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General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

C:) is not required; D is attached; or D has been requested. 

DATE	 SIGNATURE OF AGENCY ATIVE TITLE 

0---8-4-00	 Records Managment Officer 

7	 9 GRS OR 10 ACTION 
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
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NOAA Records Disposition Schedule
 
National Ocean Service (NOS)
 

Center for Operational Oceanographic Products
 
and Services (CO-OPS)
 

January 10, 2005
 

The Center for Operational Oceanographic Products and Services (CO-OPS) manages 
the national data base of historical water level observations, by-products and other 
related oceanographic data sets. Its principal functions are to conduct measurements, 
perform analyses and to disseminate data pertaining to tides and Great Lakes water 
levels, tidal currents and estuarine Investigations. These data sets are unique to the 
screntmc, research, academic, engineering and surveymq cornmurutres and are an 
Invaluable part of the nation's history The data sets are applicable to a variety of 
research problems Involving natural phenomena, national security, compliance with 
Federal and State regulations and creating reports and response plans as a result of 
natural disasters. The water level observations and related oceanographic files are one 
of the most comprehensive collections of scientific records In the world. The tidal 
observations and water levels are a result of natural phenomena and are used to 
determine mean sea level and other tidal datums for surveying and engineering pur-
poses, to establish a system of tidal bench marks for which tidal datums can be refer-
enced, to provide data for tidal and current predictions for use In annual publications, to 
investigate fluctuations in sea level and crustal movements of the earth and for use In 

legal cases involving marine boundaries, marine accidents and casualties. 

Products and Services Division 

1603-01	 Tides and Currents Harmonic Analysis Files (Supersedes 1603-01; 1603-
02; 1603-04; 1603-05) 
Tabulated data and computations for determination of the amplitude and 
epoch of harmonic constants In tide and tidal current cycles observed at sta-
tions Files also include sheets of computed and adjusted harmonic con-
stants for tides and currents, the comparison of predicted and observed data 
used to adjust harmonic constants for tide and tidal current predictions and 
computation sheets used to determine non-harmonic constants from the har-
rnoruc constants component. 

Authorized Disposition: 
A.	 Paper' Cut off annually. Destroy 30 years after cutoff or when no longer 

needed for research purposes, whichever comes later. 
B	 Digital Files (1992 to present): Cut off annually. Destroy 30 years after 

cut off or when no longer needed for research purposes, whichever comes 
later. 
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1603-02	 Tides and Currents Differences Card Files (Supersedes 1603-06) 
Tides and currents data In condensed form, listed on cards for Internal use. 
Information contained on the cards consists of: station name, ID, reference 
station, and tidal differences and other constants 

Authorized Disposition: 
A.	 Paper (4x6 Index cards): Cut off annually. Destroy 30 years after cut off 

or when no longer needed for research purposes, whichever comes later 
B.	 Digital Files (1996 to present) Cut off annually. Destroy 30 years after 

cut off or when no longer needed for research purposes, whichever comes 
later. 

1603-03	 Chart Tide Note File (Supersedes 1603-07) 
File documents the non-harmonic tides data such as mean high water, sea 
level, lowest tide, etc This information IS used for revising tide notes on nauti-
cal charts. 

Authorized Disposition: 
A.	 Paper: Cut off annually. Destroy 30 years after cut off or when no longer 

needed for research purposes, whichever is later 
B.	 Electronic Files: Tide Box Database used as a working file for data 

manipulation Delete when no longer needed for reference purposes. 

1603-04	 Tide and Tidal Current Table Files and Prediction Manuscripts and Digi-
tized Prediction Files (Supersedes 1603-03, 1603-08; 1603-09) 
Documents each annual edition of published tide and current tables, giVing 
tide time differences and ranges, and tidal current time differences and 
velocities for particular stations. Also Includes manuscripts generated from 
digitized predictions files for the predicted times and heights of high and low 
tides and the times and velocities of tidal currents. These manuscripts are 
forwarded to publishers on an annual baSISto print Tide and Tidal Current 
Prediction Tables. 

Authorized Disposition: 
Paper; Electronic Files: Retain for three years after publication, then destroy 
or delete when no longer needed for reference or dissemination. 

