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Job No. N1-173-94-2 dated 07/13/95
INFORMATION PROCESSING BRANCH

Antenna Structure Registration Files. One July 1, 1996 the
Commission implemented the Antenna  Structure
Registration program and began accepting and processing
applications (FCC Form 854). This is alifetime registration.
The Antenna Registration is a process under which each
antenna structure that requires FAA Notification (including
new and existing structures) must be registered with the
FCC by its owner. The owner is the single point of contact
for resolving antenna-related problems and is responsible
for the maintenance of those structures requiring painting
and/or lighting.
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Antenna Structure Registration Files

1. Textual Files. Includes registration form (FCC Form 854), correspondence, phone inquiry
forms, and related materials.

TEMPORARY. Cut off records at end of calendar year and retire to the Federal Records Center.
Destroy 25 years after cutoff. (NOTE: Agency will review the accessions before records are
destroyed. If records need to be retained in the FRC past 25 years, the agency will request a

longer retention period.) cLapreveo] wa e- madk Z&u\m /Ao 4?// 7/5%

2. Electronic Files. Electronic version of registration form and related materials either filed . e
electronically by the registrant or entered into the electronic file upon receipt of textual files.

a. Electronic files or records used to create or update the master file, including but not limited to,
registration forms received electronically, work files, transaction files, and intermediate

input/output records.

TEMPORARY. Delete after information has been transferred to the master file and verified.

b. Antenna Registration Form Master File. (v")y
3 61 9.40
TEMPORARY. Delete registration file when antenna is no longer in use. k@y b N
\D\
c. System Documentation 9,\4’ '

TEMPORARY. Destroy or delete when superseded or obsolete, or upon authorized destruction
of related master file.

3. Electronic Mail and Word Processing System Copies. Electronic copies of records that are
created on electronic mail and work processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes
electronic copies of records created on electronic mail and word processing systems that are
maintained for updating, revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes
copies maintained by individuals in personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are
used only to produce the recordkeeping copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Destroy/delete when dissemination, revision, or updating is completed.



