

636. Training Ships Flle. This file cont a i ns spe crfi ca.ti oris , correspon-
dence, surveys, financial sheets, invoices, frna nc ia l plans, legislation, 
and related papers dealing with the determination of costs of annual repairs, 
including emergency r epa i r s of training ships. 

Dispose of when 10 years old. 

637. Ready Reserve Fleet File. This file contains correspondence, fi-
nancial sheets, estimates, specifications, survey reports and progress 
reports regarding the Ready Reserve Fleet, and the status of each vessel. 
In a national emergency, these vessels stand ready to transport goods and 
mihtary cargo. 

Dispose of when 10 years old. 

638. Special Projects File. This fi Ie contains estimates for: (1) getting 
ships converted to aid Cuban passengers and (2) emergency sea deployment 
to send overseas. More specifically, the file contains e s trrnate s of costs 
of project, estimate work sheets, correspondence, specifications, and 
drawings. 

Dispose of when 10 yea rs old. 

639. Conversions and Modifications File. This file co nta.i ns sp ecrfi cati on s , 
survey repo rts, drawings, correspondence, and cost es ti rna tes to convert 
and modify tankers, Liberty and Victory ships, C-4's and B-4 tugs. 

Dispose of when 10 years old. 

640. Reserve Fleet Deactivation File. This file contains spe cr fi ca tao ns , 
cost estimates, and co rrespondence on the reactivation and dea ct i vat.i on 
of the victory ships in the southeast As ra n reserve fleet program.. 

Dispose of when no longer needed for current business. 

641. Titles V, VI and XI Applicahon Flle. This file contains applications, 
comments, work sheets, and memoranda, submitted by shipowners to MarAd 
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as a request for subsidies under Title V and VI of the Merchant Marine 
Act of 1936, as amended, and as a request for financial guarantees under 
Title XI of the same Act. 

Dispos e of when 2 years old. 

642. Titles V, VI and XI Blueprint File. This file contains blueprints, 
capacity plans, and general arrangement plans regarding unique marine 
equipment. 

Dispose of when no longer needed for current business. 

643. Interagency Agreement File. This file contains interagency agree-
ments between MarAd and Nat rona l Science Foundation to make condi.taone d 
surveys and recommended maintenance program by use of MarAd contractors, 
condition reviews, narrative reports, memoranda, and related material regu-
lating the interagency ag reement, and vessel surveys. The National Science 
Foundation reimburses MarAd and MarAd pays the contractor. 

a.	 Interagency Agreements. Records created after June 3D, 1975 -
Dispose of 6 years, 3 months after the agreement is terminated. 

b.	 All other papers - Dispose of when no longer needed for current 
busines s. 

644. Vessel Operating Expenses - Spec1al Ship Costs Studies File. T'hi s 
file contains cost studies of cruise vessels, EDA, ship operating cost 
studies, and estimated operating expenses. 

Dispose of when 10 years old. 

645. Port Tariff File. This file contains documents regarding dockage, 
wharfage, warehousing, pilotage, and tug s e r vi ce , and costs used to de-
velop voyage costs. The se are posted wheneve r there 1S a change in the 
tariff, developed by the applicable U. S. port authonty. Tariff changes 
are posted as received for facilities and services. 

Dispose of when no longer needed for current business. 

646. DOD - Vessel Itmerary Schedules of Mihtary Sea Lift Command File. 
This file contains reports of ships from DOD regardmg tanker and dry cargo 
schedules of ships which serve as a nucleus of the Military Sea Lift Command. 

Dispose of when 1 year old. 
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647. General Agency Agreement (NSA) Flle. This file contains agreements 
with ship companies, memoranda, copies of contracts, amendments, recom-
mendations, comments, proposals, and other mate rial related to the opera-
tion of ships du r mg an emergency under MarAd orders. The file is used for de-
termining (1) operational capabi Irty of a company; (2) vessel charter rates; 
(3) management renurneration; (4) assignment of vessels; and (5) reference 
source for compliance. 

Dispose of when contracts are superseded. 

648. Chart Survey File. This file contains computer runs of strategic com-
modities moving annually between the U. S. and foreign ports. Ports are 
rated on the strategic rmpo r-tanc e for U. S. economic vra bi Lity , Re vi ew Chart 
coverage is provided to the Defense Mapping Agency. The file also contains 
vessel navigational and vessel operational data such as: optimum track ship 
routing system, satellite navigation, vessel traffic control systems and othe r 
data related to navigation and operating of vessels. 

Dispose of when superseded. 

649. National Defense Executive Reserve Program File. This file contams 
correspondence and telexes relating to U. S. citizens r e s rdi ng in foreign 
countries who have the expertise to represent the National Shipping Auth-
ority during national emergencies, arranged geographically. 

If)
Dispose of when. years old or no longer needed for current 
business, whichever occurs first. 

650. Emergency Planning Program File. This file contains draft position 
papers regarding agency proposed programs and duties, responsibihties, 
and functions during a national emergency. This program is to assure ef-
fective management of ships, ports, shipyards, repair yards, and maritime 

personnel. 

Dispose of when superseded or program has been implemented by 
the Assistant Secretary for Maritime Affairs. 

651. U. S. Merchant Vessel Locator Filing System File. This file con-
tains policy position papers of USMER, the merchant vessel locator program, 
whose purpose it is to keep agencies of the Federal Government informed con-
cerning arrivals, departures, and at-sea locations of U. S. flag merchant 
vessels and particular foreign flag, U. S. owner vessels throughout the world. 
The file shows: weekly and daily vessel position of U. S. flag, name of ship, 
ship flag, type, departure port, date departed, vessel destination and other 
locator items. 
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a. Vessel Positions. Dispose of when 4 weeks old. 

b. Policy. P at. .Hb to LilaH 1 0 7 £ sI J 3. 
old RS' g 2Ccdcd lSI taIlS S&ndS£iIsssj ::hi 1 j 

~··'P~~/' ~~ 
652. National Shipping Authority of er File. Th~s file contains orders 
initially put out by MarAd and subsequently acted upon by NSA as its order 
on such subjects as: fiscal rates, tanker rates, operations, dry cargo and 
passenger rates, insurance, dry cargo traffic, labor regulation, and repair 
and maintenance. It furnishes the authority and responsibility in estimahng 

writing ppecifications~,()4' /~ ~ 
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653. MarAd Advisory Program File. Thi s file contains Early Warmng 
telegrams or letters to steamship companies in the U. S. regarding mll-
itary and political information, including declaration of hostilities and ter-
ritorial sea claims. and others. tt'lf.. ;(;-ff 
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longer needed for current business ... ,d' 1 H t.J 

654. Title XI Survey Reports File. This fi l e contains survey reports from 
the American Bureau of Shipping and from shipowners on the condition of 
ships that MarAd guarantees under Title XI of the Merchant Marine Act of 
1936, as amended. The ships must meet standards until the mortgage is 

paid off to MarAd. 

Dispose of when superseded. 

655. Tltle XI Delinquent Correspondence File. This file contams documents 

relating to delinquent survey reports. The response to letters is sent to the 

Ship Financing Guarantees Office. 

Dispose of when vessel is sold, scrapped, or paid off. 

656. Computer Printout Vessel Machmery and Repair Cost File. T'hi s fi l e 
contains computer printouts of ves sel Machinery and Repair analyses of costs 
of ships under subsidy by MarAd. The f'i l e shows by month: name of ship, 
ship de s ign, class, ship component, cost, time, average cost (dollars per 
ship per month), average cost (by design), and average cost (by cost). 

Dispose of when 1 year old. 
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657. Ship Drawing File. This file contains plans of ships in the Ready 
Reserve Fleet, World War II and after. 

Dispose of when ship is removed from Ready Re serve Fleet Prog ram. 

658. Ready Reserve Fleet ShlP File. This file contains documents relatmg 
to the purchase, repair, reports, analyses, spare parts, and inspection of 
equipment of ships that are part of the Ready Reserve Fleet. 

Dispose of when ship is removed from the Ready Reserve Fleet program. 

659. Ship Hulls Video Tape File. This file contains underwater tapes of 
ship hulls in the Ready Reserve Fleet, whose purpos e it is to review the 
conditions of ship bottoms. 

Dispose of when ship is no longer in the Ready Reserve program. 

Division of Reserve Fleet 

660. Invitation for Bid - Contract File. This file contains i rrvi.ta.tio ns for 
bid (contracts), correspondence, memoranda, amendments, work papers, 
and other documents related to invrta ti ons for bid on vessels in the reserve 
fleet. 

a.	 Scrapped Vessels papers. 

(l)u l\e cents to Fd _ t ll;1gB?? Rizpos 6 £ 12 p1 
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.. ? SUs.? 7. J , UTi - Dispose of 6 years, 
3 months after the contract is terminated. 

b.	 Non-transportation Use Vessels. Transfer to WNRC when bond-
ing pe riod is up. Dispos e of 20 years afte r bonding pe r rod is up. 

661. Fish Reef Program File. This file contains papers regarding P. L. 
92-402, under which MarAd gives away Liberty ships to states to be sunk 
as artificial fishing reefs, and including ap pl i ca ti on s from states, asses s-
ment from reef project, concurrences from other Governmcnt agencic s , 
transfer certificates, and correspondence. 

Dispose of when lIyears old or no longer needed for current business, 
whichever occurs first. 
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662. Sunk/Disposed of Vessel Card File. This file contains a record of 
vessels in the reserve fleet which have been sunk, transferred, used as 
artificial fisheries, exchanged or disposed of by any other means. More 
specifically, the card file Record of Ship Sales (4 x 6) shows the name of 
the vessel, awarded to, purchase price, contract number, year burIt , 
dimensions, gross tons, location of the vessel, and other pe r tarient data. 
The Ship Sales Data and related forms show: the name and address of pur-
chaser, type, date awarded, name of vessel, location, delivery deadline 
date, actual delivery date, and other essential data. 

Permanent: Offer to National Archives when /,Iyears old or no 
longer needed for current business, whichever occurs first. 

663. Ship Exchange File. This file contains contracts and cor res pondence 
regarding the exchange of U. S. privately-owned ships to the Government 
for scrap ships under P, L. 95 -177. 

•
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months after the contract is terminated. 

664. Facilities File. This file contains data on shore facilities, dredging 
and surrounding moorings, leases and permits, aids to navigation, fac rl.i ty 
inspection, photographs, marine bases, test panel boards, and other docu-
ments which relate to shore facilities. 

Dispose of when superseded or no longer needed for current business. 

665. Program Subject File. This file contai ns correspondence, memoranda, 
and other documents pertaining to the substantive portion of office records 
that are filed under subjects because they do not concern a specific ship-
owner, vessel, or any other specific entity. Examples are: radio equip-
ment, radio sets, tests and experiements, spe crfi ca ti ons , salinity reports 
and charts, ship photographs, rnoo r mg ba srns , drawings, studies, inspec-
tion reports, preservation, bills of lading fleet phase out, boilers, fuel tanks, 
paint, dry cargo vessels, tankers and other documents related to the Reserve 

Fleet. 
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I()~ears old or no longer needed for current bus i ne s s . 

666. Project File. This file contains a list of materials to do t he job, cor-
respondence, memoranda, unit size cornpa r i son , manufacture rs I hterature 
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assignment, recommendation, request for bi l l of lading, cost of project, 
and final repo rt , 

Dispose of when 5 years old. 

667. Cathodic Protection File. This file contains correspondenc, reports, 
drawings, memoranda, ship names in reserve fleet, moorings of ships and 
other docwnents relating to cathodic protection, which is the application of 
current to ship bottoms to preserve them from wasting away (rusting). 

Dispose of when no longer needed for current busines s , 

668. Dehumidification Reports File. This file contains a report on all ships 
MarAd takes custody of in the National Defense Reserve Fleet on dehumidlfica-
tion inspection to maintain desired humidity. The report is submitted by the 
fleet superintendent to MarAd after he checks on dehumidification when MarAd 
wants to activate a ship. 

Dispose of when ship is scrapped. 

669. Supplies and Equipment - Reserve Fleet File. 'I'hi s file co nta rns requisi-
tions for supplies and equipment from the fleet regional index, and copi es of 
contracts. Old copies are used for vendor prices. 

Start a new file every 3 years. Dispose of rna ct iv e papers when 7 
years old. 

670. Periodic Recurring Operations Monthly Report File. T'hi s file contains 
data on man-days expended on ship preservation, wage board employees of 
MarAd and supervisors. 

Start a new file every 2 years. Dispose of ma ct ive papers when 5 

years old. 

671. Field Survey Reports - Prese rvation Materials Flle. This file con-
tains reports on the amount of labor and material fleet workmen used to 
preserve ships in the reserve fleet on expendable items. The frl e is used 
to plan the following year's work in preserving the fleet. 

Dispose of when 5 years old. 

672. Reserve Fleet Drawings. This file co nta m s drawings prepared by 
shipbuilders of profile of ships, not complete drawings. They are plans 
of component pa rts of ships. 

Dispose of when no longer needed for current business. 
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673. Specifications File. This file contai ns spc c i Iica t rons for equrprn cnt 
and materials used in the reserve fleet. 

Dispose of when no longer needed for current bu s rn e s s , 

674.	 Fleet Reserve Correspondence File. This file contains correspondence 
on the disposal of ships, grain storage program, hospital ships, exchange 
ships, date ships went out with which fleet and other areas of correspondence 
affecting the reserve fleet. 

Dispose of when no longer needed for current business. 

675. Allowance List File. This file contains the quantity of ship components, 
under supplies and equipment, that go into the outfitting of classes of ships. 

Dispose of when last ship in its class has been sc rapped. 

676. Regular Wage Schedule. 'I'hi s file contains data on wage rates estab-
lished in each wage area. This file is used as a source in rna ki ng up a new 
wage schedule. 

Dispose of when 3 years old. 

677. Ready Reserve Fleet PrograITl File. This file includes correspon-
dence, contracts, financial records, working papers, pr og r arn docurne nt s , 
and travel in connection with the Ready Reserve Fleet PrograITl. 

Dispose of when no longer necessary for current business. 

678.	 Vessel Data Card File. This file contains data on all ships in the 
reserve fleet: ship's na rne , type of ship, fleet laid up, date and trrne ship 
arrived, rf withdrawn f rorn fleet, name of shipbuilder, ship characteristics, 
ships added to fleet or withdrawn for scrap, sales, ships transferred to the 

Navy Department or other agencies. 

%f/J
Permanent. Offer to National Ar chrv es when }II years old or no 
longer needed for current business, whichever occurs first. 

679. Vessel Status - Accounting Change Card File. This file contains a 
record of ships transferred from other ag enc ie s or from shipping industry 
which may be traded in or available for other reasons. The data show ships 
in lay-up and inactive status. 

FlFlIo@ClllllI!ISlllhl!l!Sll' ?1Ii2:tf'it&N.~N"''''iiiI.;_~''•• _.1.2..a''.11li"'''''''. when iii..,	 no 
longer needed for current business, vll7'irlt.i~i"I!!.J S.M.".Sjl,jtl;,. 
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680. Sold ShIP Card File. This record conta i ns a card fi l e on ships sold 
f r orn the reserve fleet (1) by invitation for bid by i ndus t r y or private indr « 

viduals for scrapping or non-transportation use, and (2) ShIpS in lay up re-
turned to other ag encies. 
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681. Ship Exchange PrograIn File. This file conta ins data regardmg ships 
built by the Government in World War II and put into lay up; other st earn> 
ship cornpani es exchange their vessels for those in better co ndrt iori, newer, 
rno r e advanced or otherwise more advantageous to th ern , 

~i. ~~tf.f!:£If.C;:stvbJfff!~{f&£1
Is 9 needed feE Cdl • • II; l' 1 OCl fa r,J 
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682. Reserve Fleet Ship File. This file contains correspondence, rnerno » 

randa, ship condition report, preservation work report, log books, electrical 
inspection reports, ship rnov ern erit report and other doc urne nts relating to 

each ship in the R~~~U/l)JJ/{L ~ ~~~ 

Pe r-manerrt , :" : t1 I DT:::r" J 2 :. al_ 4 :0 5 ~l ~?%Z+.- A'9A' 
tie 1 kG . >e' 2 Ii ti' j? a. {/~c. I?a/~J:::?' 
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683. Reserve Fleet Surface Craft File. ThIS frl e contains a cqua s it io n docu- ' 
rnent s , service records, date painted, dry docked or other repairs of service 
craft in the reserve fleet, such as tugs, landing craft, barges, patrol boats, 
and personnel craft (landing craft). 

Dispose of docum ent s when craft IS di spo s ed of. 

684. Reserve Fleet SUInIna nes of Ships Withdrawal Repo rt File. This file 
contains statistical reports of laid up ships in the reserve fleet and aCCUInU-
lated ship arrivals, arrivals into fleet, SUInIna rized reasons for berng laid 
up, withdrawn, and by whom , on various pr og rarn s , 

Dispose of when 2 years old. 

685. National Defense Reserve Fleet Ship File. This fi l e contains the vari-
ous categories of ships in the National Defense Reserve Fleet Ships by: de-
sign, cornrn er ci.al dry cargo, milita ry auxiliary, comme r c i al , rna s cel.Ian eou s . 
The file is the only source of data on National Defe nsc Reserve Fleet Ships 

to be used in the event of a shipping emergency. 
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686. Arrival and Departure Ship Report File. This fi le contains r epo r t s 
from the various reserve fleets on the a r r rva l and departures of reserve 
fleet ships in and out of the fleet. 

Dispose of when 2 years old. 

687. Direct and Reimbursable Program File. T'hi s fi lc conta i ns copi e s of 
travel orders, budget documents, requisitions, memoranda, telexes, job 
orders, and related papers on the Reserve Fleet Program. 

Dispose of when 7 years old. 
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ASSISTANT ADMINISTRATOR FOR MARKETING AND 

DOMESTIC ENTERPRISE 

The Assistant Administrator for Marketmg and Domestic Enterpnse is the 
principal assistant and adviser to the Assistant Secretary on market develop-
ment, port and intermodal transportation development, cargo preference, 
and dome stic shipping a cti vrti es , and directs the activities of the followmg 
organizational units: The Office of Market Development, the Office of Port 
and Intermoda1 Development, and the Offi ce of Dorne s ti c Shi ppi ng , 
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OFFICE OF DOMESTIC SHIPPING 

The Office of Domestic Shipping formulates and implements na ti ona l pol i c i e s 
and programs for the development and promotion of the do m e s t i c waterborne 
comme rce of the Urnt ed States, i.ncIuda ng the inland wate rwa ys and non- con-
trguou s , coastwise and Intercoastal trades; fo rmulates plans, conducts s tudi es , 
and makes recommendations to improve the cornpe ti ti ve po s i t ron and Increase 
utilization of domestic waterborne transportation; and collects, rna mt a.ins , 
analyzes, and di s s errn nat e s data on cargo and cornrno drt y movements In the 
domestic waterborne co mrne rce of the United States. 

DivislOn of DomestIc Ocean ShippIng 

688. Administrative Subject File. This file consists of records pertaming 
to internal housekeeping matters such as press reports, releases, speeches, 
trade association newsletters and directives, weekly activity reports, annual 
report tests, equal employment opportumty, property inventory, security, 
budget, and legislation. 

Dispose of when 3 years old. 

689. Program Subject File. This file contains correspondence, memoranda, 
and other documents pertaining to the substantive po r t ion of office records 
that are filed unde r subjects because they do not concern a sp eci fi c shi pown e r , 
vessel, or other specific entity. Examples are: MarAd a s s i s ta.nce and pro-
motion programs, program planning, contractors, program policy, mort-
gage insurance, national defense reserve fleet, capital construction funds, 
coal, petroleum, LNG, pollution, cargo preference, terminals, bulk cargo, 
Great Lakes and off-shore industry. 

Dispose of when no longer needed for current busines s. 

690. Non-Contiguous Trade Area File. ThIS file cont aans trade s tudi e s , 
economic studies, trade publications, and correspondence concerned with 
those non-contiguous states and te r r-ito rre s served by domestic ocean ShIP-
pmg. 

Dispose of when superseded. 

691. Vessel Operators' FIle. This Iil e c onta i ns correspondence, news 
c Irppi ng s , and ope rators' trade journals which gIve a hi s to r y of each ope r-
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ator of vessels and barges engaged In dom es t i c ocean shipping. The file IS 
used to di s tingu i sh who operates in va r i ou s trades (geograph1cal) and a s s i s t s 
other MarAd divi s ron s in identifying operators i n various trades. 

Dispose of when no longer needed for current business. 

692. In-House Trade Reports Flle. Th1S file co nta i ns reports prepared 
and issued by MarAd on specific trade activity; e. g., Ma.i n e F'Io r ida rna r i nec 

transportation study, role of U. S. tanker i n the Virgin Islands, U. S. -
Main-land oil trade, and coastwise coal carriage. 

Dispose of record copy of report when no longer needed for current 
business. 