1603-05	 Leveling Record - Tide Station Files (Supersedes 1603-10; 1603-14) 
Data observed and compiled In connection with the establishment of and 
determination of elevation of bench marks at tide stations Field notebooks 
were used to record this data. Leveling information IS recorded and may also 
include Station Reports, sketches and chart sections of maps This file also 
includes summarized and computed data relating to bench marks at tide sta-
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tions and other information such as the designation, descnptron, observed 
elevation and the time that the elevation was determined. 

Authorized Disposition: 
Paper; Electromc Files: Temporary. Cut off annually Maintain for record-
keeping purposes a rnirurnurn of 30 years after cut off and destroy when no 
longer needed for research purposes 

1603·06	 Tide Observation Record Files (Supersedes 1603-11; 1603-12) 
Automated tide gage records In two forms, rolls and flat sheets. These 
records indicate In continuous graphic or digital form the tide heights with 
respect to time Rolls Include mangrams from standard automatic tide 
gauges and pressure type (bubbler) records, and punched paper tapes from 
analog-to-digital recorders (ADR). These records are used to create the 
tabulated water levels. The marigrams and bubbler records provide a con-
tinuous trace of the water levels and are a uruque and Invaluable data set 
used by researchers studying naturally occurring phenomena. 

Authorized Disposition: 
A.	 Paper (1850 - 1995): Temporary. Cut off annually. Maintain for record-

keeping purposes a minimum of 30 years after cut off and destroy when 
no longer needed for research purposes 

B.	 Electronic (1995 Forward). Follow disposition instructions for related 
records (1603-17). 

1603·07	 Processed Tide Data Files (Supersedes 1603-13) 
Documents for tide stations that consist of three components comparative 
readings, high and low waters and hourly heights. These data are used for 
further Internal work and for answering inquines. Tabulated data sets are 
created from marigrams, bubblers, Analog-to Digital Recorders (ADR's) and 
Next Generation Water Level Measurement System (NGWLMS) sensors. 

Authorized Disposition: 
A.	 Paper (1850 - 1995): Temporary. Cut off annually. Maintain for record-

keeping purposes a minimum of 30 years after cut off and destroy when 
no longer needed for research purposes. 

B.	 Electromc (1995 Forward). Follow disposition instructions for related 
records (1603-17) 

1603·08	 Record of Current Observation Files (Supersedes 1603-15; 1603-16; 
1603-19) 
Field Notebooks (containmg metadata about project) with transcribed current 
direction and velocity data Interpreted from chronograph tapes or float obser-
vations. Includes summary analysis of tidal current data and nontidal current 
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direction and velocity used for research purposes. This file also consists of 
processed tidal current data output from PORTS (1603-18) and stored on 
CD-RaM's. 

Authorized Disposition: 
A.	 Paper and magnetic tape* created before January 1, 1999· Temporary. 

Cut off annually. Maintain for record keeping purposes a minimum of 30 
years after cut off and destroy when no longer needed for research 
purposes. 

B.	 Paper created on or after January 1, 1999: Cut off annually. Destroy 
when information in database (1603-18) has been quality checked. 

C.	 CD-ROM Cut off annually Delete when no longer needed for future 
reference 

1603-09	 Water Temperature and Density Files (Supersedes 1603-17; 1603-18; 
1603-20, 1603-21) 
Files of dally recordings of outdoor air temperature, observed water tempera-
ture and density readings, reduced value of density and remarks or notes 
related to the dally recordings. Consists of Circular disk type charts on which 
water temperatures are recorded automatically in continuous qraphic form, 
summaries of monthly mean, maximum and minimum water temperatures 
and densities, daily sea surface water temperature and salinity data tabulated 
on forms. 

Authorized Disposition: 
A	 Paper: Temporary Cut off annually. Maintain for recordkeeping purposes 

a minimum of 30 years after cut off and destroy when no longer needed 
for research purposes 

B.	 Electronic (1980-1993)· Delete when no longer needed forfuture refer-
ence. 

C.	 Electronic (1993 Forward): Follow disposition instructions for related 
records (1603-17). 

1603-10	 Great Lakes Water Level Data Files - Hourly. Daily. Monthly and Annual 
(Supersedes 1603-22; 1603-26) 
Published water level data from stations in the Great Lakes. Tabulated data 
are recorded In notebooks The data are arranged by water level stations and 
consist of hourly heights, by month, With instantaneous or hourly rnaxunum-
minimum stages and time-date of occurrence. 

