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ATTACHMENT A 

FEDERAL MARITIME COMMISSION 

Item No. Description of Item and Proposed Disposition GRSor 
Superseded 
Citation 

Job 
Action 
Taken 
(NARA 
Use 
Only) 

BUREAU OF CERTIFICATION AND LICENSING 

Director's Office 

Reading File contains Incoming, outgoing, and internal 
correspondence prepared by the Office of the Director or by 
other offices for the Director's signature relating to the 
coordination, development and execution of programs, 
policies, plans and projects to accomplish the objectives 
established by the Chairman and/or the Commission. 
Correspondence prepared by other offices for the Director's 
signature is in addition to the files maintained by those 
offices. 

New 

2 

DISPOSITION: Temporary. Cut off at end of calendar 
year when created or received; destroy 5 years after cutoff. 

Subject Files contain letters, memoranda, reports and other 
documents created or acquired from other offices and/or 
agencies in formulating and Implementing plans, responses, 
and decisions on matters of major policy impact or in 
providing operational and managerial guidance concerning all 
programs, functions and objectives of the Commission. 

New 

DISPOSITION: Temporary. Files are arranged 
alphabetically by subject matter, and material therein is filed 
chronologically. Cut off at end of calendar year in which 
final action is officially recorded; destroy 5 years after cutoff 
or when no longer needed for reference, whichever is later. 



3 

Office of Transportation Intermediaries 

3. Reading File contains copies of all correspondence, 
memoranda, etc., emanating from the Office of 
Transportation Intermediaries. 

New 

DISPOSITION: Temporary. Cut off at end of calendar 
year when created or received; destroy 5 years after cutoff. 

Office of Passenger Vessels & Information Processing 

4. Insuranee Polie" Files contain policIes submitted by 
applicants as evidence of financial responsibility. 

DISPOSITION: Temporary. Cut off file at end of calendar 
year in which carrier ceases operations in the U.S. or cancels 
insurance. Destroy 10 years after cutoff, or when no longer 
needed for reference, whichever is later. 
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