693. Domestic Trade Statistics Computer Reports File. Th1S file cont ai ns 
printouts of domestic trade statistics covering operator, commodity, ton-
nage, districts, ports, and vessel types. Source data are obtained from 
tapes from the Army Corps of Engineers. The file is used to furnish data 
to domestic trade operators, MarAd staff, other Government a.genc ies , 
brokers, and shipyards. 

tT Iff 8 dO 9. li. Dispose of when i years old. 

694. Photograph- Slides File. Th1S file contams photo-slides of operators, 
ports, and vessels photographed on an inspection trip. 

Dispose of when no longer needed for current business. 

695. Reading File. This file contains an extra copy of documents prepared 
for the signature of the drvi s ion chief and his superiors, arranged chrono-
logically. 

Dispose of when 5 years old. 

Division of Inland Waterways 

696. Program Subject File. T'hr s file conta rns correspondence, rncrn o randa , 
and othe r documents pe r ta im ng to the subs ta nt rve po r t ion of offi ce r cco r-ds 
that are filed under s ubje ct s because they do not concern a s pec rfi c sh rpow ne r , 
vessel, or other s pe ci.frc entity. Examples are: pollution, domestic water-
borne commerce, Federal Assistance Programs, environmental impact, 
ports and intermodal systems, water resources, t e r rn i riaLs, haza rdous 
materials, energy conservation, locks and darns, research and development. 

Dispose of when 5 years old. 
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697. Project File. This file co ns i s ts of Irna l repo r t s , momtonng r cpo rt s , 
and interim repairs (technique for r epa i r i ng barges that IS not permanent). 
Examples of projects are: Tank Barges Interior Repair Techniques, Trans-
portation of Hazardous Substances in bulk and Inland Wa t e rwa ys Trade Areas, 
and correspondence between MarAd and the contractor and individual compames 
involved in the study. 

Dispose of when 10 years old. 

698. Administrative Subject File. This file coris i st s of office copies of 
documents relating to such internal housekeeping matters as budget, Equal 
Employment Opportunity, work plans, weekly activity report, position 
descriptions, meetings and conferences, presentations, trip reports, speeches, 

Dispose of when 3 years old. 

699. Reading File. This file consists of an extra copy of documents prepared 
or signed in the division by the chief and hIS superiors, arranged chronologi-
cally. 

Dispose of when 5 years old. 
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OFFICE OF MARKE T DEVELOPMENT
 

The Office of Market Development formulates policies and conducts pro-
grams for the promotion and development of rnc r ea s e d trade for U. S. -
flag ships in the foreign commerce of the United States; develops and 
maintains cooperative efforts with Government agencies, and with s hippe r s , 
forwarders, bankers, insurance and other groups to promote cargo and 
trade expansion for U. S. - flag s hips ; calculates and recommends guide-
line rates, terms and conditions for transportation of Gove r-nrnent cfma nc ed 
cargoes; and regulates, reviews and reports on the administratlon of cargo 
preference activities under Public Law 664, 83rd Congress, Public Resolu-
tion 17, 73 rd Congres s, and other statutes, in accordance with Section 901 
of the Act. 

Office of the Director 

Information S stems F'rl e (COSIS) • ThlS file 
of comparison of rrnpo r ts and exports of commod-

with the U. S. The file shows the port, commodity, 
description, long tons, dollar value, for all U. S. ports. 

Dispose of when 5 years old. 

701. Administrative Subject File. This file contains papers on such mat-
ters as budget, leave, flexitime, personnel, emergency planning, travel, 
training, and similar housekeeping requirements. 

Dispose of when 5 years old. 

702. US/USSR Maritime Information Systems Agreement File. Thi s file 
contains agreements, contracts, correspondence, memoranda, i.nvo i ce s , 
modifications, and budget data concerning the agreement between U. S. and 
USSR on information systems. The file also contains supporting papers and 
cargo information sheets prepared by private American corrrpa m es and sub-
mitted to MarAd. MarAd forwards the information to USSR. It shows type 
of vessel, number of voyages, port vessel went to, weight, and freight rates. 

a. Agreements - Contract Documents 

(1) I s 11 !Suts d i 7 £ 5 T 2 Sl? 
J• Ell the % 8J 1'*9 1 
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..	 a: 1s dElbd 5 J ??; Di spo s e of 6 years, 
3 months after the agreements/contracts have been ternlln-
ated. 

b.	 All other papers - Dispose of 5 years after the contract has been 
completed or when the papers are no longer needed for current 
business, whichever is ea r Iier , 

Market Analysis Program 

703. Research Contract File. This file contains correspondence, precon-
tract documents, contracts, amendments, progress reports, papers related 

to the study, proposals, drafts, selection records, and similar documents 
related to contracts with research contractors. Oldest record dated 1976. 

Transfer to the WNRC after completion of contract. Dispose of 
6 years, 3 months after termination of contract. 

704. PreContract Study Areas File. This file contains data gathered from 
technical sources from which contracts scope of work is de r-rv ed , It con-I 

SlStS of journal articles, press clips, trade magazines, previous s tudi es , 
and similar materials. 

Dispose of when superseded. 

705. Panel File. This file contains project outlines, panel results (evalua-
tions), status reports, slide show, correspondence, agenda, memoranda, 
and similar panel materials. 

Dispose of when 3 years old. 

706. Reading File. This consists of copies of letters prepared for the 

signature of the program manager for market analysis. 

Dispose of when 3 years old. 

Division of Commercial Cargo 

707. Country File. This file contains trade data (cables and pubhcations) 
and any papers relahng to trade used as enhancement of the market lead 
system, which is an intelhgence gathermg system dr r ect ed to U. S. flag 
ocean carriers. 

Di s po s e of when superseded. 
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708. Steamship Lines File. This file contains s t ea.mshrp line s promotional 
documents, articles of current interest, and available steamship s e rv i ces , 
The file is used to enable MarAd staff to be up-to-date on s te arn ahrp services 
and equipment. 

Dispose of when superseded. 

709. Program Subject File. This file contains correspondence, memo-
randa, and other documents pertaining to the substantive portion of office 
records that are filed under subjects because they do not concern a spe ci fi c 
s hrpowne r , vessel, or any other s pe c i fi c entity. Examples are: USSR/US 
Bilateral Agreement, including manifests, edit listings (cargo listings of 
USSR/US ships), reports, monitoring of freight sharing agreements, studies, 
such as voyage analysis, and other similar documents. 

Dispose of when superseded. 

710. Market Lead System Reports. ThIS file conta i ns spe cra Ii ze d reports 
relating to the market lead system. issued by MarAd at the request of steam-
ship lines. Each report concerns several countries. 

Dispose of when 3 years old. 

711. Flag Penetration of U. S. Foreign Trade Route Report File. This fi l e 
contains reports prepared by the Office of Management Information, tailor-
made to an individual request, relating to trade and vessel statistics for a 
given period. It is used to evaluate the trend of trade, expecia11y in U. S. 
participation, whether good or bad. 

Dispose of when 10 years old. 

712. Bulk Conference Work Program File. This file contains work assign-
ments and supporting documents created for the promotion of action on the 

part of other agen7~o~~htJlliJ~c~r~ 

~$t;fiJJ;'j~·~f#P-ttt3JiZ.'t£;:M-;;;;a;~ ~r~~ 
713. Major Bulks - Shippers' File. This file contains correspondence, • 
memoranda, analyses, and corporate data which form an historical record 
on MarAd's efforts to promote the ownership and ope ra tron of American ships. 

Dispose of when project has been completed. 

714. Projects File. This file contains correspondence, outside contracts, 
supporting papers, and similar material relating to projects with respect 
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to independent companies on s ubje ct s su ch as: tug barge pr orno ti on, Bur-
eau of Mines study on non-fuel mineral policy, standard bulk vessels, and 
coal working group. 

Dispose of when project has been completed. 

715. Operator File. This file contains the names of persons of actual 
and potential shipowners and ship operators who are induced by MarAd to 
build and operate ships for the transportation of commercial cargo. 

Dispose of when project has been terminated. 

716. Program Administration File. This file conta i ns budget justificatlon, 
study, proposals, program definitions, quarterly reviews and goals of the 
administration of programs to promote the increased cons t r u.ctro n and opera-
bon of ships for use in the transportation of commercial cargo. 

Dispose of when program has been terminated. 

717. Conference File. This file contains rrn nut es , agenda, reports to In-
dustry, administrative record, bulk, conferences, vessel co n s t ruc tro n, ves-
sel financing, vessel operations, technological con srde rat io ns , domestic 
trading, labor, and similar conference documents. This fi.l e may be i nco r po » 

rated into the agency's history. 

Dispose of when incorporated into agency's history. 

718. Shipper Information System File. This file contains Form MA 740, 
Exporter /Importer Data or equivalent, submitted to MarAd by exporters / 
importers, furnishing data on such items as: commodities shipped, fo r e rgn 

trade areas, U. S. destination, foreign origin, volume, ShlPS' preference 
cargo, method of shipment, mode, and related information; a cornrrutrnerit 
(by policy directive) by exporters/importers to use U. S. flagships in surface 
transportation; and a deletion list of, shippers who no longer participate in the 

program. 

Dispose of when (a) firms go out of business; (b) firms become In-

active as exporters /importers; or (c) upon te r rni na tro n of shippers' 
contract program, whicheve r occurs first. 

719. Foreign Maritime Representatives Correspondence File. This file 
contains correspondence between MarAd and foreign rrra r itrrri e represent-
atives abroad in all aspects of the s hrppe r contract p r ornot ron program 
abroad. The file is used as an historical reference. 

Dispose of when 1 year old. 
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720. Quarterly Progress Report File. This file contains surnrn a r i e s of 
the progress of regions' activity quarterly and annually, prepared by Mar-
Ad from data submitted by the regions. 

Dispose of when 5 years old. 

721. Commodity Target Program Assoclations File. T'hi s file contams 
documents relating to the promotion of benefits which will accrue to the 
constituency involved in exporting/importing whose cargoes have not moved 
in American flagships to the extent that MarAd desires; MarAd identifies' 
the shipping problems that are shared and solved. 

Dispose of when 5 years old. 

722. Carriers' Request for SIS Data File. This file contains requests by
 
carriers for information concerning the Shrppe r s ' Information System.
 

Dispose of when 1 year old. 

723. Overseas Business Report File. This file contains updated info r ma ti on 
on the transportation section of the Overseas Business Report, which i s lS-
sued annually or within two or three years, as needed. Thi s i s a reference 
file. 

Dispose of when 3 years old. 

724.	 Commodity Target Program File. This frl e contains background on 
the program, names of exporters, statistics, location of shippers and re-
1ated documents, used to identify an industry which manufactures a com-
modity not now moving on Arne rican ships. 

Dispose of when 5 years old. 

725. Potential Exporter List File. This file contains names, addresses, 
regions located, summa ry of who have been contacted and if they have is-
sued a U. S. flag policy to ship on American vessels; also contains Fortune 
and Forbes photocopy listings. 

Dispose of when 3 years old. 

Division of National Cargo 

726. Export - Import Bank File. This file contains correspondence, memo-
randa, documentation reports and other documents as they are related to the 
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functions of the Export - Import Bank in the adva.ncernerrt of funds or c r edrt 
to foreign importers pur-cha srng Arne ri ca n equrprne nt , rria t e r i a l s , or com-
modities which must be transported In pnvately-owned U. S. flag com-
mercial vessels in 100 percent of the gross tonnage of such cargoes, under 
Publlc Resolution 17. unless the requirement is wai ved for sufficient reasons. 
Also contains individual loan file, country quotas file and discriminatlon files. 

Dispose of when 5 years old. 

727. Federal Agencies File. This flle contains Federal agency r egul.at.ions 
on cargo preference, correspondence, memoranda, press clips, legal docu-
ments, copies of contracts between Federal a.ge nca es and private ent rt ie s 
w hrch MarAd monitors to assure that they contain the cargo preference clause. 

Dispose of when cargo preference program has been terminated. 

728. Military-Related Company File. This fi l e contains correspondence, 
memoranda, and copies of letters (contracts) between foreign governments 
and Arne rican companies under which the foreign government purchases 
various military goods from the Arne ncan companies and transports the 
goods in American bottoms, under the cargo preference law. 

Dispose of when 4 years old. 

729. Program Subject File. This file contains correspondence, memo-
randa, and other documents pertaining to the su.bs tarit i ve portion of offi ce 
records that are filed under subjects r ela ting to all the va r iou s programs 
under cargo preference. Examples are: double subsidy, cargo preference 
liaison program, waivers, USDA grain standards, guideline rate review, 
Alaska oil, freight payments, and legal opinions. 

Dispose of when program is terminated. 

730. Bills of Lading File. This file contains computer cover sheets entered 
into the computer system and bills of lading which verify ahapm ent i n U. S. -
flag vessels by American companies under contract with foreign entitles to 

supply U. S. materials. 

Dispose of when 2 years old. 
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OFFICE OF PORT AND 

WTERMODALDEVELOPMENT 

The Office of Port and Intermodal Development formulates nat rona l poIi c i es 
and programs, and conducts programs for the development and promotion of 
intermodal t ra ns po rt atron systems; conducts studies and formulates plans for 
the promotion, development and utal.i za trori of ports and port facilities; pro-
vides technical advice to other Government a genc res , private industry and 
State and municipal governments in the above fields; coordinates and p r ovrde s 
leadership to the Department's overall effort to reduce, s rm pl ify and other-
wise facilitate the use of documents required for trade, travel, and transport 
purposes; and conducts erne rgency planning for the utilization and control of 
ports and port facilities under national mobilization conditions. 

731. Information and Publication Request FIle. ThIS file consists of the 
request and a copy of the reply to reque sts for information and publ.i catrons , 
and other routine informational requests, involving no Significant record 
or policy matters. 

Dispose of when I year old or return to requester with the material 
requested, whichever is preferable. 

732. Equipment - Facilities Program Files. This file contains Instructions 
for program development, drafts, plans, correspondence, and background 
data for the development of the 5-year plan. 

Dispose of when 3 years old. 

733.	 Equipment - Facilities Project FIle. This file contains correspon-
dence, memoranda, reports, contracts, amendments, technical references, 
solicited and unsolicited proposals, and similar documents regarding s tudi e s 
of public marine terminals, port emergency planning; t e r rru na I fa ci li.tre s , 
computer simulation models, computerized data base of U. S. port fa ciIi.ta.es , 
marine fire protection, and other similar studies in the areas of management, 
demonstrations, and equipment. 

a.	 Contract EaEers. ii U iii I i I ~ e Ii I I~ I Ii, 
Ii I I II U , IIiI i 2j pkpo r '] c 

j 2 I aft. • PC • dispose of 6 years and 3 months 
after completion. 

b. All other papers. Dispose of when 5 years old. 

-157 -



734. Nautical Chart File. 'I'hi s fi l e co nt a iris na uti ca l charts of U. S. ports 
and harbors. It is used to support projects and studi e s , It i s reference 
rn at e r ral , consisting of charts produced by the National Oceanic and Atmo-
spheric Administration. 

Dispose of when superseded. 

735. Visual Aids. This file contains camera copy s Irde s , by Vu-graph when 
reports are printed. 

Dispose of when superseded. 

736. Port Planning Project File. This file conta ms correspondence, memo-
randa, reports, copies of contracts, amendments, technical references, so-
licited and unsolicited proposals, and similar documents regardmg studies in 
cooperative master planning: financial and economic aspects of por t develop-
ment; local and r egrona l , and national conferences; capability and pr odu ct ivi ty 
issues; terminal facilities; computer simulation models; port utilizational in 
periods of emergency; promotion, analytical pr oce s s i ng methods; lnternation-
al activities; environmental and energy aspects of port planmng; and related 
projects. 

a.	 Copy of contract. For those completed before July I, 1975, dis-
pose of when 10 yea rs and 3 months old; for those completed 
after June 30, 1975, dispose of 6 years and 3 months after comple-
tion. 

b.	 All other papers. Dispose of when 5 years old. 

737. Port and Port Facilities File. This fi Ie contains contracts, studies, 
projects, proposals, scope of work, reports, and other documents related 
to research, prepared in-house or by uni ve r s iti e s or i ndu s t r y from i de a s 
originated by MarAd staff or outside, calculated to formulate national pol-
ic ie s , objectives and plans and conduct progranls for the development and 
utilization of ports and port facilities. Used as a ba s i s for futu re contracts 
or as an historical reference. 

a.	 EDA Port a ppl ica tron s , Dispose of when no longe r needed for 
current business. 

b.	 Cooperative port planning studies. Dispose of when 10 years old. 

c.	 Port promotional materials. Dispose of when 3 years old. 

d.	 Contracts. 
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(8)	 Ace J IilY?:Ii <i nita JUhG 80, U,E Dispose of 6 years, 
3 months after contract is terminated. 

e.	 All other documents. Dispose of when 5 years old. 

738. Reports File. This file contains reports prepared by ports as year
 
In review (commercial and economic development and financial review).
 
It serves as a source for information upon request by MarAd staff, and as
 
promotional material.
 

Dispose of when superseded. 

739. Port Program Subject File. This file contains correspondence, memo-
randa, reports, proposals, contracts, studies re ga rd mg industry associa-
tions, intermediate transportation, program planning and organization, re-
ports, research and development and types of vessels, and other subject docu-
ment pertaining to the substantive portion of office records which are not re-
lated to a specific individual or thing. 

Dispose of when 3 years old. 

740. Port File. This file includes correspondence, memoranda, news 
printouts, magazines and committee me etmg data regarding contracts. 
This file is a source document for preparation of contracts and historical 
reference regarding U. S. and foreign ports. 

Dispose of when 5 years old. 
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ASSISTANT ADMINISTRATOR FOR RESEARCH AND DEVELOPMENT 

The Assistant Adrrlinistrator for Research and Developrrlent is the p r inc rpa I 
assistant and adviser to the Assistant Secretary on research and de ve Iopm ent , 
Within the i.rnrrie drat e offi c e of the Assistant Adrni ni s t r at o r are personnel re-
sponsible for overall pr og r a rn de ve Ioprne nt and control in the above areas, 
and for planning, directing and coordinatlng the a ctivi ti e s of the Na tioria l Man-
tirn e Research Center located at Kings Po mt , N. Y. The As s i st ant Adrrn ni s » 

trator directs the activities of the following organizational units: The Office 
of Ma r i.ti me Technology, The Office of Advanced Ship De ve Ioprn ent , and The 
Office of Advanced Ship Operatlons. 

Irrlrrlediate Office of the Asslstant Adrrllnistrator 

741. Research and Developrrlent Project File. This file contains informa-
tion on ports and background rnfo r-rnat ion on the coal s itua tro n and sugges-
tions for solution by the Coal Export Task Force. 

Dispose of when 5 years old. 

742. Society of Naval Architects and Marine Engmeers (SNAME) Flle. T'hi s 
file contains reports, m erno randa , surrirn a r y of fi ndi ng s and s irni Ia r docu-
rn ent s related to the Society of Naval Ar chrte ct s and Marine Eng i nee r s , 

Dispose of when the Deputy Assistant Adrni.ni s t r a to r is no longe r 
a rn ernbe r of the Cornrrii.tt ee , 

743. Contract COrrlpletion Reports. Thi s file consists of co mp l eti on re-
ports sent in by the contracting officer of MarAd on contracts originated 
In-house on research. 

Dispose of when 3 years old. 

744. Prograrrl Subject File. T'hi s file contains correspondence, rrlerrlO-
r anda , and other do curne nt s pertaining to the substantive po r t i on of offi cc 
records that are filed under subjects because they do not concern a s pe crfi c 
individual, c ornpany, or thing. Exa.rnpl e s of the subject fi l e are: bulkers, 
cargo preference, cornrn e rce crti e s , U. S. Coast Guard, Ina nne fire protec-
taori, LNG, Ma rIt irne Research Info rrnataon Service, non-fuel m ine ra Ls , off-
shore t e r rrrina.l s , and other s irrri la r subjects related to cornrn e r c ia l develop-
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OFFICE OF ADVANCED SHIP DEVELOPMENT
 

The OffIce of Advanced Ship Development develops, organizes, coordinates 
and manages programs for the application of scientific and technological de-
velopments to improve ship systems, shipbuilding, ship machinery, equip-
ment, and other components, with the objective of increasing the efficiency, 
productivity, and effectiveness of the United States me rchant marine; initiates, 
solicits, develops, and recommends s pe crfi c projects; develops technical 
scopes of work for contracts; and administers technical aspects of contracts 
in these areas. 

745. Program Reference File. This file contains instructions for program 
development, drafts, budget, evaluations, action plans, clippings, bul lcti ns , 
correspondence and background data for the development of advanced ships. 

Dispose of when 5 years old. 

746. Project File. This file contains correspondence, memoranda, re-
ports, copies of contracts, amendments, technical reference, sol.i cit ed pro-
posals, evaluations, and similar documents related to advanced ship develop-
ments and Rand D programs in the following areas: advanced s hi p machinery, 
shipbuilding R and program, Arctic marine transportation Rand D programs, 
and the Savannah project. 

a. Contracts 

a. S j P Jj l; 19111 MtsPS3 w fa TT 

.J b~? S~' tl~2.6~2.g.2~2t~£~&~c.L~ J.e 

_ DIspose of 6 yea r s , 
3 months after the contract is terminated. 

b. All other papers - Dispose of when 5 years old. 