Authorized Disposition: 

* Addinonal itahcized language authorized bye-mall exchange of 116/2005 between Anne J Baker (NOAA) and 
Thomas Eisenger (NARA) 
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Paper: Temporary. Cut off annually. Maintain for recordkeepmq purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
resea rch purposes 

1603-11	 Great Lakes Water Level Station Files - Leveling Record (Supersedes 
1603-23; 1603-27) 
Data observed and compiled in connection with the establishment and 
determination of elevation of bench marks at water level stations In the Great 
Lakes area. Raw data are used to create files of summarized and computed 
data relating to bench marks and water level stations. Files include station 
Information, including the designation, descnption, observed elevation and the 
date the elevations were determined. 

Authorized Disposition: 
Paper: Temporary. Cut off annually. Maintain for recordkeeping purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
research purposes 

1603-12	 Great Lakes Water Level Observation Files (Supersedes 1603-24) 
Water level gage records in three forms; digital rolls, analog rolls, and tn-daily 
readings. The digital and analog rolls indicate In continuous record the water 
level fluctuation with respect to time File includes 11" marigrams depicting a 
continuous water level trace of Great Lakes stations 

Authorized Disposition: 
Paper: Temporary. Cut off annually. Maintain for recordkeepmq purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
research purposes. 

1603-13	 Index to Great Lakes Water Level Files (Supersedes 1603-25) 
Documents the information available for each water level station. Information 
includes the name of the station, latitude and longitude, length of senes, etc. 
Length of senes Includes the Installation and removal dates for stations that 
were In operation. 

Authorized Disposition: 
Paper: Temporary. Cut off annually Maintain for recordkeeping purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
research purposes. 

1603-14	 Monthly Mean Diversions in The Great Lakes System (Supersedes 1603-
28) 
Documents the dally data collected from various agencies for the area above 
Cornwall, Ontano, which IS tabulated annually and updated monthly for dis-

5
 



tnbutron. The data are used as a basis for controlling the outflow and diver-
sions by the St. Lawrence Seaway Authority according to diversion plans 
established between the U.S. and Canadian governments 

Authorized Disposition: 
Paper: Temporary. Cut off annually. Maintain for recordkeepmq purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
research purposes 

1603-15	 Precipitation on the Great Lakes Drainage Basin Files (Supersedes 1603-
29) 
This file consists of tabulations of precipitatron for each of the Great Lakes 
and the entire Great Lakes drainage basin containing monthly and annual 
values for the land basin, lake basin, and entire basin of each lake, monthly 
means for the period of record, monthly means of previous year, and updates 
of current monthly means on each lake basin, and departures from normal. 

Authorized Disposition: 
Paper· Temporary Cut off annually. Maintain for recordkeeping purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
research purposes 

1603-16	 Crustal Movement on The Great Lakes Files (Supersedes 1603-30) 
Files consist of tabulations and computations used In determining the Isostatic 
rebound or crustal movements in the Great Lakes region 

Authorized Disposition: 
Paper: Temporary. Cut off annually. Maintain for recordkeeping purposes a 
minimum of 30 years after cut off and destroy when no longer needed for 
research purposes. 

Information Systems Division 

1603-17	 National Water Level Observation Network (NWLON) (New Item) 
The NWLON provides tide and water level Information needed to establish 
and maintain the vertical water level reference required to support nautical 
chart production; to determine state and federal boundaries; and to define 
setbacks from high water lines. This data is used as a decision making tool In 
maritime navigation, to provide guidance in determining how much cargo a 
vessel can take on safely, and to help in predicting the behavior of hazardous 
spills. The system Includes measurements from various oceanographic sen-
sors including, but not limited to, water level heights and meteorological data. 

Authorized Disposition: 
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A.	 Information within system (cumulative data): Temporary. Cut off annually. 
Maintain for recordkeeping purposes a minimum of 30 years after cut off 
and destroy when no longer needed for research purposes. 

B.	 System documentation· Update as needed Destroy 6 months after 
migration to a new system or version or when no longer needed to main-
tain and operate system, whichever ISappropriate. 

C.	 System Inputs (digital oceanographic data and metadata stored in tables 
of the NWLON database, gathered and/or computed solely for this pur-
pose): Delete when no longer needed to update or reconstruct the master 
file. 