747. Administrative Subject File. This file contains docume nts relating to 
such internal housekeeping records as budget, time and a ttenda nc e.« requiSI-
tions for services and supplies, travel, legal, info rmation, reports and sim-
ilar documents on housekeeping requirements. 

Dispose of when 5 years old. 

748. Reading File. This file contains Weekly Act ivi ty Reports, and copies 
of documents prepared for the signature of the Office DIrector, the program 
managers, and the project managers, arranged chronologically. 

Dispos e of when I year old. 
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749. Program Subject File. This file contains correspondence, m.emo-
r anda , and other documents pertaining to the substantive portion of office 
records that are filed under subjects because they do not concern a specific 
research company, powerplant, tanker or any other specifi c entity, on such 
subjects as: Atlantic research, bulk carrier, cornp eti tav cne s s of American 

Me rchant fleet, liquified natural gas center and related subjects. 

DIspose of when 2 years old. 
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OFFICE OF ADVANCED SHIP OPERATIONS 

The Office of Advanced Ship Operations develops, organizes, coo r dma te s 
and manages programs for the application of scientific, t ec hnol og i ca.l, and 
other developments to upgrade the ope r at rona l efficiency and cornp eti ti ve 
position of the United States me rchant rna rine; initiates, solicits, develops, 
and recommends specific projects in these areas, Including fleet management, 
navigation and communications, port and terminal operations, cargo handl mg , 
marine personnel requirements, ship performance and safety; develops tech-
nical scopes of work for contracts; and a.drni rn s te r s te chrn ca l aspects of con-
tracts in above areas. 

750. Program File. This file contains informatlon for program develop-
ment, drafts, correspondence, and background data, including budget prepara-
tion and plans for the development of advanced ship operations in the following 
areas: ship performance, productivity, and safety; fleet management tech-
nology, and cargo handling. 

Dispose of when 3 years old. 

75l. Project File. ThIS fi le contains copi e s of contracts, reports, proposals, 
evaluation, correspondence, memoranda, techrn ca.I performance on the Job, 
technical materials, supporting papers, and other documents related to 
projects conducted In the following areas; fleet management technology, 
ship performance, and safety. 

Transfer to WNRC when 3 years old. DIspose of when 10 years old. 

752. Final Report File. This file consists of reports submitted by research 
contractors concerning all aspects of completed research p r oj e ct s , 

Dispose of when 10 years old. 

753. OffIce Subject File. This file cont arn s correspondence, and other 
documents pertaining to the substantive po rtion of offi ce records w hi ch 
are filed under a subject because they do not concern a specific Individual 
or thing. Examples of such subj e ct s are: coope r a t rv e a g r eerne nt s , re-
search and development reports, cargo handhng, po llut i on abatement, and 
similar subjects which cannot be fi l ed under a spe c i fi c program IiIe , 

Dispose of when 5 years old. 
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754. Reading File. T'hi s file co ns i s ts of a copy of documents prepared and 
signed in the office, arranged In ch r ono l og i ca l order. 

Dispose of when 3 years old. 
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OFFICE OF MARITIME TECHNOLOGY
 

The Offlce of Maritime Technology conducts basic research to raise the 
level of marine scientific knowledge and advance the technological base 
on which ships are designed to pr ovide construction and operating systems 
for a more productive and compehtive me rchant marine. Conducts research 
in hydrodynamics, structures, oceanography, and other subjects which have 
a bearing on improvements in the merchant rna r me , i nclud ing institutional 
and university research in marine science and technology appropriate to 
maritime affairs. Identifies areas of research to enhance present systems 
and design new systems responsive to types of cargo and condihons of trade 
routes and offshore structures. Conducts exploratory research into advanced 
ship concepts such as tug-barge systems, express cargo systems, neobulk 
and bulk cargo shippmg systems, and industrial plant ves s el s , Investigates 
used of advanced electronic systems to enhance ship efficiency and produc-
tivity. 

755. Rand D Contracts - Project File. This file consists of copies of con-
tracts, amendments, accepted proposals, evaluations, documentation, back-
ground and supporting papers, t echm ca l reference, and similar documents 
created in the areas of advanced ship systems, marine s c i enc e s , i ndu s t r ia l 
plant vessels, and navigation and cornrnurn ca t'ions , 

Dispose of 7 years after contract has been terminated. 

756. Rejected Proposals File. This file contains proposals to perform 
research submitted by contractors to MarAd, and rejected by the As sis-
tant Administrator for Commercial Development or by program managers 
because of technical inadequacies or funding limitations. 

Dispose of when 3 years old. 

757. Program Development Files. This file co nta m s instructions for pro-
gram development, drafts, correspondence, and background data, including 
budget preparation and plans for the development of advanced ship systems, 
communication and navigation, market analysis, maritime sciences, indus-
trial plant vessels, unive r s rty programs and technology transfer. 

Dispose of 2 years after cornpl etron of all projects in the pe r tt ne nt 
program. 

758. Program Subject File. This file consists of correspondence, memo-
randa, and other documents pertaining to the substantive portion of offi ce 
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records that are filed under subjects because they lack a spec i fi c i ndi vi dua l 
or thing, to file them under. Examples of subjects in this file are: auxili-
ary power defense unit, heeling rudder concept, spread spectrum test, U. S. 
Coast Guard, Arctic Trafficability Study, SNAME marine system, aeronau-
tics and space activities. 

Dispose of when 5 years old. 

759. Contracting Source Information Flle. 'I'hi s fi le contains brochures 
and pamphlets submitted by potential contractors as a perspective of their 
capabilities. It is used to prepare a list of eligible contractors. 

Dispose of when potential contractor is no longer In business. 

760. Visual Aids. This file contains original, Vugraphs and camera copy 
slides presented to the staff, industry, shipyards, and other Government 
agencies, to tell the Maritime echnology story . 

. ~~	 I~~ 
761. Ship Structures Committee. 'I'hi s file consists of reports, minutes, 
programs, joint meetings, university grants, research, correspondence, 
and supporting documents related to the fundrng of cornrn rtt ee a ctavat ie s , 
active projects funded by the Committee, whose primary function is to 
sponsor research. 

Dispose of 1 year after project has been completed. 

762. Committees Reports. This file consists of reports, submitted by 
committees e s ta bl i she d to solve specific ma r i time cornrnuru ca ti.on and 
navigational problems, and working papers. The wo rk mg papers are used 
to write a report, develop a project, and define an area for contractual 
work; the reports are used as a source document for development, plan-
ning, specification and design of system architecture, and In the prepara-
tion of contracts. 

a.	 Working Papers. Dispose of when issue has been resolved. 

b.	 Reports. DIspose of when superseded or when no longer needed 
for current bus me s s , whichever comes fi r s t , 
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THE NATIONAL MARITIME RESEARCH CENTER
 

The National Maritime Res earch Cente r i den ta fi e s specific problems of the 
maritime industry, recommends work to alleviate these problems, and serves 
as the focal point to bring togethe r institutions, industries and municipalitles 
for purpose of rde nti fi ca tion of requirements and dr s s errn nat i on of research 
and development results for users. The Center provrde s support to the Mari-
time Administration for specific projects and recommends rnt r odu ctron of 
applicable results into the maritime industry by the most beneficial means. 
The Center also provides a test capability to support Maritime Administration 
programs for which experimental evaluation 1S required. It e s ta bl.ishe s test-
ing techniques and provides testing services for use by the maritime mdus t r y, 

763. Research and Development Program Subject File. The file consists 
of documentation generated or collected by the Director and hi s Laboratory 
Managers pertaining to specific programs in ope r at ion and those under de-
velopment. These records are used to facilitate dec i s ion making and main-
taining executive oversight of all the Research and Development a ct iv rt i e s , 

Dispose of when 5 years old or when purpose has been served, which-
ever is sooner. 

764.	 NMRC Documentation Management Files. Contains an official file copy 
of each technical report or unpublished manuscript of a report prepared in 
connection with a project, article reprints, terminal narratives, statistical 
and graphic compilations, summarizations and analyses. 

Dispose of when no longer needed for current business. 

765.	 Research and Development Technical Reference. Consists of techmcal 
reports, background papers, specificahons, and other technical and s c ient i fi c 
data generated by the office or r ecerve d from Government agencies, com-
mercial concerns, or other sources. The data are used as a reference source 
in the performance of the research and development furic t ron , but supplement-
ary to the official file copies of these documents. 

Dispose of the individual documents or contents of the file when super-
seded or no longer needed for current business, whi che ve r 1S sooner. 

766.	 Research Contract Case File. These are record copies of contracts 
awarded to private quahfied institutions and organizations for research 
projects. The file case contains a copy of the contract and any pertinent 
amendments or modifications with related papers pertaining to the content 
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of the pr oj ect , status and payments as pr es c r i bed In the contract. The case 
also contains a copy of the approved final report. Although a fr s ca l contract 
case file on a research contract is maintained In the procurement a ct ivrty, It 
does not duplicate these case files which contain pnmanly all of the authon-
tative program papers. Cases are closed upon r ece ipt and approval of the 
final report. 

Dispose of 10 yea rs and 3 months afte r closure of contract. 

767. Research Prog ram Subject File (CAORF). Cons i st s of program docu-
ments and correspondence maintained by the office r e spons i bl e for the execu-
tion, review, and analysis of the Computer Aided Operations Research Facil-
ity program, and also the general planning and sup e r vi sion of the system. 

DIspose of the individual documents or contents of the file when super-
seded or no longer needed for current business, whichever IS sooner. 

768. Computer Aided Operations Research Facility (CAORF) Systems FIle. 
Records maintained at the CAORF Facility In Samuels Hall reflect a complete 
history of the project from initiation through research, development des rg n, 
and testing to completion. Included are procurement documents, co ns i sti ng 
of a copy of each contract or agreement for research services wrth related 
modrfrca ti ons , changes or addenda; project authonzation documents; project 
cards, technical cha r-act e r rs ti c s ; test and trial results; drawings and speCI-
fications considered to be essential to document design, modifications and 
engineering development; technical and progress reports; notice of cornpl et i on 
or cancellation; reference to the location of prototype models, films; and cor-

re spondence influencmg t;~e;;~;,Xu.tt-en ";,'tr;;;,tz.tI!eI-
__ auent. ~ 65 ll: 1_ _~;1'o.;e,.·"d.eiEhlO€ 3 J.) I5 I
 
a"h Elie cswt: a is . ts.d.
 

769.	 Research Report File (CAORF). Conta rns an offi ci.aI fi l e copy of each 
technical report or unpublished manuscnpt of a report prepared in connection 
with a project, article reprints, terminal na r r a trv e s , sta t i s t i ca I and gra phi c 
compilations, summarizati ns and analyses. \ 

{)	 ~,b1f/~ 

770.	 SS Manhattan Arctic Marine ProJect. The file coris i s t s of techmcal 
reports, various support documentation and raw data. Included are full 
scale icebreaking tests, model tests and ana l yti c de s i gn stud i e s , fe a s i bt l > 

ity design of new ice-breaking tankers, f ea s i brl i ty design of an A'r cti c 
marine terminal, and environmental studre s . The records In custody of 
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NMRC are made available to select members of U. S. i ndu s t r y and foreign 
governments for the technical exchange of data from the Manhattan experi-
ments. 

a. 
Official Documents. P/~ ~~A I Aht /I",tk;RI2..otee/ 
PCZiII&IUudiU Offer for bdh:t!l to Pfatlbhai AtChlVes J i • 

l4} sor Fe8ihid	 MP 
hI eai1C;2~. ~~;i Aut"~ I%~". 

b. Working papers. Ji)i};eSl~ whcn pa:P~IQS !sou, :i~M 

771. NS Savannah Project Files. This file consists of reports and records 
pertaining to the construction and operation of the Nuclear Shrp Savannah. 
Included in the files are training records, vendor d r awi ng s , ships design, 
ship repair, nuclear instrumentation safety system, dry docking, progress 
reports; ShIP operahons, specifications, instruction manuals, contracts, 
progress reports, and s irni Ia r type documents. 

a. 

lllS!;!! aeedsQ fol' e3)p/~ , ~sASi,v~ /lurA~/I!./'Z't/. 
b. Working papers. ;Qupos:.e'r ::lwa pMpllI tag beed 1162 ule 

772.	 Management Control Reports. These are copies of reports and cor-
respondence that are collected or generated to maintain management control 
of the program activities. They include such Items as obl iga tron and cost 
reports, activihes reports. expense statements for administrative costs, 
project narratives. budgets. production reports and other similar reports 
that pertain to the program. 

Dispose of when 3 years old. 

773. Procurement File. These are offi ce copies of r equi s iti on s and purchase 
orders for services and other objects. Procurement and fiscal accountability 
are maintained in the Procurement and Budget and Accounts Activities. 

Dispose of when 5 years old. 

774. Finance and Budget Control Repo rts. This frl e consists of financial 
and budget reports of the Research Center. Included is the status of research 
and development operations. 

Dispose of when 3 years old. 
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775.	 OffIce Chronological Files (Reading Files), The fi l e consists of 
chronologically filed copies of Incoming and outgoing correspondence, and 
memorandums prepared or signed by the Director or his Division Ch~efs, 

DIspose of when 5 years old. 

776.	 Invoice Files. Thes e are office copies of invor ce s with related schedule 
of withdrawals and credits, subscnptions, bi Il s , and s rrnila r documents. 

Dispose of when 2 years old. 
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U. S. MERCHANT MARINE ACADEMY (USMMA)
 

The U. S. Merchant Marine Academy 1S under the direction and supervision 
of a Supe r mt endent who reports to the Assistant Secretary for Maritime Af-
fairs. 

Immediate Office of the Supenntendent 

The Immediate Office of the Supermtendent 1S r e spo ns i bl e for planning 
and directing the activities of the U. S. Merchant Manne Academy. 

Deputy Supe nntendent 

The Deputy Superintendent is responsible for: 

Advanced planning for the Academy, mc1uding planmng for future 
needs of the Academy's phys i ca l plant and equipment to meet future 
rna rine oc cupa tions . 

Planning, directing, and coordinating Academy functions and 
a ct iv i ti es involving Congressmen, dignitaries, and other h1gh-
level officials. 

Chaplains' Off1ce 

The Chaplains' Office, staffed by U. S. Navy Chaplains assigned by the De-
partment of the Navy, provides for and gives support and general direction 
to a program of religious and spiritual activities for Midshipmen. 

(NOTE:	 The files of the Chaplains' Offi ce are kept as part of the 
files of the Immediate Office of the Supermtendent.) 

External Affairs Office 

The External Affalrs Office: 

Provides for the admittance of Midshiprrren to the Academy in accordance 
with criteria approved by the Assistant Secreta ry for Ma r iti m e Affai rs. 
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Conducts studies of the validity of exi s ti ng c r i te r i a for admission and 
recommends r e vi s i.o ns to such c r it e raa , when appropnate. Ma.int.ai ns 
liaison wi th alumm groups for the benefit of the Academy, conducts 
activities toward obtaining suitable rna r rtrrne employment for graduates 
of the Academy, maintains up-to-date records of graduates, and prepares 
studies and reports of the i r employment status. 

Provides for the dissemination of Information about the Academy through 
news media, personal appearances, public events, speeches by Academy 
officials, and audio-visual aids, subject to pol i cy di r ect ron and clearance, 
as appropriate, by the Headquarters Public Affairs Officer. 

Provides nonva cadern ic counseling to Midshipmen. 

Immediate Office of the Superintendent 

777.	 Academy Program File. P'r og ra.mrna ti c and t r an sa ct i on documents 
used to fo rmulate and execute the Academy's program. Includes: agenda 
and minutes; agreements; comments, requests, recommendations, or pro-
posals; evaluations, reports, or s tudi e s ; schedules, statistics, or surnrna r i e s ; 
instructions; background or work papers; correspondence or memoranda; and 
comparable ore related documents concerning policy, plans, ISsues, goals, 
and objectives relating to: mission and functions; operations and workloads; 
budgets; committees; me etrng s and conferences; i nspectz on s and official ViSItS; 
future needs; and other topics pertinent to developing, directing, and review-
ing the Academy's program. Specifically includes as subjects: Advi so r y 

Board; Board of Visitors; Executive Board; ceremonial fun ct ions and actIv-
ities; and external organizations and institutions. 

DIspose of when 10 years old, or no longer needed for current business, 
wh i che ve r occurs fi r s t , 

Office of External Affairs 

Directors Office 

778. External Affairs Program File. P'ro gt-arnrnat.i c and transaction docu-
ments used to formulate and execute the external affairs program. Includes: 
informahonal and instructional papers; agenda and minutes; requests, reports, 
recommendations, and studies; schedule s, s ta t i s t i c s , and summa r i e s ; data 
work and spread sheets; correspondence and memoranda; background and work 
papers; and comparable and related documents concermng plans; Issues, goals, 
and objectives relating to: functions; operations and workloads; budgets, audits; 
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rne etmg s and conferences; and other tOPICS pe r t i ne nt to the p.la.nni ng , man-
aging, and reviewing of admissions, placement, alumni a ffa i r s , and public
 
inforrna tion functions and activities.
 

Dispose of when 5 years old or when no longer needed for current 
business, whichever comes first. 

779. Graduate Survey File. ~:c Transaction documents used to provide bio-
graphical data on the USMMA graduate body. Includes: biographical data
 
questionnaires; graduate master listing; and related documents involved in
 
preparing required statistics, graduate directories; and alumni data.
 

Dispose of when no longer needed for current bus i ne s s , 

780.	 Midshipman Loans File. * Transaction documents used to adrm m s t e r 
individual student loans under the Guaranteed Student Loan Program. In-
cludes: loan applications; bank charges statements; ledger sheets; loan index 
cards; memoranda; and related documents Involved in pr oce s s rng and monitor-
ing educationally related financial a s s i s ta.nc e for rm.dshrprne n , 

Dispose of 5 years after graduation. 

Admis sions Office 

781. AdmisslOns Program Subjects File. Programmatlc and topical docu-
ments concerning the administration and ope ration of adrrn s s ion prog ram 
functions. Includes: informational and instructional papers; agenda and 
minutes; requests, recommendations, reports, and studies; schedules, 
s tat ist i cs , and summaries; data work and spread sheets; correspondence 
and memoranda; background and work papers; and comparable and related 
documents of a general or specific nature on transactions and subjects not 
documented in other admis sions frl e s , Includes as subjects: adrni s s i ons 
standards and procedures; candidate recruitment; admissions outreach; and 
other pertinent to aspects of the admissions program. 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs first. 

782.	 Admissions Processing File. Transaction documents used to control 
a drni s s ions operational procedures. Includes: applicant data cards; candidate 

status cards; registers and logs; memoranda; and related documents involved 
in monitoring the admissions process. 

Dispose of I year after incorm ng class enters. 
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783. Admissions Candidate Case File. ~:c T'ran sa ctron documents used in
 
processing individual candiates for admission to USMMA. Includes:
 
sponsor's nomination notices; admissions applications with grade transcnpts
 
and supporting papers; college entrance test score reports; correspondence;
 
and related documents involved in administering the competitive appointment
 
process.
 

a.	 Combine file of final appointees with Midshipman Pe r sormel 
Folder. (See Assistant Superintendent for Regimental Affairs.) 

b.	 Dispose of files of unappointed candidates after 1 year. 

784. Admissions Evaluation File. )lc Transaction documents used in evaluating 

candidate's qualifications and standings for admission to USMMA. Includes: 
candidate evaluation cards; competitive sel ectron listings; memoranda; and 
related documents involved in administering the competitive appointment 
process. 

Dispose of 8 years afte r respective clas senters. 

785. Admissions Sponsors File. T'rans a ct ron documents used in commumca-
tions with individual nominating authorities. Includes: competition selection 
reports; correspondence and memoranda; and related documents involved In 
reporting candidate selection and answenng inquiries concermng the compet-
itive appointment process. 

Dispose of 6 years after sponsor leaves office. 

Placement Office 

786. Placement Services Subjects File. Topical documents concerning the 
administration and ope ration of placement s e r vi ce s prog ram functions. In-
cludes: informational and instructional pape rs; agenda and minute s; requests, 
reports, and studies; schedules, statistics, and summaries; data work and 
spread sheets; correspondence and memoranda; background and work papers; 
and related documents of a general or specific nature on transactions and 
subjects not documented In other placement services files. Includes as subjects: 
maritime company profiles; maritime positions, maritime career seminars; 
maritime industry recruiting; and others pertinent to aspects of placement 
services. 

Dispose of when 5 years old, or when no longer needed, whichever
 
occurs first.
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787. Placement Registration File. ,:~ Transaction documents used to provide 
Job placement services for graduatmg midshipmen and USMMA alumni. In-
cludes: employment information cards; placement registration cards; employ-
ment advertisement data cards; resumes; interview records; correspondence 

and memoranda; registers and logs; and related records Involved in assisting 
USMMA graduates to secure employment In the rna r i t i.rn e industry. 

a.	 Dispose of cards and registers 5 years after date of registration. 

b.	 Dispose of other records when no longer needed for current
 
business.
 

Public InformatlOn Office 

788. Information Services Subjects File. Topical documents concerning 
the administration and operation of information s er vi c es program functions. 
Includes: informational materials; agenda and minutes; requests, recom-
mendations, reports, and studie s; schedules, statistics, and summaries; 
correspondence and memoranda; background and work papers; and compara-
ble and related documents of a general or specific nature on transactions and 
subjects not documented in other informa tion files. Includes as subjects: 
USMMA programs, activities, events, groups, personages, or history; 
vendor products or services; information or public relations projects; and 
others pertinent to aspects of the information services. 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs first. 

789. Informa tion Representatives File. ,:~ Transaction documents used to 
administer participation of selected indi vrdua Is i n the USMMA public rela-
tions program. Includes: appointment papers; activity reports; local press 
clippings; promotional and adrm ni s t r a tive materials requests; correspondence 
or memoranda; and related indexes and documents involved in supporting public 
information and apphcant recruiting activities by field representatives. 

Dispose of when no longer needed for current business. 

790. Information Publications File. Spe crrn en documents pr ovi drng a record 
set of formal inforrna tional pubhcations. Includes: catalogs, bulletins, bro-
chures, flyers, posters, newsletters; press releases; official speeches, re-
lated indexes; memoranda and related documents involved In dis semiriat i ng 
informa tion to the public corrce r rung USMMA programb, ac t iVItICS. events, 
and personages. 
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791.	 InformatlOn Photographic File. Pictorial records p r ov i ding vi sua l 
documentation of the USMMA. Includes: original black and whrt e or color 
negatives and captioned prints; original color t r an spa r enc i e s ; related Indexes 
or finding aids; memoranda; and related documents involved in the still photo-
graphic portraying of USMMA a ct ivit i e s , events, or personages for public 

792. Information AudlO- Visual File. Spe cirn en pi cto r ia l and or sonic records 
providing aural and aural-visual documentation of the USMMA. Includes: 
motion picture films; video r e co r di ng s ; sound recordings; related indexes 
or finding aids; scripts, t r ans c r rpt s , other related production documents; 
and memoranda involved in audio-visually portraying, de s c r i bi ng , explaIn-
ing, or promoting USMMA programs, a ct i vi tre s , or events for public Informa-
tron or internal usage. 

PSIL aacat: 8ffc£ £0£ liQl fct to !taus 1 llt C9 La x L g 
1 t 1 
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ASSISTANT SUPERINTENDENT FOR ADMINISTRATION 

The Assistant Superintendent for Administration is responsible for: 

Planning, directing and supervising of all administrative funchons 
and services necessary for the efficient management and operation 
of the Academy, including pe rsonnel management a ctivat ie s , 

Administering, through a Food Se rvices Office r , the provisions
 
of the Food Services Contract.
 

Under the Assistant Superintendent for Adrrrirn s t r a tron there are the follow-
ing organizational uru ts (see below):
 

The Department of Administrative Services and Procurement
 
The Department of Budget and Accounts
 
The Department of Publ.i c Works
 
The Department of Waterfront Activities
 
The U. S. Merchant Marine Academy Infirmary.
 

Office of the As sistant Superintendent 

793. Administration Program File. Programmatic and transaction docu-
ments used to formulate and execute the Academy administration program. 
Includes: agenda and minutes; agreements; comments, requests, recom-
mendations and proposals; evaluations, reports, and studies; schedules, 
statistics, and summaries; instructions; backg round and work papers; cor-
respondence and memoranda; and comparable and related documents con-
cerning policy, plans, issues, goals, and obje ct iv e s relating to: rm s s ion 
and functions; ope r at ions and workloads; budgets; committees; rn e et mg s and 
conferences; ins pe ctrons and official VIsits; and other tOpICS pertinent to de-
veloping, directing, and reviewing the Administration program. Specifically 
includes as subjects: Ship's Service; ShIP's Se r vi ces fi na.nc ra l audits; Privacy 
Act; Freedom of Information Act; food services; and Academy prog rams. 

Dispose of when 10 years old, or no longe r needed for current bus i ne s s, 
whichever comes first. 

Personnel Office 

794.	 Personnel Management Subject File. Topical documents concerning 

the administration and operation of personnel management fun ctro ns , Includes: 
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informatlonal and ins t r uct iona l papers; agenda and rrn nut e s ; requests, reports, 
and studies; schedules, sta ti s ti c s , and summaries; data work and spread 
sheets; correspondence and memoranda; background and work papers; and re-
lated documents of a general or s pe cifi c nature on transactions and subjects 
not documented in othe r per sonnel files. Spe cafi ca Ily mcludes as subjects: 
employment; equal employment opportunity; conduct; performance evaluation; 
grievances and appeals; training, retention; insurance and health benefits; 
and others pertinent to aspects of personnel management. 

Dispose of when 5 years old, or when no longer needed for current 
busines s, whicheve r occurs fi rs t. 

795.	 Personnel Applications File. ):c Transaction documents used in selecting 
and appointing employees. Includes: apphcations and supporting papers; 
certificates of eligibles and related pape rs; appointment offe r s ; correspon-
dence and memoranda; and comparable and related documents involved in 
s electing for, and offering appomtrne nt to, available positions. 

Dispose of when 2 years old (note FPM 333, A-4) except appl.icat ro ns of: 

a.	 Accepted appointments are frl ed in OPF. 

b.	 Declined appointments of cer trfi ed el ig ibl e s are to be returned 
(with applicant reply) to OPM. 

796.	 Official Personnel Folders File. ::C Transaction documents reflecting 
the employment status and service of i.ndr vi dua l employees. Includes: 
personal qualifications and prior se rvice statements; i nv es t iga t ive papers; 
appointment affidavits; pe rsonnel a ctron notices; insurance and health bene-
frts papers; beneficiary designations; status or action ce r trfi ca tion, a u.t ho r i za > 

tion, and approval papers; performance ratlng noti ce s ; cornrrie nda tron and 
award papers; training records; InJury or disease not i ces ; resignation or re-
tirement notices; correspondence and memoranda; and comparable and related 
documents involved in recording employee appointment, service, and separa-
tion. 

Dispose of folders of employees: 

a.	 Transferred by forwarding to new empl.oy mg offi ce In accordance 
with the FPM. 

b.	 Separated by fo r wa r drrrg to NPRC 30 days after s cpa r a.tron , 
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797.	 Personnel Promotions File. ,:c Transaction docurncn t s UE> ed In momtonng 
employee placement and advancement. Includes: Vacancy announcements; 
qualification, evaluation, and selection papers; rndi vrdua l candidate evalua-
tions; correspondence and memoranda; and related documents involved in merit 
promotion competition or excepted service promotion. 

Dispose of 2 years after the related pe rsonnel action has been taken. 

798.	 Personnel Awards File. * Transaction documents used to accomplish 
commendation or award for noteworthy employee a cha ev ern ent , Includes: 
recommendations; approved nominations; committee and progra:rn reports; 
awardee lists; correspondence and memoranda; and related docu:rnents in-
volved in recognizing length of service or quality of perfor:rnance, and grant-
ing appropriate commendation or award. 

Dispose of 2 years after approval or disapproval. 

799. Personnel PositlOn Management File. Narrative a na Iyt.i ca l documents 
used in job cIa s ai.fi ca tion and control. Includes: pos i ti on descnptions; job 
evaluations; correspondence and me:rnoranda; and related documents Involved 
in describing currently existing duties and r es pons i bi lrt ie s Co:rnpnslng author-
ized positions. 

Destroy 5 years after position is abolished or descnption IS supe rseded. 
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DEPAR TMENT OF ADMINISTRATIVE SERVICES AND PROCUREMENT
 

The Department of Adm1nistratlve Serv1ces and Procurement, under the 
dir ect i on of a Department Head, and within ap pl i ca bl e directives of the Mari-
time Administration and the Department of Commerce, pr ov i de s for a drrn rr-
istrative services to include: procurement of supplies, e qurprrie nt and s e r vi ces , 
pe rsonal property management, property di spo sal , safety, i rn p r es t funds, tra v-
el, mail comrnuru ca.ti ons , p ra nta ng , forms and reports control, records manage-
ment, organization and methods s tudi es and is r espons i bl e for the coordination 
of these functions with the appropriate Headquarters Offi ce , The Head, De-
partment of Administrative Se r vrc e s and Procurement also is r e spon s i bl e for 
maintaining su r veal Ianc e over the ope ra tron of the Sh1PIS Se r vi ce Organizatlon. 

Office of the Department Head 

800.	 Adm1n1strative Serv1ces Program F1le. Programmatlc and t r an sa cti on 
documents used to formulate and execute the adrm ni s t ra ti ve s e r vi ces program. 
Includes: informatlonal and ins t r uc tro na l papers; agenda and rru nut e s ; requests, 
reports, recommendatlons, and studies; schedules, s ta ti s ti c s , and summarie s; 
data work and spread sheets; correspondence and memoranda; background and 
work papers; and comparable and related documents coric e rrn ng plans, i s sue s , 
goals, and objectives relatlng to: functions; oper a tro ns and workloads; budgets; 
audits; me et mg s and conferences; and other tOP1CSpe r tm ent to pl.anru ng , man-
aging, and reviewing adrrn.m s t r a ti ve se r vices funct i ons and a ct i vi ti e s . 

Dispose of when 5 yea rs old or when no longe r needed fo r current
 
bu sm es s , whichever occurs first.
 

801.	 Administratlve Serv1ces Subjects F'i l e . T'opi ca l do curn ent s c oric e r m ng 
the adrmru s t ra tion and operation of adrn i nis t r a ti ve s e r vi ces program fun ct ro ns , 
Includes: info rrnat rona l and i ns t r uct i ona l papers; requests, reports, recom-
mendations, and s tu die s ; schedules, stat i s ti c s , and s urnrna r i es ; data work and 
spread sheets; correspondence and memoranda; background and work papers; 
and related documents of a gene ral or sp ecafi c nature on t ra ns a ct io ns and 

subjects not documented i n othe r adrrn ni s t ra ti ve s e r vi ce s files and pe r ti ne nt 
to providing, conducting, and coordinating fa ci l i tat rve se r vi ce s . 

Dispose of when 5 years old, or when no longe r needed for cur rent
 
business, whichever occurs first.
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Contracts and Procurement Section 

80Z. Procurement Contract Case File. T'ran sa ct ion documents used to 
procure requisitioned services, suppl.re s , materials, or equipment requir-
ing contractual action. Includes: requisitions; purchase orders; specifica-
tions; vendor proposals, cerhfications, and compliance statements; procure-
ment justifications, evaluations, and recommendations; awards and contracts 
and amendments or modifications thereto; generalized drawings and plans; 
reports, correspondence, and memoranda; control registers and logs; and 
related documents involved in authorizing and managing contractual procure-
ment. 

After an individual case file is closed, dispose of (including related 
records) those created: 

803. Procurement Case Files (Non-Contractual). Transaction documents 
used to procure requisitioned services, supplies, materials, or equipment. 
Includes: requisitions; purchase orders; vouchers, receipts, and receiving 
reports; bills of lading; vendor's invoices and supporhng papers; correspon-
dence and memoranda; summary and control registers and logs; and related 
documents of authorization, justification, and approval involved in processing 
procurement actions. 

After an individual case file is closed, dispose of (including related 
records) after: 

~~ 
500 or les s for $10,000 or less ~ 

~ 
804. Procurement Index File. Procurement transaction documents used 
sec:oIda.til:y: either (1) as a summary reference of indrv idua l vendors, their 
awards and status, or (Z) as a cross reference to the procurement case files. 
Includes: purchase orders; awards and contracts and app rop r iat e amendments 
or modifications; correspondence and memoranda; and related documents in-
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volved i n general or specific transactions with vendors not do curn ent ed else-
where when procuring services, s uppl.i e s , mat e rra Is , or equipment.
 

Dispose of on an ind ivi dua l basis when no longer needed for current 
business. 

805.	 Procurement Management Report File. Subsidiary and summary state-
ment documents us ed internally or required exte rnall y for pr ocu r ern ent 
program management or s tat is ta ca l purposes. Includes: reports of r out m e 
and sp ecaal program pr ocu r ern ent operations, volume, or workload wi th re-
lated background, suppo rt mg , t r arrs rm t ta L, and control docurne nt s , and cor-
respondence and memoranda involved i n the required pe r i odi ca l.ly recurnng 
or special reporting to hrghe r echelons for rrrariagern ent r evi ew , further con-
s ol.idatron, or r epo r ta ng to staff agencies. 

Dispose of when 2 years old. 

806. Procurement Catalogs File. Published docurn ent s used for rnfo r-mati ona.l 
purposes in processing procurement transactions. Includes: vendor catalogs, 
brochures, flyers, price lists, and contract sch,~duh~,-;; ,guldehne and spec1-
men materials; memoranda; and related documents rnvo lv ed i n de t e r-md ni ng 
specifications, sources, and costs of r equr s i ti orie d s e r vi ce s , suppl re s , mater-
ials, or equipment. 

Dispose of when superseded, or no longer needed for current bu s rne s s , 
w hich eve r occurs first. 

807.	 Procurement Subject File. T'opi ca l documents concerning the adn1.in-
istration and operation of procurement s er vi ce s , Includes: i nfo rrn at i ona l 
and instructional papers; reports, s tudi es , schedules, s ta t i s t ics , and sum-
manes; data work and spread sheets; correspondence and rn errio r-anda ; back-
ground and work papers; and related docum ent s of a general or specific nature 
on transactions and subjects not documented in other pr ocu r em ent fi l e s , and 

pertinent to aspects of the overall p rocu r ern ent process. 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs fi r s t , 

808.	 Travel Case F11e. ~c Transaction do currie nt s used to procure transport, 
lodging, and food services for rni ds hipme n, faculty, or ern plo ye es authorized 
to travel offi caa Il y, Includes: travel orders; schedules; vouchers; r e ce i pt s ; 
correspondence and memoranda; registers and logs; and related documents 
involved in disbursing funds for travel advances, expense r eirn bu r s ern ent s , 
or vehicle rentals. 

Di spo s e of when 5 years old. 
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809.	 Travel Subject File. Topical documents concerning the administra-
tion and operation of travel procurement services. Includes: i nfo r-mat rona l 
and instructional papers; reports, studies, schedules, statistics, and sum-
maries; data work and spread sheets; correspondence and memoranda; back-
ground and work papers; and related documents of a general or specific nature 
on transactions and subjects not documented in other travel procurement files, 
and pertinent to the travel procurement process. 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs first. 

810. Imprest Fund Account File. Memorandum copies of vouchering docu-
ments used to certify imprest fund expenditures and to request fund reim-
bursement. Includes: reimbursement vouchers; travel voucher memoranda; 
purchase order/invoice vouchers; receipts and expenditure reimbursement 
claims; memoranda; and related documents involved in certifying voucher 
authenticity and the status of the imprest fund. 

Destroy 3 years after the period of the account. 

811.	 Property and Supply Subject File. Topical documents concermng the 
administration and operation of property management and supply se rvices. 
Includes: informational and instructional papers; reports, studies, schedules, 
statistics, and summaries; data work and spread sheets; correspondence and 
memoranda; background and work papers; and related documents of a general 
or specific nature on transactions and subjects not documented in other prop-
e rty or supply files, and pertinent to prope rty and supplies acquisition, dis-
tribution' use, and disposition. 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs first. 

812. Property Acquisition Case File. Transaction documents used to acquire 
personal property. Includes: requisitions and purchase orders; awards and 
contracts; gift and bequest records; vendor's invoices and supporting papers; 
vouchers, receipts, and receiving reports; inventory data entry s Irps ; cor-
respondence and memoranda; control registers and logs; and related docu-
ments involved in the authorization and admimstration of property ac qui s it ion. 

After an individual case file is closed, dispose of (including related 

records} after: ft!ll. ~~r	 ~-..-,-,-
3 years if	 for $2, 500 
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813. Property Management File. ':: Survcv, control, and bUITIIT1;trydocurnc ut s 
used to establish and rnai nta.i n i nvent or i e s of~ersonal property. Includes: 
property survey reports; inventory work sheets and control cards; Inventory 
Iis t s and entry summaries (PMIS); property custody r e cerpt s and records; 
property value accounting cards, ledgers, and repo rts; and related documents 
involved in administering property management. 

a.	 Dispose of PMIS matenals when superseded or no longer needed, 
whichever occurs first. 

b.	 Dispose of other materials 3 years after (1) subsequent mventory 
of (2) removal of property from inventory. 

814. Property Disposal Case File. T'r ansact i on documents used to dispose 
of personal property. Includes: property survey reports; excess property 
l i s t s ; property transfer or disposal notices and orders; saleable property 
reports, announcements, invitations, bids, acceptances, and awa rd notices; 
bidder correspondence; deIive r y t i cke t s ; vouchers and r ece i pt s ; correspon-
dence and memoranda; r egi s t e r s and logs; and related documents Involved In 
i m tiat ing , authonzing, and adrrrim ste r i ng property di spo sa l . 

After an indi vi dua l case file IS closed, di spo se of [inclu di ng related 

records) after: ~U Jf.,t;2~ r~~ 

for	 2,500 or less for $10,000 or less 

815.	 Property Management Report File. Subs rd ia r y and summary s tat em ent 
documents used Internally or required externally for property or supply pro-
gram management or statistical purposes. Include s: repo rts of r out i ne and 
special property or supply operations, volume, or workload wi th related back-
ground, supporting, transmittal, and control documents; and correspondence 
and memoranda involved In the required pe r i odi ca ll y recurnng or special re-
porting to higher echelons for management r e vi ew , further co nsoIida taon, or 
reporting to staff agencies. 

Dispose of when 2 years old. 

816.	 Supply Inventory FIle. T'ran sa ct ion and control documents used to 
a drm.ni s t e r stock inventones. Includes: r eq ur s i ti ons and purchase orders; 
r e cerpt s ; stockroom Inventory lists; Inventory stock cards; control registers 
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and logs; and related documents involved in the replenishment and issuance 
of recurrently requisitioned supplies. 

Dispose of 2 years after (1) issuance, (2) inventory, (3) discontinuance 
of item, or (4) stock balance transfer to new posting media or classifica-
tion. 
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DEPAR TMENT OF BUDGET AND ACCOUNTS
 

The Department of Budget and Accounts, under the di r e ct i on of a Budget and 
Accounting Officer, and within applicable di r e ctrve s of the Maritime Admm-
istration and the Department of Commerce, develops fiscal plans e s s entra I 
to the presentation of the annual and s pe cra l budgetary r equi r errie nt s of the 
Academy, prepares the Academy's budget requests and jus trfi ca ti ons , and 
executes the budgeted fiscal plans, including the appropriated and reimburs-
able accounts. In addatao n, the Department of Budget and Accounts pr ovrde s 
all accounting s e rvi ce s , including certification and processIng for payment 
of public vouchers, maintenance of accounting records on rn i dsh iprn e n accounts 
and the rrra i nt ena nc e of the offi cra l books of account and the p r epa r at i on of 
financial reports therefrom. The Budget and Acc ount i ng Off'ic e r also p r-ovrd e s 
technical gu.rda n.ce as to the accounting and internal control r equi r ern ent s for 
operation of the non-appropriated funds at the Academy (except those con-
cerned with the operation of the ShIP'S Se rvr ce Orgamzation). 

817. Budget and Accounts Subject File. T'opi ca.l documents conce rmng the 
a drn i nistratlon and operation of budget and accounting prog ram fun ct.ions . 
Includes: informational and i.ns t ru ct iona l pape rs; reports, s tud i e s , schedules, 
statistics, and summaries; data work and spread sheets; correspondence and 
memoranda; background and work papers; and related documents on trans-
a ct i on s and subjects not documented 111 othe r budget and accounting fi l e s , 
Spe ci fi ca.Lly includes as subjects: a udi t s ; certIfying officers; claims, cost 
comparisons; funds control; hOUSIng rental; imprest funds; midshipmen ac-
counts; personnel payroll, wages and allowances; publ i c works; property 
accounting and management; ship's service a ctr vi.ti e s ; tax exemptlon; travel 
and transportation; voucher processing; and others pe rt i ne nt to Iis ca l pro-
gram development, submission, exe cut ron , and ove r s rg ht , 

Dispose of when 5 years old, or when no longer needed for current 
business, wh i ch eve r occurs fi rst 0 

818. Budget Program Flle. P'r og r arnrna ti c and t r ansa c t i on documents used 
to plan, propose, adrrn ni s t e r and r evi ew execution of the fi s caI year budget. 
Includes: program and fiscal plans, analyses, reports, and s um ma r i e s ; cost 
statements and change ju s ta fi ca t.io ns ; fundi ng requests; vouchers, schedules, 
and supporting papers; fi s ca l data spread sheets and work papers; correspon-
dence and memoranda; and comparable or related documents conce r-rung ; 
5-ye a r budget plans; fiscal yea r plans and budget execution; mode r'rnza tt on 
prog rams; proposed future projects and prog rams; budget e s t i rria t e s ; ope r-
ating and supplemental budgets; r errribu r s abl es ; collections; m.onthly status 
of funds; allotment advices; or travel al l.ocat i on s ; and other tOpICS pe r ti nent 
to estimating, requesting, and j us t i fyi.ng the fiscal program, and rno m to r mg 
funds expenditure. 
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Dispose of 5 years after close of the fiscal year rnvol.ve d or when 
no longer needed for current business, whichever occurs first. 

819.	 Payroll Attendance File. * Transaction documents used to administer 
time, attendance, and leave accounting of mdi vi dua l employees for pay-
rolling purposes. Includes: time, attendance, and leave reports; leave ap-
plications and supporting papers; and related data entry and control documents 
involved in entering current attendance status into the payrolhng process. 

Dispose of when 6 months old. 

820.	 Payroll Accounts File. Transaction documents used to administer 
disbursements to individual employees for personal services. Includes: 
personnel action not i ce s ; overtime authorizations; payroll summary cards; 
memoranda; and related documents involved in authorizing and posting indi-
vidual payroll actions. 

a. Dispose of summary cards 10 years after separation of employee. 

b. Dispose of other records 3 years after action. 

821.	 Payroll Master File. Accounting documents used for overall payroll 
administration. Includes payroll: memorandum co pi e s ; account detail sheets; 
spread sheets; account voucher summaries; certification and summary memo-
randa; control registers; and related documents involved in preparing and 
processing employee payrolls. 

Dispose of when 10 years old. 

822.	 Account Voucher Case File. Transaction documents used to record 
obligations and accomplish their payment. Includes: purchase orders; 
ve ndo r+s invoice and supporting papers; receiving reports; SIBAC statements; 
voucher jackets; initial and accomplished voucher schedule of payments; ac-
counting coding and batch sheets (MAFIS); memoranda; control registers, 
logs, and indexes; and related documents involved in obligating and author-
izing specific expenditures, and posting to ledger accounts. 

Dispose of after end of period covered by account (including related 
records) those records created: 

F· t &2 J I; tsIJ T:; OSl5 P as I d II 9 S& 2 [) £23 22l 5. 
1II2l2IUU13 2 of as.. t. 

"trw J 2i 5 Q2 Db tQ77 Dispose of 6 years, 3 months after 
termination of account. 
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823.	 Account Collections File. ~:c Transaction docurn ent s used to adrrnnster 
accounts receivable. Includes: billing justifications; invoices; gift and be-
quest records; property sale bid/awards; payment statements; r e ceipt s and 
supporting papers; r e ceipt records; transfer vouchers; deposit t i ck et s ; fi-
naricra l statements and worksheets; correspondence and memoranda; and re-
lated documents involved in the availability, collection, deposit, and status 
of funds due for goods or services tendered by the USMMA. 

Dispose of ~v : i _•. J ,. ) I 
T-ACQ"d"j 'I:.:::a ::: ~j ae;;;:1ll:/~"d 
as p~~~£te£ 18 years:i 3 il &Ls 

88, 197E jt ; i 2£2 s , 

824.	 Account Deposit FIle. * T'rans act ion documents used primarily to admin-
ister midshipmen de po srt accounts. Includes: cash/check r ece i pt vouchers 
and records; deposit tickets; bank account statements; cancelled checks; check 
stubs; account transaction slips; ledgers and worksheets; class rosters; memo-
randa; and related documents involved In processing and accounting for de-
posited funds. 

Dispose of :4 :4 of ps _1 of a .... Zil (1II~2&12J un. 1.1 
th jll e <f. ~ '/;?U4"3~	 ~~ 

t¥~

• p 0g 1) H 17" aE: iQ 9 a ; J &&3 tl .T 

%:"Ift fun as; III , 5 3 :l 

825.	 Allowance Accounts File. Transaction documents used pnmarily to 
administer authorized allowances for umforms or clo thi ng , Includes: pay-
rnent vouchers and schedules; rosters; memoranda; and related documents 
involved in proces SIng and accounting for allowance funds. 

Dispose of 3Io4_:?Rl
*QsdJe';.f~ 
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?f~~ 
1~ .~~S~L

tl/uJ-~ 
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826.	 Account Ledgers File. Final entry documents used to summarize 
receipt and expenditure of funds. Includes: general and sub s idia r y ledgers 
d i vided into appropriate accounts; appropriatIon allotment ledgers, plant 
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account ledgers; and related docwnents involved in surnrna ra zr ng financial
 
transactions and status, and providing general control over expenditures.
 

Dispose of 10 years after close of fiscal year involved. 

82.7. NAF Account Case File. Transaction documents used to receipt, 
expend, and control funds for USMMA activities not supported by approprI-
ated monies. Includes: purchase orde rs; vendor's invoices and supporting 
papers; receipts and disbursement vouchers for accounts receivable and pay-
able; deposit receipts, bank statements, and cancelled checks; inventory 
lists; accounting work and balance sheets; journals, ledgers, and charts 
of accounts; payroll and tax statements and returns; contracts; audit reports; 
correspondence and memoranda; and related documents involved in the fiscal 
management and oversight of the athletic association, morale fund, officer's 
club, cultural events, academy yearbook, and chapel funds among others. 

Dispose of 6 years after end of period of account. 

82.8.	 NAF Audit File. Topical docwnents concermng the fiscal management 
and accounting operations of USMMA non-appropriated fund a cta vi ties , In-
cludes: activity by-laws; accounting policy, standards, and procedures di -
rectives; financial and audit reports with supporting papers; correspondence 
and memoranda; and related docwnents involved in the fiscal oversight of 
these activities. 

a.	 Dispose of regulatory materials when superseded or revoked. 

b.	 Dispose of other materials when 5 years old or no longer needed 
for current busines s , whichever occurs first. 
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DEPAR TMENT OF PUBLIC WORKS
 

The Department of Public Works, under the d i r ect ion of a Public Works Of-
ficer, provides for building and grounds maintenance, mechanical, electrical, 
heating, ventilation and air condit iorung services, t r a nspo r ta ti on s e r vi ce s , 
custodial services, fire and security protection, and engInee ring s e r vi ce s , 
including the coordination of archItectural/engineering design services for 
the construction or renovation of Academy bui ldrng s and Ia crl iti es , as ap-
plicable; and, as designated, serves as the on-site contracting officer's 

technical representative to monitor performance under contracts awarded 
for construction, repair, renovation, and other public works projects. 

829. Public Works Program FIle. P'r og r-arnrna ti c and transactlon documents 
used to formulate and execute the public works program. Includes: informa-
tional and instructional papers; agenda and minutes; requests, reports, recom-
mendations, and studies; schedules, s ta ta s t i cs , or surrrrria r i e s ; data work and 
spread sheets; correspondence and memoranda; background and work papers; 
and comparable and related documents concerning plans, Issues, goals, and 
objectives relating to: functions; operatlons and workloads; budgets; a ud i t s ; 
meetings and conferences; and other topics pertinent to the planning, man-
aging, and reviewing public works functions and actlvities. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever occurs first. 

830. Public Works Subject File. Topical documents concerning the admin-
istration and opera tion of public works functions. Includes: informational 
and instructional papers; agenda and minutes; requests, reports, and s tu di es ; 
schedules, statistics, and summaries; data work and spread sheets; cor-
respondence and memoranda; background and work papers; and related docu-
ments of a general or specific nature on transactlons and subjects not docu-
mented in other public works files. Specifically includes as subjects: energy 

and environmental management; custodial, maintenance, and engineering 
services; labor supervision; motor vehicle services; hou s rng and real property 
maintenance; fire, security, and safety Inspections; and others pertinent to 
aspects of public works services. 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs first. 

831. Public Works Project FIle. Transaction documents of a textual or 
graphic nature used to plan, design, bui Id , or alter structures, ut iIi ti es 
systems, or equipment installations. Includes: cost estimates and wor krrig 
budgets; planrung and conference reports; purchase and work orders; bi d 
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solicitations and offers; contracts and awards, and rno di fi ca t rons or amend-
ments thereto with supporting papers; cont ract plans, drawings, sketches 
and specifications; materials test and site inspection reports; work and 
progress photos, logs, and reports; contractor: bonds, certifications, 
guarantees, estimates, billings, and claims; vendor: materials or services 
specifications, prices, certifications and invoices; correspondence, memo-
randa, and work papers; and comparable and related documents involved in 
the architectural or engineering aspects of public works projects. 

Dispose of when no longer needed for current business. 

832.	 Public Works Master Plan File. Onginal manuscript and duplicate 
drawings of structures, utility systems, or equipment installations. In-
cludes: final working drawings; "as -built" drawings; shop drawings; stan-
dard detail drawings; repair and alte r atron drawings; related explanatory 
specifications; and comparable documents involved in the architectural or 
engineering aspects of the design, construction, or alteration of public works 
projects. 

Permanent. Offer to National Archives when no longer needed for 
current business. 

833.	 Public Works Project Specification File. Adjunct reference documents 
used to detail and explain materials or equipment requirements, dirn en srons , 
composition, or ope ration as listed or depicted in related documents or draw-
ings. Includes: plans, drawings, and sketches; vendor specifications and 
certifications; maintenance and operational manuals; correspondence and memo-
randa; and comparable and related documents involved in the architectural or 
engineering aspects of the design, construction, rn amt ena nc e , alteration, or 
operation of public works projects. 

Dispose of with related records or when no longe r needed for current 
business. 

834. Public Works Catalog File. Published documents used for i nfo rrna ti ona I 
purposes in public works design, and for procurement of architectural, con-
structional, or engineering materials, products, or se rvices. Includes: 
vendor catalogs, brochures, flyers, and price lists; correspondence and 
memoranda; and comparable documents Involved in determimng specifications, 
sources, and costs of items or se rvices required in public works projects or 
activities. 

Dispose of when superseded or no longer needed. 
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835.	 Public Works Requisition File. Transaction documents used to procure 
required services, supplies, materials, or equipment. Includes: r e qur s i » 

tions; purchase orders; materials/services l i s t s ; vendor's s pe cifi ca ti on s 
and price lists; contracts and awards, and amendments or rno difi ca tao ns 
thereto; vendor's invoices and supporting pape rs; recelvlng reports; cor respon-
dence and memoranda; control registers and logs; and comparable and related 
documents involved in requesting, justifying, or autho r-i zmg procurement 
actions supporting public wo rks activities. 

After an individual case file is closed, drs po s e of (including related 

records) after: f'U ~~ Z~ ~ 

3 years if	 for $2, 50 

836.	 Public Works Services File. Transaction documents used to request 
and administer mechanic services. Includes: work or de r s ; damage reports; 
work sketches; control registers and logs; and comparable and related docu-
ments involved in accomplishing r outm e maintenance, repairs, and minor 
improvements, or other comparable public works s e r vi ce s , 

Dispose of when 3 years old. 

837. Vehicle Operator Applications File. ~:c Transaction documents used to 
certify individual employees as operators of government-owned motor ve hi cl e s . 
Includes: operator applications, copi es of private operators' licenses; phys i ca l 
fitness inquiries; road test checkhsts; control r egi ste r s and logs; and related 
documents involved in the issuing or reissuing of vehicle operator permits. 

Dispose of 3 years after: 

a. Sepa ra ti on of employee. 

b. Recisrion of pennit:. 

838. Public Works Security Flle. Summary journal and subs idia ry control 
documents created during secunty services ope ra ti on s , Includes: guard 
office master daily log; guard rounds reports; punch clock dra I sheets; visitor 
and vehicle transit control registers and ti cke t s ; and comparable documents 
involved in administering facilities s ecu r ity services. 

Dispose of when 5 years old. 
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DEPARTMENT OF WATERFRONT ACTIVITIES
 

The Department of Waterfront Activities, under the direction of a Depart-
ment Head (Sailing Master), is responsible for the custody, maintenance, 
and operation of all small craft assigned to the Academy and the Academy 
training ship, piers, workshop, and marina-type buildings associated with 
the waterfront activity. The Sailing Master is also responsible for admin-
istration of the sailing program, including midshipmen sail-training and 
competition. 

Office of the Sailing Master 

839.	 Waterfront Activities Program Subjects File. Programmatic and topical 
documents concerning the administration and operation of waterfront program 
functions. Includes: informational and instructional papers; agenda and 
minutes; requests, reports, and studies; schedules, statistics, and summaries; 
data work and spread sheets; correspondence and memoranda; background and 
work papers; and comparable and related documents of a general or spe cifrc 
nature on transactions and subjects pertinent to the custody, maintenance, 
and operation of assigned small craft, training ships, and waterfront fa ci Iit i es , 
and to related training and recreational programs. 

Dispose of when 5 years old or when no longer needed for current 
busines s , whichever occurs first. 
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U. S. MERCHANT MARINE ACADEMY INFIRMARY
 

The U. S. Merchant Marine Academy Infirmary, under the supervision of
 
commissioned medical and dental officers of the U. S. Public Health Se r vi ce ,
 
is responsible for the medical and dental care and treatment of MIdshipmen.
 

840.	 Medical/Dental Services Subjects File. Topical documents concern-
ing the administration and operation of health services functions. Includes: 
informational and instructional papers; agenda and minutes; requests, reports, 
and studies; schedules, statistics, and summaries; data work and spread sheets; 
correspondence and memoranda; background and work papers; and comparable 
and related documents of a general or specific nature on t r ansa ct ions and 
subjects not documented in other health services files, and pe r ti ne nt to aspects 
of medical or dental s e r vi ce s , 

Dispose of when 5 years old, or when no longer needed for current 
business, whichever occurs first. 

841.	 Midshipmen MedIcal/Dental Case File. >',c Transaction documents pro-
viding a continuous history of an individual midshipman's health care. In-
cludes: me drca l history statements; personal ph ys icra n+s examination re-
ports; medical care logs; physical exarrii na tro n records; cl iru ca l exarm na ti on 
reports; immunization records; accident/injury reports; physician's progress 
notes; electrocardiographic records and tracings; r adrog r-aphi c reports and 
films; dental history statements; dental health and oral hygiene que s ti onnai r e s ; 
dental health records, dental exarnrnat ion reports; clinical Information, dis-
closure authorizations; correspondence and memoranda; and related documents 
involved in regular physical or dental examination and treatment. 

a.	 Radiographic film, salvage 5 years after graduation of midshipman. 

b.	 Other documents, combine WIth Midshipman's Personnel Folder 
after graduation. 

842. Employee Medical Case File. ,:e TransactIon documents providing an 
intermittent history of emergency medical care for individual employees. 
Includes: consultation and examination reports; rnedi ca.I treatment records; 
radiographic reports and fi Irn s ; memoranda; and related documents Involved 
in occasional physical examination or treatment. 

Dispose of 6 yea r s after employee transfer or s epa r at i on ; except that 
pre -employment, fitnes s for duty, 0 r di sabi Ii ty r e t i r ern ent physical 
exarnanat ion reports are to be filed in the employee's Offi ci a l Personnel 
Folde r upon transfe r or separation (FPMS 293 -31). \Note: r a drog r ap hi c 
film dispose of by salvage. ) 
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843.	 Medical/Dental Appomtment File. Control documents used to record 
daily infirmary visits. Includes: chronological logs and Journals; memo-
randa; and related documents involved in registering planned and completed 
visits for health care purposes. 

Dispose of 2 years after date of last entry. 

844.	 Medical/Dental Management Report File. Subsidiary and summary 
statement documents used internally or required externally for health pro-
g ram management or statistical purposes. Includes: reports of routine and 
special program medical/dental activities or workload; related background, 
supporting, transmittal and control documents; and correspondence and memo-
randa involved in the required periodically recurring or special reporting to 
higher echelons for management review, further consolidation, or reporting 

to staff agencies. 

Dispose of when 5 years old. 
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ASSISTANT SUPERINTENDENT FOR ACADEMIC AFFAIRS 

The Assistant Supenntendent for Academic Affairs is responsible for de-
veloping. recommending. administering and di r e ctrng the a ca derru c pr og rarn 
of the Academy. The Assistant Superintendent for Academic Affairs serves 
as the Dean of the Academy and is responsible for: 

Developing academic policy and curricula to irnpl ern ent that policy. 

Administering faculty affairs. including the seIe ctrorr, or ie nta trori, 
supervision. guidance. and career development of the faculty. 

Controlling and evaluating the instruction. testing and grading of Mid-
shipmen. including evaluation of instructor and student performance. 

Providing academic education necessary to qualify Midshi prne n to re-
ceive the Bachelor of Science Degree in accordance with standards of 
the Middle States Association of Colleges and Secondary Schools. 

Providing naval science t ra i ni ng , i n accordance w ith requirements 
of the Department of the Navy. to qualify graduates as Naval Reserve 
Officers. 

Providing technical education necessary to qualify graduates to serve 
as licensed me rchant marine offa ce r s i n accordance wi th U. S. Coast 
Guard requirements. 

A program of on-the-job training aboard ships for Midshrprne n, 

Providing audio-visual services to all elements of the Academy. 

Under the Assistant Superintendent for Acad erm c Affa i r s there are the fol-
lowing academic departments. each under the supe rva sio n of a Head of De-
partment: 

The Department of Nautical Science provides for the teaching of 
practical and theoretical subjects relating to na uta ca.l s c i en ce , 

The Department of Engineering provrde s for the tea chi ng of p ra ct i ca l 
and theoretical marine eng i ne e r-ing and related subjects, i nc ludrrrg 
basic theory and application of digital and analog compute rs. 

The Department of Mathematics and Science provides for the teaching 
of the mathematics and science phase of the curriculum. 
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The Department of Mantime Law and EconomIcs provides for the teach-
ing of Maritime Law, Economics, Marine In sur anc e , and related subjects. 

The Department of Humanities provides for the teaching of the liberal 
arts phase of the curriculum. 

The Department of Naval Science is operated by Department of the 
Navy personnel to provide for the teaching of the Naval Science phase 
of the curriculum. 

The Department of Physical Education and Athletics administers pro-
grams to provide for the physical training of Midshipmen, including 
i.nt ra vrnu ra l , inter-collegiate and recreational athletics. 

In addition, under the Assistant Superintendent for Academic Affairs, the re 
are the following Offices: 

The Registrar's Office registers and a s s i gns Mids hrprne n to classes, 
issues degrees and grants retroactive degrees in accordance wrth 
applica ble r egulat i ons , and maintains student academic reco rds. 

The Library, headed by a Librarian, provides necessary library 
se rvices to the Midshipmen, faculty and staff. 

The Shipboard Training Office develops, supervises, and coordinates 
the internship and at sea training programs for Midshipmen. Within 
this Office are three Academy Training Representatives stationed at 
New York, New Orleans, and Sa n Francisco. 

Office of the Academic Dean 

845. Academic Program File. Programmatic and transaction documents 
used to formulate and execute the Academic program. Includes: agenda 
and minutes; agreements; comments, requests, recommendations, and 
proposals; evaluations, reports, and studies; schedules, s ta t i s t.i cs , and 
summaries; instructions; background and work pape r s ; correspondence and 
memoranda; and comparable and related documents conce r mng policy, plans, 
issues, goals, and objectives relating to: mission and functions; operations 
and wo rkloads; budgets; committees; meetings or confe rences; inspe ct rons 
and official visits; and other topics pertinent to developing, directing, and 
reviewing the Academic program. Specifically includes as subjects: at-
trition; boa rds and committees; curriculum; counseling; Dean's Memoran-
dums; deficiencies; departments; electives and minors; faculty appointments, 

-197-



eva lua tron , or ientat i ori, promotlons, qualification standards, and tenure; 
license examinations; rna r rtrme educat i on and t ra i mng ; sea projects; senl-
inars; Kings Point Scholars; Middle States As soci.ati on ; a s s ociat ions and 
organizations; and unions. 

Dispose of when 10 years old, or when no longer needed for current 
business, whichever occurs first. 

Academic Departments 

846.	 Academic Department Program Subjects File. Programmatic and 
topical documents concerning the adrn rm s t r a tro n and ope r a t ro n of the ac-
ademic department. Includes: lnformational and ins t r uc t iona l papers; 
agenda and minutes; requests, reports, recommendations, and s tud i e s ; 
schedules, statistics, and summaries; data work and spread sheets; cor-
respondence and memoranda; background and work papers; and comparable 
and related documents of a general or spe cif'ic nature on transactions and 
subjects not documented in other departmental fi l e s , and pe rt me nt to the 
development, conduct, and review of the depa r'trne nt ' s a caderrn c prog ram. 

Drs pos e of when 5 years old or when no longer needed for current 
busines s, whichever occurs first. 

847.	 Academic Department Class Record File. ,:e Control documents used 
to monitor and report class attendance and progress of rn id shrprn en, In-
cludes: class roster and grade books; progress, de Iacre ncy , and absentee 
reports; memoranda; and related documents retained by i ns t r uc to r s or de-
partment heads for supervision or adrrrim s t r at i ve purposes. 

Dispose of when 5 years old. 

848. Academic Department Examination File. Testlng documents used to 
measure academic progress of rn idshi prn en, Includes: proposed exams; 
completed course exam papers; sea project reports; s pe c i rnen completed 
exams; memoranda; and related documents r e ta i ne d by i nst r'ucto r s or de-
partment heads for grading, review, evaluation, or a cc r edi ta tion purposes. 

Dispose of completed course exam papers after 1 year. Dispose 
of sea project reports after respective class year graduation. Dis-
pose of other exam materials and related documents when no longer 
needed for administrative or accreditation purposes. 

849.	 Academic Department Curnculum Flle. De s c r ipt iv e documents pro-
viding syllabuses of aca derrri c courses offered to rnids hiprne n . Includes: 
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course lists, cards, and outlines; course memoranda and handout specimens; 
lesson plans; curriculum and course proposals or change proposals; specI-
men exams; specimen class rosters; and related documents retained by in-
structors or department heads for planning, review, evaluation, or acc r ed rta « 

tion purposes. 

Dispose of when no longer needed for administrative or acc r edi ta ti on 
purposes. Offer representative samples of selected curriculum maten-
als to USMMA library at that time. 

Department of Shipboard TraIning 

850. Shipboard Training Prog ram Subjects Files. Prog rammatic and topi ca l 
documents concerning the administration and ope rat ro n of the shipboard train-
mg program. Includes: informational and instructional papers; agenda and 
minutes; requests, reports, recommendations, and studies; schedules, sta-
tistics, and summaries; data work and spread sheets; correspondence and 
memoranda; background and work papers; and comparable and related docu-
ments of a general or specific nature on transactions and subjects related 
to shipboard training and not included in other academic program files. In-
cludes as subjects: Area Training Representatives; maritime enterprises; 
steamship companies; Sea Year Projects and Committee; and others pertinent 
to aspects of developing, supervising, and coordinating shipboard and intern-
ship training programs for midshipmen. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever occurs first. 

Registrar's OffIce 

851.	 Registrar Subject File. Topical documents concerning the admImstra-
tion and operation of Reg i st ra r functions. Includes: informational and in-
structional papers; agenda and minutes; requests, r e cornrn endat ro ns , re-
ports, and studies; schedules, s tat i s ti cs , and summa rre s ; data work and 
spread sheets; background and work papers; correspondence and memoranda; 
and comparable and related documents of a general or s pe ci fi c nature on trans-
actions and subjects not documented in other Registrar files. Includes as 
subjects: academic calendars; curriculum; diplomas and degrees; depart-
ments; Academic Board or faculty meetings; classroom utilization; instructor 
workloads; textbooks; and othe rs pertinent to aspects of the registrar proces s. 

a. Dispose of classroom utilization report when 10 years old. 
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b.	 Dispose of all other papers when 5 years old, or when no longer 
needed for current business, whicheve r occurs fi r s t , 

852. Registrar RegIstration File. Transaction documents used i n enrolling 
midshipmen in core curriculum or ele cta ve academic courses. Includes: 
EAM rni ds hrpman and course cards; course Ii st s ; course enrollment Ii s t s ; 
rn id shi prna.n enrollment lists; and related documents involved in producing 
academic rosters and control lists. 

Dispose of I year after end of respective a ca.derrn c year. 

853. Registrar Scheduhng File. Transaction documents used i n scheduling 
academic courses or final exa.rrrina tro ns , Includes: master course schedul-
Ing Iis ts ; instructor lists; midshipman strength reports; maste r clas s room 
lists; instructor and rru ds hi.prna n academic schedules; cu r r-i cu lurn matrices; 
and related worksheets; elrg i bl e exam room Ii st s ; frna l exam exemption re-
quests; course class lists; and related wo rksheets; memo randa; and related 
documents involved in assigning instructors, midshipmen, and classrooms 
to schedules for academic courses and fi rral exa.rninat i ons , 

Dispose of 1 year after end of r es pe ct i ve academic year. 

854. Registrar Academic Year File. Summary statement documents used 
internally for academic administratIon. Inc lude s : rru.dshrprn en or sea project 
rosters; final class lists; academic precedence lists; acade rn i c performance 
reports; honors reports; master course and fi na l exa rrunat iori schedules; grade 
analyses; grade verifications; academic analysis; and related documents In-
volved in periodically recurring or spe cra l review, ana lys i s , or r epo r ti ng of 
individual and collective academic performance of rni ds hrpme n , 

a.	 Dispose of: rosters - 1 year; lists J reports, and schedules - 5 years; 
and grade analyses - 10 years; after end of respective academic year. 

855. Registrar Official Student Records File. Summary	 docu-

b. Dispose of grade verifications and academic analyses 40 years afte r 
end of r e s pe ctrve a ca derrn c year. 

* statement 
ments of the official a cade mi c grades and class standings of inda vi dua l mId-
shrprne n . Includes: official student record t r ans cr i pt s of currently enrolled 
midshipmen; official student record t r ans c r i pt s and personal h i s to r y records 
of graduates; Involved In recording aca dem rc achi evern ent and rank for adrn i n » 

istrative and refe rence purpose s , 

Dispose of 60 yea rs afte r g radua t ion of cl a s s 0 
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856.	 Registrar Transcript Requests File. Transaction documents used to 
answer requests for the Official Student Record of individual midshipmen 
or graduates. Includes: information release authorizations; t r ari s c r rpt 
requests; fee requests and receipts; correspondence or memoranda; control 
registers or logs; indexes; and related documents involved in providing and 
controlling release of transcript information to legitimate requestors. 

Dispose of 5 years after date of transaction. 

Schuyler Otis Bland Memorial Library 

857.	 Library Program Subjects File. Programmahc and topi ca l documents 
concerning the administration and operation of the library program. Includes: 
informational and instructional papers; requests, reports, recommendations, 
and studies; schedules, statistlcs, and summanes; data work and spread 
sheets; correspondence and memoranda; background and work papers; and 
comparable and related documents of a general or specific nature (exclusive 
of library collection primary or secondary card catalogs or control lists) 
pertinent to providing necessary library media resources for the USMMA. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever occurs first. 

Office of Instructional Medla 

858. Instructional Media Subject File. Topical documents concerning the 
administration and operation of instructional media services. Includes: 
informational and instructional papers; requests, reports, recommendations, 
and studies; schedules, statistics, and summaries; data work and spread 
sheets; correspondence and memoranda; background and work papers; In-
ventory lists; control registers and logs; and related documents of a general 
or specific nature pertinent to prov i ding necessary audro vi sua l media re-c 

sources for the USMMA. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever occurs first. 
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ASSISTANT SUPERINTENDENT FOR REGIMENTAL AFFAIRS 

The Assistant Superintendent for Regimental Affairs also serves as Com-
mandant of Midshipmen and is responsible for all rni d shrp m en activities of 
a non-academic nature, including military type organization, di s ci pl.me , and 
system of self-government; monitoring the adequacy of the midshipmen quarters, 
clothing, food, and related commissary services; and pr ovrdi ng and di r ect mg 

a program of social and non-athletic rec reahonal act i viti e s , 

Office of the Commandant of Midshipmen 

859.	 RegImental Program File. Programmatic and transaction documents 
used to formulate and execute the Reg irne nta l Affa i r s program. Includes: 
agenda and rm nut es ; agreements; comments, requests, r ecornrn enda t ion s , 
and pro~osals; evaluations, reports, and studies; schedules, statistics, and 
summaries; instructions; background and work papers; correspondence and 
memoranda; and comparable and related documents concerning pol i cy , plans, 
issues, goals, and objectives r ela ta ng to: rm s s ion and functa ons ; operations 
and workloads; budgets; committees; meehngs or conferences; i nspe ct i on s 
and official visits; and other topics pe r ti ne nt to developing, directing and re-
viewing the Regimental Affairs program. Specrfi ca.Ily mcludes as subjects: 
band; barracks; class advisors; conduct and discipline; exchange VISItS; honor 
board; inspections, leave and liberty; merit system; rm dshrprrie n regulations; 
parades; uniforms; and watch bills. 

Dispose of when 10 years old, or no longer needed for current business, 
wha che ve r occurs first. 

860.	 Commandant's Executive Board Case FIle. ':< Transaction documents 
used to review individual cases and make recommendations concerning the 
setback, r e s rgnat ion, or dismissal of a midshipman. Includes: convening 
notice; counse]bg, forms; grade reports; midshipman p ro fi Ie reports; witness 
Li s t s or statements; and related documents Involved In cons i de r i ng cases of 
academic deficiency, conduct, apt i t ude , or ad.apt.a bi l.t ty , 

Dispose of 15 years after r e s pe ctrve Board rnee t i ng , 

861. MidshIpman Conduct Case File. ':c Transaction documents used to record 
and monitor individual rrrids hrprna n conduct and Ie ade r s hip p rofi cienc y. In-
cludes: personal data cards; quarterly grade reports; de fi ci enc y reports and 
supporting pape rs; chronological conduct reco rds; commendation, admonition, 
and adverse comment notices; deferment requests; rn e r i t pomt record cards; 
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and related documents involved in superv1s1ng rrridshrprrra n pa rt.rcrpati on
 
in the USMMA regimental system.
 

Dispose of 1 year after graduation. 

862.	 Midshipman Personnel Management Subjects File. Topical documents 
concerning the administration and operation of midshipman personnel man-
agement functions. Includes: informational or i ns t ru cti ona.I pape r s ; agenda 
and minutes; rosters, recommendations, requests, reports, and studies; 
schedules, statistics, and summa ries; data work and spread sheets; cor-
respondence and memoranda; background and work papers; and related docu-
ments of a general or specific nature on transactions and subjects not docu-
mented in other midshipman personnel files. Specifically includes as subjects: 
academic deficiencies; Plan-of-the -Day; Supe r rnte nde nt+s Instructions; Super-
intendent's Notices; Calendar of Events; cultural events; sports; clubs; class 
profiles; lifeboatman exarni natrons ; shipping lists; and others pertinent to 
aspects of midshipman personnel management. 

Dispose of when 10 years old, or when no longer needed for current 
business, whichever occurs first. 

863.	 Midshipman Personnel Folders File. * TransactlOn documents reflecting 
the service status of individual midshipmen. Includes: nomination, applica-
tion, appointment, release, and supporhng papers; maritime training assign-
ment, accomplishment, evaluation detachment, and discharge papers; academic 
standing notices; commendation, r ecorrrme nda ti on , and adverse performance 
reports; official leave papers; maritime and naval certification, licensing, or 
commission appointment notices; ident ifa ca.tion photographs, correspondence 
and memoranda; and comparable and related documents involved i n r eco rdr ng 
midshipman appointment, service, and s<e'parah0n. 

Transfer to FRC 5 years after graduation.IDispose of 60 years after graduation of class. 

864. Midshipman Personal History Cards File. * Summary documents of the 
pertinent facts of the background and service of individual midshipmen. In-
cludes: personal history cards; identification photographs; and related cross 
indexes; used as a concise reference for midshipman personnel admimstration 
and historical purposes. 

Combine with i ndi vi dua I Midshipman's Offi cra l Student Record after 
graduation for retenhon in the Registrar's Offi ce (see Registrar's 
Office). 
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865. Midshipman Personnel Management Report File. Su.bsrdra r y and sum-
mary statement documents used internally or r equr r ed externally for mId-
shipman personnel management or sta ti sti ca l purposes. Includes: reports 
on routine or special topics such as: on-board strength; sea year status; 
attrition; actlvities; operations; and workload; with related background, sup-
po rt mg , and transmittal documents; correspondence and memoranda; Involved 
in the periodically recurring and special reporting to higher echelons for man-
agement review, further consolidation, and r epo rt.ing to other agencies. 

Dispose of when 10 years old, or when no longer needed for current 
business, whichever occurs first. 

-204-



REGION DIRECTORS
 

The Region Directors shall be responsible for all field operations and 
programs of the Administration within their respective Regions, except 
ship construction and the United States Merchant Manne Academy, sub-
ject to national policies, determinations, procedures and directives of 
the appropriate headquarters office in Washington, D. C. The programs 
and activities under their jurisdiction shall include rna nne inspections; 
training for marine personnel in radar, loran, etc , ; market development; 
port and intermodal transportation development; development of minority 
business enterprises through contractors and subcontractors of the Admin-
istration; compliance activities under Title VI of the CiV1I Rights Act of 
1964; external auditing; financial analysis of the shippmg industry; and ad-
ministrative support achvities. 

In addition, the Eastern, Central, and Western Re gron Di re cto r s shall be 
responsible for the custody and preservation of ships in the national defense 
reserve fleets; activities relating to the award and/or adrru ni s t r at io n of con-
tracts for operation, r epai r and maintenance of ships; fa ci Ii ti e s management; 
accounting; and procurement and disposal of property and supplies. 

The Great Lakes Region Director shall conduct programs and activities 
to promote the development of Great Lakes shipping. 

NOTE: This Record Schedule is applicable to all Regions. Whlle 
the organizational structure of the Region offi ce s have 
similarities, there are differences and the records gen-
erated may vary from Region to Region. 

The records des cribed herein are bas ed on the records 
of the Eastern Region. As long as the records in another 
Region are the same as those described for the Eastern 
Region and serve the same purpose, it is rnte nde d tha t 
the r eten tron period provided shall apply to them where-
eve r found within a Region. 

Office of the Dire ctor 

866. Director's Subject File. This file consists of subject-filed co pi es 
of materials generated by the Director or prepared for him in providmg 
executive direction of the office. Included i s incoming and outgoing cor-
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respondence f r orn headquarters, private i ndivrdua l s , and others pertaining 
to prog rarn activities, policy procedures and rulings and de ci s roris on :mat-
ters relating to Mariti:me Acti vrtre s , 

Start a new file every 5 years, transfer to FARC 1 year later. 
Dispose of when 10 years old. 

867. Deputy Director Subject File. ThIS file contams docu:mentation re-
flectmg the executive direction of the regional office as assigned to the 
Deputy Director. It includes such headings as Asbestos Hazard Control, 
Budget Call, Minority Contractors, Ja:mes River Fleet, Shipyards, Sea-
ma n+s Church Institute, Contract Ad:ministration and sarrn Ia r type records. 

Start a new file every 5 years, transfer to FARC 1 year later. 
Dispose of when 10 years old. 

868. Weekly ActIvity Reports. These are weekly reports sub:mitted to 
the Assistant Secretary for Ma r it irne Affairs reflecting i:mportant ac ti ons , 
Significant projects cornpl et ed or rnajo r rrnl e s t one s achieved on s igm fi can t 
projects, and any proble:ms developed. 

Dispose of when 5 yea rs old. 

869. Ad:ministrahve Subject File. Consists of records pertaining to In-
ternal housekeeping :matters such as budget, contracts, personnel, travel, 
and general ad:ministrative rna t te r s , 

Dispose of when 2 years old. 

870. Reading File. This file consists of a copy, fi l ed by date, of docu-
m ents prepared 0 r signed by the Director. 

Dispose of when 5 years old. 
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REGION PERSONNEL OFFICE
 

The Region Personnel Representative exercises all of the authorities of 
the Region Director with respect to the personnel func tro ns assigned by 
the Manual of Orders, and specifically Subsection 2.05 of Ma r it.i rne Adtnin-
istrative Order 100-2. 

871. Etnployee Training. Correspondence, rn em or arida , reports and 
other records relating to the ava.iIaba Hty of training and ernpl.oye e participa-
tion in training pr og rarn s sponsored by other gove rnrn ent ag en cies or non-
gove rnment institutions. 

Dispose of when 5 years old or when superseded or obsolete, 
whichever is sooner. 

872. Request for Personnel Action (SF-52). * Consists of copies of re-
que sts for pe rsonnel actions, such as a.ppointrne nt , p r orno ti ons , transfers, 
separations, and s irrriIa r type personnel actions. 

Dispose of when 2 years old. 

873. Service Record Card. * Consists of Service Record Cards for 
emplo yee s spearated or transferred. d~~ ~~ .../ ~~ 

stU -rl't~~r ,.",~M~·j~2~,,"S.C""".j"=- ~•••7. 
874. Certificate of Eligibles File. ):< Cons i s t s of Certliicates of Ehgibles 
with related requests, fo rrn s , correspondence, and s tat erne nt of r ea sons 
for passing over a preference eligible and selecting a non-preference eligible. 

Dispose of when 2 years old. 

875. Position Description Files. These are office copies of po s itron 
descriptions showing such i.nfor rna ti on as organizational Io ca tron, grade, 
responsibilities and duties involved, and related i.nforrna t ion, 

Dispose of when abolished, superseded, or no longer needed for 
current business. 

876. Personal Injury FlIes. * Consists of fo r m s , reports, correspondence 
and related rn edi ca l and investigatory records relating to on-the-job injuries, 
whether or not a cla irn for cotnpensation was rn ade , 

Dispose of when 5 years old. 
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877. Employee Awards Flle. ~:c Coris i s t s of case files m cludi ng recom-
mendations, memoranda, approved norrn na tt on s , correspondence, re-
ports and related handbooks pertaimng to ag enc y-cs ponsor ed cash and non-
cash awards, such as incentive awards, withm-ig rade me rrt increases, sug-
gestions and outstanding performance. 

~~f~~~tJt'~~V1/ 
878. Course Announcement F'rl e , Consists of a reference fi l e of parnphlets, 
notices, catalogues, and other records whi ch p ro vrde i nfo r ma ti on on courses 
or prograrns offered by government or non-government 0 rganiza tions. 

Dispose of when superseded or obsolete. 

879. BUllding Pas s Credential Flle. Contains a record of i.d errtifi cat i on 
cards i s su ed to employees and a record of cards disposed of when ernployee 
is separated. 

Dispose of when no longer needed for current business. 

880. Merit Promotion Program Flle. ':c Consists of docurnents pertaimng 
to announcements of vacancies under the Merit Promotion Program, related 
applications for employment received, and othe r papers conce rning the fi ll ing 
of vacant positions in accordance with merit promotion procedures. 

Dispose of 2 years after the position is fi l l ed or after OPM a.udrt , 
whichever is sooner. 

881. Adverse Actlon Case Files. ':( Consists of copies of case files and 
related records created in r evi ewi ng an adv e r s e a c t i on a ga i ns t an ernployee. 

Dispose of 4 years after the case i s closed. 

882. Personnel Subject Files. T'hi s file consists of docurnents pe r ta i m ng 
to the general administratlon and ope r a ti on of personnel fun ct i on.s and In-
cIudi ng college programs, selective placernent pr og r a rn s , s pe c i a l career 
programs, exarrn nat io ns , pa i d rec ruitrnent, executive de ve loprn en t , rrie r i t 
p r ornot ion, and ernployee safety. Also Included are correspondence, re-
ports, memoranda, and other records relating to ernployment prograrns 
and functions, and manpower management and evaluation, Including experts 
and consultants, overseas employment, re-employment r ig ht s , employee 
transfer and detail, and excepted positions. 

Dispose of indi vrdua l documents and contents of file folders when 
superseded or when no longer needed for current business, whlch-
ever is sooner. 
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883. Congressional Correspondence. T'hi s fi l e consists of incoming let-
ters, records of telephone conversations, and outg orng replies to Washlngton 
concerning Congressionals, and copies of Washington replies to the Congress-
men. 

Dispose of when 3 years old. 
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REGION ADMINISTRATIVE SERVICES OFFICE 

The Region Adm.inistrative ServIces Ofhcer is authorized to exercise all 
of the authority of the Region Director with respect to adrn i m s t r at.rve ser-
vices, property control, purchase and disposal functions assigned by the 
Manual of Orders, and specifically Sections 2.02, 2.08 1, and 2.08 4 of 
the Maritim.e Adm.imstrative Order 100-2. 

884. Office Services Subject File. Coris i s t s of docum.ents pe r ta i mng to 
reporting requirem.ents, m.ail m.anagem.ent, reproduction reports, space, 
directives, m.anagem.ent plans, teletypes, travel, personnel, errie r-genc y 

planning, air pol.lut ro n, training and related docurne nt s , 

DIspose of individual do currie nt s or contents of i ndivrdua l file folders 
when superseded or when they have served the i r purpose. 

885. In-House Newspaper. Consists of records per ta mi ng to the penod-
ically issued In-house newspaper featuring i tern s of Interest to Re giona.l Of-
fice em.ployees. 

A'Record copy - DIspose of when purpose has been served.
 
,.All other records - DIspose of when 5 years old.
 

886. Press Releases, Speeches, and Other Pres entations. These are 
copies of the i t ern s spec i fi ed in the frl e series ti tl e and sim.ilar rna tenal 
used as a precedent and for othe r refe rence purposes. ThIS rn at e r i a l IS 
adequately docum.ented in offi ci al files kept In Washrng ton , 

Dispose of when superseded or when 5 years old, w hi ch eve r IS 
sooner. 

887. Laws, Regulations and Directives. These are copies of laws and 
regulations defining and governing the program.s and r e spon s ibil iti e s of 
MarAd. The record copy is rna mta.me d In the Offi ce of OrganlzatlOn and 
Managem.ent System.s in WashIngton. 

Dispose of when r evr s ed or revoked. 

888. Public Affairs Subject File. Docurn erita t i on created and collected 
by the Regional Office pertaimng to the performance of its fun ct i ons wi th 
associated reference m.aterials. 

Dispose of md iv rdua l fi le s when records have become obsolete
 
or have been superseded, whichever IS earlier.
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889. Biographical Statements. ,:e These are short biographic resumes 
and photographs of senior officials of the Regional Office used for news 
purposes, introductions at meetings and public appearances. 

Dispose of 5 years after a change of the senior offi cra l s , 

890. Contract Case Files. These are Regional Office procurement copi e s 
of the basic documentation of negotiated and bid contracts involvmg the seek-
ing and letting of contracts, post award documentation involving momtoring 
and settling of contracts to close them through fi na l payment and audit. Doc-
umentation for fiscal purposes is also maintained in the Finance Office. 

Transfer to FARC 1 year after the contract is terminated. 

p.. ill • pi iI iI , t~'i IUI,,'I!I!!! o£ 1ft) 3 
15:	 tb_ !!!d 57 1 e t3226 

.,	 Q dcta §: J ?? ; lJ Dispose of 6 years, 3 months 
afte r the pe riod cove red by the contract. 

8CH. Leases. Consists of copy of lease agreement, clearances, blue-
prints, drawings, improvements, recommendations, approvals and re-
lated documents. 

Transfer to FARC at the end of the year in which the lease is 
terminated. 

III	 iI a I III f rh r l& J IS 1 SiB Misp dU as 
; ; ]61 £_1 & 

_	 jssaL9ts afLS£ 8' 2; II Dispose of 6 years, 3 months 

after the lease is terminated. 

892. Contract and Purchase Order Logs. These are registers of con-
tracts and orders awarded showing contract number, originating urn t , 
description of item, contractor's name, date of award, dollar amount, 
and similar information as r equi r ed , 

Dispose of record copy when 10 years old. 

893. Requisition Purchase Order File. Consists of copies of purchase 
orders for the purchase of supplies, s e r-vi ce and equrprne nt , Included in 
the file are requisitions, purchase orders, ju strfi cat io ns , approvals, and 
other related papers. The fiscal accountabilIty copies are maintamed in 
the Ac countrng Division. 

-211-



a. Transactlons of more than $10, 000 , ,,~UIi! III" II .1'•• lUI iii i I I i iii h' ] 1 &ft~r 
610 sp 1 Tn rd~ tsz F1tR i!J 1 *er . DIspose of 6 years, 
3 months after final payment. 
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894. Federal Supply and Property Management Reports. This fi l e con-
sists of reports generated by the contracting officer in the Administrative 
Office. Included are such items as the Uf iIi za tion and DIsposal of Excess 
and Surplus Personal Property, Utihzation of Foreign Excess Property, 
Personal Property Furnished Non-Federal Recipient from Excess, Trans-
actions Made under Exchange/Sale Authority and Recovery of P'r ec i ous 
Metals and Critical Mat e r ra l , 

Dispose of when 3 years old. 

895. Employee ApplIcations for Motor Vehicle Operator's Card. ,:~ Ap-
plIcations from employees for authonzation to operate government vehi cLes , 

Dispose of when renewed or upon termination of individual's employ-
ment. 

896. Procurement File. This file cons i st s of r equt s i ti oris , purchas e 
orders, work orders. requests for Imprest Funds and copi es of contracts 
that have been awarded. Pending items are held in case file folders unt rl 
completed and then the order is closed and filed numencally. These are 
office copies of which the record copy IS rna inta me d In the FInance Off'i ce 
and supported by a procurement copy rna.i.ntain ed by the Contractlng Offrc e r , 

Dispose of when 2 years old. 

897. Reports File. TIllS fi l e corita i ns copi es of reports that are collected 
or generated by the Adrrn ni s t r at iv e Office. They i nclud e such Items as 
Personal Property, Estima ted Cost of Postage and Fees, Vital Records, 
Commercial Print Usage, Telephone Repo rt, Forms Report, Cop i e r- Usage, 
Management Surveys, and other similar internal subrrris s i ons , These papers 
are summarized or essentially dupl i ca te d by reports su brm t ted to Washington. 

Dispose of when 6 years old, or when no longer needed for current 
business, whichever IS sooner. 

-212-



898. Report of Excess Property. Consists of oopi e s of the report show-
ing the quantity, item description, unit acquisition cost, condition and author-
ized disposition of excess property. 

Dispose of when 5 years old. 

899. Pe rsonal Property Records. Thes e ar e listings or inventones of 
personal property showing the description of the item, model and serial 
numbers, location and the person or office charged, with related correspon-
dence. 

a.	 Record Card - Dispose of when superseded by a new card or 
upon disposal of item of equipment. 

b.	 Inventories or lists of Personal Property - Dispose of when 
replaced by a revised copy. 

c.	 All other papers - Dispose of when 3 years old. 

900. Telephone Brl Is , Consists of copies of bills for telephone service 
together with related papers. The fiscal a ccounta brl.ity copy of these bills 
are maintained in the Finance Office. 

Dispose of when 2 years old. 

901. Records Disposition Files. This file consists of copies of papers 
on records disposition including descriptive history, disposal authoriza-
tions and clearances, schedules for retirement of records, transmittals 
of records to Records Centers and correspondence and memoranda relat-
ing to revisions. 

Dispose of when related records are destroyed, or when no longer 
needed for administrative or reference purposes. 

902. Express Mail Receipts. Consists of copies of r e ce ipt.s for out going 

daily express mail. 

Dispose of when I year old. 

9'03. Teletype Message File. Consists of a reference copy of all incoming 
and outgoing telegram messages. The original copy is forwarded to an action 

office. 

Dis pos e of when I yea r old. 
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REGION FINANCE OFFICE
 

The Region Finance Offlcer exercises all of the authority of the Re gi on 
Da r ect or with respect to the accountlng, financra l studies and approvals, 
and other finance functions a s s rg n ed by the Manual of Orders, and specif-
i ca ll y Sections 2.03 and 2.04 of the Ma r itr m e Adrni m s t r-ati ve Orde r 100-2. 
The Region Finance Officer is also authorized to exercise all of the author-
ity of the Region Director with respect to the civil rights and minority 
business enterprise functions a s s i gne d by the Manual of Orders. 

904. Weekly Activity Reports. Cons i s t s of a summary of completed 
actions and continuing projects in the F'a na.nce Office. 

Dispose of when 1 year old. 

905. General Subject F'a l e , 'I'ha s file co ns i s t s of copi e s of reports, 
authoritahve issuances, memorandums, correspondence and related 
documents created or collected by the offi ce , 

Dispose of when 3 years old or when purpose has been served, 
whichever is sooner. 

906. Reading File. Consists of extra copi es of documents prepared 
or s igned in the office and rna inta m ed by date. 

Dispose of when 3 years old. 

907. Civil Rights Subject FIle. Contains incoming and outgo i ng cor-
respondence and collected printed and processed material pertaining to 
the provisions of the program, its effectiveness, suggested Improvements, 
and explanahons or Interpretations or specific p ro vi s ions of the law and 
their application in general. Also included IS docurn enta t ron of the spe ci frc 
steps taken by the office to implement the program. 

Dispose of individual documents or contents of file folders when 
superseded or when 5 years old, whichever occurs sooner. 

908. Reading File (Civil Rights). This frl e conta i ns ch r onol.og i ca.lly 
arranged copies of documents prepared by the Civil Rights Ac ti vi ty , 

Transfer to FARC when 4 years old. Dispose of 5 years later. 

909. Civil Rights Compl1ance RevIews. Cons i st s of records pe rtaimng 
to reviews of contractors involved in Federally As s i ste d Co n s t r uc tao n Con-
tracts, and In administering the Department's internal dis c r irrrina tion 

cornplaint pr ograrn , 
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Transfer to FARC when 5 years old. Dispose of when 
10 yea rs old. 

910. Operations and Training Budget. Contains budget submissions 
from all activities in the Region Office and records pertaining to budget 
allocations, appropriations, operating budget reviews, together with work 
papers and supporting data. 

Dispose of 2 years after the close of the fiscal year involved. 

911. Budget Control File. Consists of the allotment and fiscal plan 
advices, fiscal and work plans, travel funds, reimbursable hours worked 
control, and status of budget allocation. 

Dispose of 2 years after the close of the fiscal year involved. 

912. Ships File. 'I'hi s file consists of general contractual correspon-
dence and the operational record of the vessel throughout the period of 
Mar Ad control. 

Transfer to FARC when the contract is terminated. Dispose 
of 6 years later. 

913. Liner and Bulk Company Files. These files consist of copies of 
agreements, charters, mortgages, rates, permissions and wa i ve r s , 
competitive-contracts correspondence and related rra terial used in deter-
mining aid to companies. 

Dispose of when contract is closed. 

914. Maritime Aids Gene ral Subject Files. This file consists of docu-
mentation relating to the ODS Liner and Bulk programs. Also i nc Iude d 
are various files of a subsidy nature such as CDS and other forms of 
Maritime Aids. 

Dispose of when no longer needed for current business. 

915. Voyage Record - Work Files. This file consists of working papers 
on Liner and Bulk subsidized vessels filed by shipping company and voyage. 
The records are used to verify the voyage a ct ivi t i e s prior to s ubs i dy pay-
ment. Also, as a reference for any adjustments, changes and que s troris , 

Dispose of when 3 years old, or when no longer needed for 
current business, whichever is earlier. 
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916. Russian Grain, ODS Short Term Contracts. Thes e fi l e s co ns i s t of 
copies of agreements, correspondence, and other docurrrc nta t i on r e Ia t.i ng 

to the vessels involved in t r-ans po r tmg grain. 

Dispose of when contract is te rminated, financial audrt IS completed, 
and pending claims are resolved. 

917. Ships Logs. This file consists of abstracts of the ships actualI I 

voyages for Bulk vessels only. They Include the deck log for the voyage 
of the ship loaded and the port log for the loading and discharge ports. 
These records are used as a ba s i s for verification of the voyage In sup-

port of sp;;fR~men~oAthe Shl/~ OP~~I5, fJlt:I. 
.p?pmapQ ~ ~2aas~~ PAfh~viii\n contraCt is tEIIhhIaNod. 
Q£f 2 £Or hand? to the niIt16£1iIr AfCIiIces " j .. i .1 AI niter. 

918. CCF, CDS and Title XI Company Files. Thls file cons i s t s of 
formal actions and correspondence on companies receiving Maritime 
Aids assistance under the CDS, CCF and Title XI programs. 

Dispose of when contract is closed. 

919. Reserved. 

920. Sailing Schedules. This file consists of sailing schedules approved 
for ODS payment, reco rd of s aa Ling s and position repo rts. These are used 
as a basis for reviewing ODS subsidy contracts and reference for audit of 
fi na.I rate year. 

Dispose of when 3 years old. 

921. Contract File (Audit). This file consists of contracts and addendums 
on the ODS-Liner and Bulk, CDS and Russian Gram programs. These rec-
ords are used by Audit Operations as a basis for handling ODS voucher pay-
ments and audits. 

Dispose of when contract is terminated. 

922. Audit Case Files (Russian Grain). These files consist of terminated 
voyage cost audits, completed payment voucher fi.l,e a udr t s , historical cost 
audit (by year), by operator, vessel and voyage. These audits are the ba s i s 
for determining the subsidy to be paid to the operator under the Russian Grain 
Program. 

Transfer to FARC 1 year after cornpl.e tron of the audit. DIspose 
of 7 years after cornpl etron, 

-216-



923. ODS Bulk and Liner Audit Files. Consists of contracts agreements, 
subsidizable expense audits, wage audits, paid ODS vouchers, directives, 
correspondence from, subsidized companies and related documents. 

Transfer to FARC when contract is terminated and final audit 
is completed. Dispose of 7 years afte r final audit. 

924. National Shipping Administration Ready Reserve Fleet Audits. Con-
sists of service agreements, vouchers, countersigned checks, company cor-
respondence, financial statements and related documents used in auditing 
records. These records are maintained by the general agent of the company 
retained for the operation and maintenance of ships under the Ready Reserve 
program. The records will be returned to the regional office at the time the 
agreement is completed. 

Transfer to FARC 1 year after the agreement is completed. Dispose 
of 7 years after completion. 

925. Audit Operations Subject File. T'ha s file consists of documentation 
pe rtaining to the particulars of the audit operations ca r r i ed out by the of-
fice, such as copies of laws, regulations, orders, procedures, audit assign-
ments, workload estimates, production reports, relations with other agencies, 
and similar papers relating to the activities involvmg the carrying out of field 

audits. 

Dispose of individual documents and contents of file folders when 
no longer needed for current business or when obsoleted, which-
ever comes sooner. 

926. Early Warning Reporting Companies. The frl e consists of copies 
of operators' annual and semi-annual reports and financial statements. 
The finance documents are reviewed to determine the financial stability 
of each company. 

Transfer to FARC 2 years after the report is audited. Di spo s e 
of 5 years after the audit. 

927. Special Financial Analysis Report. 'I'hi s file consists of monthly, 
semi-annual and year-end financial statements from liner operators. In-
cludes voyage performance reports by vessel and trade route. This data 
is used to analyze the financial stability of each operating company . 

a !tole•T"',IItI_,.g"SwtilaIiliLlPitlMtllfii_llil_e_E •• •• 111111 Dispo se of when 4 yea r sold. 
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928. Capital ConstructlOn Fund Repo rt -- CCF. Cons i s ts of a fi na nc i al 
report from each CCF fund holder. Includes documentation on Investments, 
deposits and withdrawal from each fund. T'hi s data is used as a baSIS for 
semi-annual reviews and for audits conducted every 3 yea rs. 

Dispos e of 2 years after audit. 

929. Title XI Closing File. Con s i st s of the notification of closing, copies 
of deposit tickets into escrow fund, verification of shipyard costs, teletypes, 
memoranda and related documentation on Title XI Closing. 

Dispose of when 2 years old. 

930. Financial Information Retrieval System (FIRST). Consists of data 
cassettes and computer printouts of the quarterly and annual frna.n c ra l and 
operating reports from each liner operator. A copy of the cassette IS for-
warded to Financial Analysis in Washington after ve r rfi ca ti on , 

Dispose of when 2 years old. 

931. Open Obligation Document File. This file contains copIes of unde-
Li ve r ed orders, Invoices, receiving reports and status of incomplete orde r s , 
When payment is completed, the file is closed and filed separately. 

:J
Transfer to FARC when _ years old. 

a.	 Records created before July I, 1975 - DIspose of after 
10 years, 3 months. 

b.	 Records created after June 30, 1975 - DIspose of after 
6 yea rs, 3 months. 

932. Certificates of Deposit. These are copies of cc r t i fa ca t e of de po srt 
submitted to the Treasurer of the U. S. with related debit vouchers, checks, 
and cash. 

Transfer to FARC when 3 years old. DIspose of when 10 years old. 

933. Sycor Cassette - Dally TransactlOn Batches. These cassettes con-
tain a record of the daily transactions pr oc e s s ed during each month. 

Erase when 1 year old. 
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934. Open Contract Obligation File. These are Finance copies of nego-
tiated competitive and open contracts let by MarAd. When performance 
under the contract has been completed, and final payment made, the case 
is closed and placed in a separate file. 

J 
Transfer to FARC when' years old. 

a.	 Records created before July 1, 1975 - Dispose of after 10 years, 
3 months. 

b.	 Records created after June 30, 1975 - DIspose of after 6 years, 
3 months. 

935. Parallel Work Records. These are parallel records of the fiscal 
reports produced on MAFIS. They include hard copies of the allotment 
advices, line items, reimbursables, status of allotment, and other Gen-
eral Ledger entries. 

Dispose of when 4 years old. 

93&. SF-224, Statement of Transactions. These are copies of monthly 
reports submitted to the Treasury Department showing a classification of 
disbursements and collections by appropriation, fund and receipt amounts. 

Transfer to FARC when 3 years old. 

a.	 Records created prior to July 1, 1975 - Dispose of after 10 years, 
3 months. 

b.	 Records created after June 30, 1975 - Dispose of after 6 years, 
3 months. 

937. General Ledger Listings. These listings include: 

Status of Allotments by Appropriation 
Status of Budget Allocation by Line Item 
Commitments and Obligations 
Open Commitments by Documents 
Open Obligation by Document 
Subsidiary Ledger for Accounts 
Voucher Register Fund 
Cash Receipts Disbursement Fund 
Cash Receipts Register Fund 
Commitments and Obligations Register Fund 
General Journal Fund 
General Ledger Fund 

Trial Balanc e 
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Transfer to the Feceral Archives and Records Center when 3 years 
old. Dispose of when 10 years old. 

938. Allotm.ent - Flscal Plan Advice. Thes e are adv i ces of the funds 
alloted to each program. by appropriation nurn be r , 

Transfer to FARC when 4 years old. Dispose of when 10 years old. 

939. Paid Voucher File. This file consists of num.erically num.bered paid 
vouchers supported by vendors' invoices, copies of purchase orders, re-
ceiving reports and accounting code sheets. 

~ee lias. "nonl £ s stei. 

}Ii I • 

oIIl11f.rl!_.S"IIllc:ltlwS_S.-!!6I11!&!tt!llzzl"lIII!Iu!l!lfe."eIfl21111:lc1ill1l!! _1ii2.2-,,; •• ;.... Dispo s e of aft e r 6 yea r s , 
3 m.onths. 

940. Voucher and Schedule of Paym.ents. These are the accom.plished 
copies of paid schedules of paym.ents subm.itted to the Treasury Depart-
m.ent for issuance of checks. 

,
'i' us LieF} DC H.• & 
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f 1 T.. a• it "I111•• _"'~ __ " s. ""_"" __ b "-Dispose of after 
6 years, 3 m.onths. 

941. Sycor Tape Cassette with Time and Attendance Reports. Data from. 
the tim.e and attendance reports are input on tape cassettes and transm.itted 
via Sycor terminal to the com.puter i n Washington. 

Dispose of Tim.e and Attendance Reports and erase Sycor cas settes 
6 weeks after the data has been input and validated by the com.puter 
activity in Washlngton. 

942. Batch Listing Report. Thes e are listmgs of batch da ili es , wh i ch 
have been validated and/or rejected by the MAFIS system. i n Washlngton. 

Di spo s e of when 6 m.onths old. 
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943. Terminal MAFIS Batch Listing Report. These are validation runs, 
together with hard copies of transaction data, used to verify the accuracy 
of accounting data to be transmitted to the Honeywell Computer System in 
Washington for storage. 

Dispose of when 6 months old. 

944. Paid Voucher - Card Control Files. File consists of cards show-
ing Vendor Name, ID Number, Invoice Date, Amount of Invoice, Purchase 
Order Number, Bureau Voucher Number assigned for payment and Payment 
Schedule Number. 

Dipose of when 6 years old. 
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REGION SHIP OPERA TIONS OFFICE
 

The Region ShIP Operations Officer exercises all of the authorities of the
 
Region Director with respect to the ship operations, maintenance and re-
pairs and other ship management functions a s s i gne d by the Manual of Or-
ders, and specifically Sections 2.01 and 2.07 of Ma r i t irrre AdministratIve 
Order 100-2. 

Operahon OffIce 

hena ~nQ;'i~tsAH I~ 
946. Vessel Survey Card File. These are 5 x 8 card fi le s w hich corrta i n 
a short summary of all surveys on government owned and mortgaged ves-
sels under MarAd control. 

Dispose of when no longe r needed for current bu s i ne s s. 

947. Program Subject File. This file contains correspondence, memo-
randa, and other documents pe r ta irung to the subs ta ntrve po rt ion of office 
records, such as: Emergency Logistics Study, In spe ct ron of Loaned Items, 
Merchant Ship Register, National Defense Reserve Fleet, Russian Grain, 
Ships Design and Program Studies, Traimng School for Ships Personnel, 
and other similar subject documents not related to a s pe cifi c individual, 
vessel, or company. 

Dispose of when 2 years old. 

948. Technical Surveyor Worklllg Files. The files co ns i s t of w or king 
papers maintained by individual rna r me surveyors, such as rna t e r i al s on 
pending matters and extra copies of docwnents, drafts, notes, or othe r 
working pape rs needed for operational needs. 

Dispose of when no longer needed for current bu s i ne s s , 

-222-



949. Master Lump Sum Repair Contracts. This file consists of contracts 
for the repair, alteration, conversion, reconversion of, or additions to ves-
sels. Includes application, financial statements, report on facilities, ap-
provals, executed contracts and related documents. 

Dispose of 1 year after the contract is terminated. 

950. Ship Sales Files. These files contain sales data on ships sold by 
MarAd. Included are correspondence on terms of sale under Property 
Disposal (PDX), abstracts of bids, ship sales action, notification to buyer 
and related sales documents. 

Dispose of when no longer needed for current business. 

951. Paid Account File. Consists of documentation relating to payment 
to contractors for repairs performed on vessels under the master repair 
contract. Includes abstract of bids, job orders, awards and other pertinent 
data. 

J
Transfer to FARC when.,. years old . 

as i1 • i I !l1IL) , I BIB ISS 3d•aU )II ;6 as - & 'hE 2 I; tTl Dispose of after 
6 years, 

• 
3 months. 

952. Title XI Mortgage Insurance or Preferred Mortgage Insurance. 
Consists of documentation on vessels with Title XI mortgages. Includes 
surveys on condition of vessels, recommendations, reports and related 
docwnentation. 

Dispose of when no longer needed for current bu s i ne s s , 

953. Ships Files. This'file contains all documentation pertaining to 
each vessel under MarAd jurisdiction. Includes directives, correspon-
dence, teletypes, voyage repair test reports, notice of ship movements, 
ABS survey of ships' condition and related papers. 

Dispose of when ship is removed from MarAd jurisdiction. 

954. Subsidy Repair Summary. This file contains a record of all in-
voices submitted for review and approval of payments for each voyage, 
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letters of determination to carrier and to Finance for a ud i t purposes, and 
related repair summary documents. 

Transfer to F ARC when the contract is terminated and audit 
completed. Dispose of 7 years later. 

955. Statistical Files. Consists of documentation and reports relatmg 
to various programs in Ship Operations such as School Ships, Ready Re-
serve Program Funds (Direct and Reimbursable), Ship Construction, 
Trade-ins and SS United States commitments, obligations and other sta-
tr s ti ca l data. 

Dispose of when 5 years old. 

956. Survey Files. This file consists of documentation pertaining to 
surveys of vessels by MarAd. Includes correspondence, condition survey 
report, ABS report, and similar documents relating to the condrti on of the 
ship. 

Dispose of when the vessel is removed from MarAd jurisdiction. 

957. Radar School Training. * This file consists of appl i ca.trons for 
Radar Training and a passed/failed hi s to r y of the applicants. Included 
IS a record of individuals trained in the Radar Observer Courses, Radar 
Refresher Course and Radar Recertification Exe r ci se , 

Dispose of when 6 years old. 

958. Loran and Gyrocompass Traming. This frl,e consists of a pp'l.ica tro ns 
for Loran and/or Gyrocompass Training. Included IS a pass /fail hi s to r y 

of training and a record of the certificate numbe r ISsued. 

Dispose of when 6 yea rs old. 

959. Firefighting Traming. ~:c Contams a copy of firefighting c e r trfi cat e s 
issued to participants in the program. Also copies of correspondence to 
user organizations with attached roster of students showing their ce rt i fi ca te 
number. 

Dispose of when 6 years old. 

960. TraIning Subject File. Consists of t r ami ng establishments, courses, 
locations of schools and rules and regulations that apply to them. Includes 
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State and Federal Academies, Union Schools and other schools providing 
maritime training. 

Dispose of when no longer needed for current business. 

961. Operating Subject File. This file contains documentation generated 
or collected by the Operations and Training Officer and retained for his 
convenience in directing the training activities. Includes correspondence, 
reports, technical data and related training data. 

Dispose of individual documents or folders when superseded or when 
5 years old, whicheve r is appropriate. 

Academy Training Representative (ATR) 

96Z. Assignment Envelope File (AE). ):c This file contains envelopes on 

which a chronological record of the midshipman's sea year assignment data 
is listed. Included in the envelope is a record of the type of ship to which 
assigned, ship's route, date detached, performance evaluation by the ship's 
officer and related data. Also correspondence to ATR from midshipman and 

ATR case notes on midshipman. 

a.	 Dispose of the contents of the envelope I year after graduation 

from the U. S. Merchant Marine Academy. 

b.	 Dispose of the envelope with the midshipman's sea year assign-
ment data 5 years after graduation from the Academy. 

963. Internship Organization File. ):< This file conai st s of i ncorrri ng and 
outgoing correspondence with ship companies relating to internship train-
ing. Included are assignment orders, general instructions, duty status, 
internship reports and related documentation pertaining to inte r ns hip train-
ing. 

Dispose of 4 years after the company is no longer utihzed for 
internship training. 

964. Prog ram Subject File. This file consists of correspondence, memo-
randa, background data, and related documents pe rtaining to the U. S. Mer-
chant Madre Academy Training Acti viti e s . Included are such items as: In-
structions from the Academy Dean, Semi-annual meeting of the AT Repre-
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s entatives, Budget for Ship T'r-ai ni ng , Indo ct rmat i on Plans for Inc orm ng 
Class, Training Procedures, List of Subsidized Company Ships, Lubbers 
Line, Weekly Reports and similar type training program documents. 

DIspose of indi vi.dua l documents or folders when no longer needed 
for current busines s , 

965. Midshipman's Assignment Report File. ~:c This file contains a record 
of each midshipman's assignment report while assigned to a s hrp , Included 
a re reports on the ship Is training program, ships study program, work 
experience, impact on midshipman and related data. 

Dispose of individual documents when no longer needed for current 
business. 
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REGION PORT AND INTERMODAL DEVELOPMENT
 

The Region Port and Intermodal Development Officer exercises all of the 
authorities of the Region Director with respect to the port and intermodal 
development functions assigned by the Manual of Orders. 

966. Program Subject File. This file consists of documents reflecting 
activities pertaining to the development and prornot ion of Intermodal Trans-
portation Systems, and the utilization of ports and port facilities. Included 
are such items as the Comme rce Cities Program, Marine Fire Protection, 
Maintenance and Repair, Coastal Zone Management, Management of Grain, 
Research and Development, and similar Port and Intermodal Activities. 

Dispose of when 5 years old or when purpose has been served, 
whicheve r is sooner. 

967. Project Files. This file contains correspondence, memoranda, 
reports, technical references, solicited and unsolicited proposals, and 
similar documents regarding studies of public marine terminals, port 
emergency planning, terminal facilities, computerized data base of U. S. 
port facilities ma rine fire protection, and similar studies in the area of 
management, demonstrations, and equipment. 

Dispose of when no longer needed for current business. 

968. Staff Working Paper Files. The files consist of technical reference 
mate rials, publications, convenience copie s of documents, drafts, and othe r 
working papers maintained for convenience of office operations by various 

members of the office. 

Dispose of when superseded or no longer needed for current 
business. 
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REGION MARKE T DEVELOPMENT OFFICE
 

The Region Market Development Officer exercises all of the aut ho r it.i e s 
of the Region Director with respect to the market development funct ions 
assigned by the Manual of Orders. 

969. Program Subject File. This file contains correspondence, memo-
randa and other documents pertaining to the substantive po r t ion of the rec-
ords such as Cargo Preference, Heavy Lift Vessels, Industry and Trade 
Administration, Policy Letters. Ship Ope rations Info r m ari on Systems, 
Lash and Container Vessels. Commerce City Projects, Market Leads 
System and similar type program documents. 

Dispose of when 5 years old or when no longer needed for current 
business, whichever is sooner. 

970. Shippers' File. This file co ns i st s of import and export data, 
gathered as a result of the Office of Market Development's call on ship-
pers. This data is transmitted to the Sycor data mformation system whe re 

it is rna:::e:~Ii;"~!1.i(..4(.f1t l":t.~~'!i~~el. 
971. Foreign Trade Route Report File. Consists of copies of computer 
generated reports on commodities moved on fo r erg n trade routes. These 
are used as reference material to respond to inqui r i e s wrn ch serve the ship-
ping companies. exporters and the general public. 

Dispose of when I yea r old. 

972. U. S. Flag Steamship Companies. Consists of correspondence, 
memoranda. reports and similar Informational ma te r i a l maintained as a 
source of information on dealings and services w it h flag companies. 

Dispose of when no longer needed for current bu s i ne s s , 

973. Correspondence Files. Consists of i ncorrn ng and ou.tgoi ng cor-
respondence and memos between offrce s In MarAd pe r-tai m ng to the a drru rr-
istration and policy of the Office of Market Development Program. 

Dispose of when 5 years old. 
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974. Weekly Activity Report. Consists of a summa ry of completed 
actions and continuing projects in the Market Development Activity. Also 
included are copies of the weekly reports from various regions for infor-
mational purpos es , 

a.	 Dispose of the Market Development Activity Report when 
3 years old. 

b.	 Dispose of informational copies when I year old. 
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RESERVE FLEETS
 

The Fleet Superintendent is authorized to exercise the authorities of the 
Region Director relative to Reserve Fleet fun ct ion s assigned by the Man-
ual of Orders, which include maintenace, custody, and preservation of 
ShIPS in the Reserve Fleet. 

975. Ready Reserve Fleet. Irrte r nat i ona l load certificates, i nspe ct i on 
ce r tif'i cat iosas, and safe combinations related to Ready Reserve Fleet 
(RRF) vessels. 

Dispose of in accordance with regulatory body Instructions 
when ship is removed from RRF program. 

976. Dehumidification Readmgs of Active Ships. De hurrn.di fi ca tt on 
Inspection Report, Form MA.-325 for RRF Active ShIpS. These readmgs 
are taken periodically to Insure that dehurn idi fi cat ion machines are ade-
quately protecting the ships on which they are Installed. 

Dispose of when dehumidification machines are removed from a 
ship or the ship is removed from retention status. 

977. Active Ships File. Incoming and outgorng correspondence copies, 
reports, and other documents, not appropriate for Irling In other record 
s e r i es , relating to ships currently anchored In the Reserve Fleet. No 
financial or contract documents are included. 

Transfer to Ina cti ve Ships File when ship is rem.oved from 
r ete ntao n status. 

978. Inactive Ships File. Copies of mcoming and outgomg corre::.pon-
dence and othe r documents relating to ships that have been removed from 
retention status. (Papers transferred from Active ShIPS File.) 

Dispose of 2 years after ship is transferred from the Reserve 
Fleet. 

979. Reading File. Chronologically arranged copIes of correspondence 
and other comrnuru ca ti on s prepared and/or signed In the offi ce , 

Dispose of when 2 years old. 
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980. Time and Attendance Records. ~:~Supervisor's copy of periodic 

time and attendance forms for employees. 

Dispose of 3 years after end of pay period. 

981. Administrative File. Copies of incoming and outgoing correspon-
dence and reports relative to such internal hou s eke e pmg activities as . 
budget a'dvi ce s and estimates, personnel actions, pe rfo rrna nce ratings, 
supplies, equipment, reproduction, and printing. 

Dispose of when 5 years old. 

982. SF 7B, Current Employee Record. Supervisor's Se r vi ce Record 
Cards containing summary of personnel actions, pay rates, step increases, 
etc , , for all Fleet employees. 

Dispose of upon separation or transfer of ernpl oye'e , 

983. Directives and Publications. A reference file of MarAd and De-
partment of Commerce orders and other directives. Also included are 
such documents as the Federal Personnel Manual and miscellaneous ship 

manuals. 

Dispose of when superseded or when no longer needed for current 
business. 

984. Medical/Accident Reports on Employees. Medical and accident 
forms, documents, etc., pertaining to accidents and medical attention 

to employee s , 

Dispose of 6 years after last entry. 

985. Blueprints for Installation of Dehumidification Machines on Ships. 
Used as guide for installation of dehumidification machines on ships. 

Dispose of when no longer needed for current business. 

986. MA-123 Preservation Daily Work Sheets. These forms show actual 
time wo rked by Fleet (Civil Service) employees on each ship or project at 
fleet and are used for various reports required by Divi s ion of Reserve Fleet. 
MarAd is reimbursed by the Department of Defense for such services for 
Defense related vessels. 
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For fo r m s relating to: 

a. Direct	 Progra:rn, dispose of when 3 years old. 

b. Re i.rn bu r sa bl e Progra:rn, dispos e of when 6 years old. 

987.	 Tank capac Lt y file. Includes gener-a L plan booklets, Lcad Lng
dia~rams, blueprints of fuel tank capacity, and soundini 
tables for fuel measurements. 

Dispose of 2 years after ship is transferred from 
Reserve Fleet. 
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JOB NO PAGE OFuest for Records Disposition Authority - Continuation NCl-357-8l-2 
97 8 DESCRIPTION OF ITEM SAMPLE OR 10 

ITEM NO (With Inclusive Dates or Retention Pen ods) JOB NO ACTION TAKEN 

APPENDIX I: revised disposition 

instructions for which there is not enouih 
room in the body of the schedule 

90. Permanent. Break file at 5 year intervals. 
Offer to NARS the oriiinal neiative and one 
captioned print or two captioned prints
when the neiative does not exist, and related 
indices or findini aids when 10 years old 
or no lonier used frequently by the aiency, 

91~- Permanent. Break file at 5 year intervals. 
Offer to NARS the captioned original and 
one captioned duplicate of each slide with 
related findini aids when 10 years old or 
when no lonier used frequently by the aiency. 

92. 
A. Video tapes. 

Permanent. Offer to NARS the oriiinal or 
earliest ieneration of recordini, and a 
dubbini if one exists, with related pro-
duction files and findini aids when 5 years 
old or when no lon~er needed for current 
business. 

B. Audio tapes. 

Permanent. Offer to NARS the oriiinal or 
earliest ieneration of each recordini, and 
a dubbini if one exists, with related pro-
duction files and findini aids when 5 years 
old or when no lonier needed for current 
business. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 11S-A 
Revised July t 974 
Prescnbed by General Services 

Adrrumstration 
GPO 1975 n - 579-387 FPMR (41 CFR) 101-11 4 



PAGE OFuest for Records Disposition Authority - Continuation 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Penods) 

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

93. A. A~ency sponsered films. 

Permanent. Offer to NARS the ori~inal neiative 
or color oriiinal plus separate sound track, 
an intermediate master positive or duplicate
ne~ative plus optical sound track, and a 
sound production print or video recordin~ 
with related production files and findini 
aids when 5 years old or when no lonier 
needed for current business • 

• Films acquired from outside sources. 

Permanent. 
prints or 
recordini 
years old 
business • 

Offer to NARS two projection
one projection print and a video 
with related findini aids when 5 
or no lonier needed for current 

• A. Subject file. 

Permanent. Transfer closed 
5 years old. Offer to NARS 
when the latest records are 

files to WNRC wh 
in 5 year blocks 
20 years old. 

B. Country files. 

Permanent. Transfer closed 
5 years old. Offer to NARS 
when the latest records are 

files to WNRC whe 
in 5 year blocks 
20 years old. 

116. A. Abstract or certificate of 

Transfer to purchaser after 
or release by the Government 
restrictions, mortiaies, or 

title. 

unconditional sal 
of conditions,

other liens. 

GRS 
2c 

31 

B. All other records. 

Dispose 10 years after unconditional sale 
release by the Government of conditions,
restrictions, mortiaies or other liens. 

or 
RS 
2b 

31 

115-203 Four copies. Including original. to be submitted 10 Ihe National Archives STANDARD FORM 115-A 
Revl~d July 1974 
Prescribed by General Services 

Ad.(Tllnistratlon 
(,J'O 1075 0 - 579 .. 387 FPMR (41 CFR) 101-11 4 
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PAGE	 OFuest for Records Disposition Authority-Continuation 

7 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

128. 
A.	 Files relatini to alleied violations of a 

sufficiently serious nature that they are 
referred to the Departments of Justice or 
Defense for prosecutive determinations,
exclusive of files held by DOJ or DOD offices 

responsible for makini such determinations. 

Destroy 5 years after close of cases. 

B. All	 other files, exclusive of papers in 
official personnel folders. 

Destroy 2 years after completion of final 
action or when no lonier needed, whichever 
is sooner. 

299. 
A.	 Directives and other issuances related to 

aiency proiram functions. 

Permanent. Offer to NARS. in 5 year blocks 
when 20 years old (e.i., offer 1970-74 block 
in 1995). 

B.	 Case files related to (a) above. 

Transfer to WNRC 5 years after directive or 
issuance has been superseded or revoked. 
Dispose of when 15 years old. 

C.	 Issuances and related case files concernini 
routine administrative functions (e.i-,
payroll, procurement, personnel). 

Destroy when superseded or obsolete • . ' 

760. 
A.	 Master slide file. 

Permanent. Break file at 5 year intervals. 
Offer to NARS the captioned oriiinal and a 
captioned duplicate of each slide with relat 
findini aids when 10 years old or when no 
lonier used by the aiency. 

B. VU-iraphs and duplicate camera copy slides. 

Destroy 1 year after use or when no lonier 

9 
SAMPLE OR 

ACTION TAKENJOB	 NO 

GRS 18
 
25a
 

GRS 18/
25b 

GRS 16/
la 

GRS 16
 
1b
 

RS 16/
lc &: d 

115-203 original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GI'O 1975 () - 579-387 FPMR (41 CFR) 101-11 4 
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PAGE OF 

7 8 DESCRIPTION OF ITEM 
9 

SAMPLE OR 10 
ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN 

790. A. Record set of publications, such as catalois, 
bulletins, newsletters and related indexes 
which disseminate information concernini 
USMMA proirams, activities and events. 

Permanent. Offer to NARS when 5 years old. 

B. Record set 
indexes. 

of official speeches with related 

Permanent. Offer to NARS 
when 20 years old (e.i.,
block in 1995). 

in 5 year blocks 
offer 1970-74 GRS 

la 
141 

c. Record set of news releases with related 
indexes. 

Permanent. Offer to NARS in 5 year blocks 
when latest records are 20 years old (e.i.,
offer 1970-74 block in 1995). 

RS 141 
Ib 

D. Press clippinis concernini major USMMA 
proirams, activities and personaies. 

Permanent. Offer to NARS in 5 year blocks 
when 20 years old. 

E. All other records. 

Destroy when no lonier needed for reference. 

791. 
Permanent. Break file at 5 year intervals. 
Offer to NARS the oriiinal neiative and one 
captioned print or two captioned prints when 
the neiative does not exist, for slides the 
captioned oriiinal and one captioned dupli-
cate, and for color ne gat Lve photoiraphy a' 

duplicate neiative if one exists, with re-
lated indexes, findini aids, memoranda and 
other related documents when 10 years old or 
no lonier used frequently by the aiency. 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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97	 8 DESCRIPTION OF ITEM SAMPLE OR 10 
ITEM NO (With Inclusive Dates or RetentIOn Penods) JOB NO ACTION TAKEN 

802. 
A.	 Procurement or purchase or~anization copy

and related papers.
(1) Transactions	 of more than $10,000 and all 

construction contracts exceedin~ $2,000. 

Destroy 6 years and 3 months after final 
payment. 

(2) Transactions	 of $10,000 or less and con-
struction contracts under $2,000. 

Destroy 3 years after final payment. 

B. Obli~ation copy. 

Destroy when funds are obliiated. 

c.	 Other copies of records described above used 
by component elements for administrative 
purposes. 

Destroy upon termination or completion of 
contract. 

803. A.	 Transactions of more than $10,000. 

Destroy 6 years 3 months after final payment. 

B.	 Transaction of $10,000 or less and construc-
tion contracts under $2,000. 

Destroy 3 years after final payment. 

812. A.	 Transactions of more than $10,000. 

Destroy 6 years 3 months after final payment • 

• Transactions	 of $10,000 or less and construc-
tion contracts under $2,000. 

Destroy 3 years after final payment. 

GRS 31 
4a(1) 

GRS	 31 
4a(2) 

GRS 31 
4b 

GRS 31 
4c 

GRS	 31 4a(1) 

GRS 
4a (2) 

GRS	 31 
4a(1) 

GRS	 31 
4a(2) 

115-203 Four copies. Including original. to be submlt1ed to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Administration 
(, 1'0 lQ7') (, - 57!:l-387 FPMR (41 CFR) 101-11 4 
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st for Records Disposition Authority-Continuation 

7 8 DESCRIPTION OF ITEM
 
ITEM NO (With Inclusive Dates or Retention Periods)
 

A.	 Transactions after July 25,1974 of more than 
$10,000; and transactions before July 26, 
1974 of more than $2,500. 

Destroy 6 years after final payment. (Place
in inactive file on final payment and trans-
fer to FRC 2 years thereafter.) 

• Transactions	 after July 25, 1974 of $10,000 
or less; and transactions before July 26, 1974 
of $2,500 or less. 

Destroy 3 years after final payment. (Close
file at the end of each fiscal year, retain 
3	 yea·rs, and destroy except that files on 
which actions are pendini will be brouibt 
forward to the next fiseal year's files for 
disposal therewith.) 

5. 
A.	 Transactions of more than $10,000. 

Destroy 6 years 3 months after final payment • 

• Transaction of $10,000 or less. 

Destroy 3 years after final payment. 

873 •. A.	 Cards for employees separated or transferred 
on or before December 31,1947. 

Transfer to NPRC (CPR), St. Louis,Missouri.
Destroy 60'years after earliest personnel
action date. 

B. Cards	 for employees separated or transferred 
after January 1, 1948. 

Des troy 3 yea'rsafter separa:tion or transfer 
of employee. 

PAGE	 OF 

-81-2 
9 

SAMPLE OR 
ACTION TAKENJOB NO 

RS	 4/6a 

GRS 4/
6b 

GRS 3/
4a(1) 

GRS 3/
4a(2 ) 

GRS 1/
2a 

GRS 1/

2b
 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
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