D	 System outputs (ad hoc, reports on demand; working files). Destroy or 
delete 6 months after generation. 

1603-18	 Physical Oceanographic Real Time System (PORTS) 
(New Item) 
PORTS provides real-time environmental observations and forecasts for a 
specific U S. port as needed by the marine transportation community and 
other users requiring operational oceanographic Information. Each PORTS is 
designed to meet local user requirements. It is a decision support tool that 
provides real-time environmental Information for a given U S. port needed to 
establish navigation parameters for safe travel within the port; to determine 
appropriate cargo transport load information; and to define both present and 
future oceanographic conditions at the given location. The system contains 
measurements from various oceanographic sensors Including but not limited 
to current data, water levels, conductivity and meteorological data. 

Authorized Disposition: 
A.	 Information within system (cumulative data). Temporary Cut off annually. 

Maintain for recordkeeping purposes a minimum of 30 years after cut off 
and destroy when no longer needed for research purposes. 

B.	 System documentation Update as needed. Destroy 6 months after migra-
tion to a new system or version or when no longer needed to maintain and 
operate system, whichever is appropriate. 

C.	 System inputs (digital oceanographic data received via satellite or phone 
transrnissrons (ASCII files) gathered solely for this purpose): Delete when 
no longer needed to update or reconstruct the master file 

D	 System outputs (ad hoc, reports on demand, working files): Destroy or 
delete 6 months after generation. 

1601-05	 Electronic Copies 
Word processing, spreadsheet, e-mail and other electronic copies used to 
create file copies of official records. 
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Authorized Disposition: 
Delete when recordkeepinq copy has been produced. 
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REQUEST FOR STAKEHOLDER UNIT ACTION 

Job No. NI-370-00-4 Date sent: 8/17/00	 Date received: 

Return to sender by: 8/29/00


Route To:
 

1. NR 

Return to:	 Yvonne Wilson, WG 3, Room 5320 

A. X This Job has also been sent to: NWME, NWMD, NWCT, NWMW 

B.	 D NWML general comments on this job: GRS 20 submission: Are any permanent series
 
covered by the schedule subject to such high reference use that NARA should consider
 
retaining electronic copies in addition to recordkeeping copies? If so, specify.
 

c. D	 NWML wishes assistance in appraising these records: 

FOR STAKEHOLDER USE. Check and fill out the line that applies. 

t-' (L. 1. Waives informal review. Xwants I_does	 not want to receive completed job. 

2. Wishes to review appraisal report. _wants/_does	 not want to receive completed job. 

3. Wishes to participate directly in the appraisal of the entire job or the following selected
 
items: . SHU point of contact for
 
appraisal is - phone no. _
 

SHU comments: ~.	 We.. ~ -u2...o..:t ~ ~(.,o3- 0\ L 02,03 

~~~~~'~~~' 
~~ ~ ~""G::. ~ ~~ u-c:.r..Q •.•.~
 

~.e.
 

.C"l ~ ---- - n W- (1•• _Date Sent. 'i I~L {O b SHU Signature __	 ·~ ~__ --,=- _ 

NWML Contact: Laurence Brewer	 Room number: 5320
 

Phone No.: (301) 713-7110, x259
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REQUEST FOR STAKEHOLDER UNIT ACTION
 

Job No. Nl-370-00-4 Date sent: 8/17/00	 Date received: J3' I~(I00 

Return to sender by: 8/25/00

Route To: 

1. NWME 

Return to:	 Yvonne Wilson, WG 3, Room 5320 

A. X This Job has also been sent to: NR, NWMD, NWCT, NWMW 

B.	 D NWML general comments on this job: GRS 20 submission: Are any permanent series 
covered by the schedule subject to such high reference use that NARA should consider 
retaining electronic copies in addition to recordkeeping copies? If so, specify. 

c. D	 NWML wishes assistance in appraising these records: 

FOR STAKEHOLDER USE. Check and fill out the line that applies. 

1. Waives informal review. _wants I_does not want to receive completed job. 

L 2. Wishes to review appraisal report. Lwants/_does not want to receive completed job. 

3. Wishes to participate directly in the appraisal of the entire job or the following selected 
items: . SHU point of contact for 
appraisal is - phone no. _ 

SHU comments· 

Date Sent· <j( '" aLf - 0 i) SHU SIgnature 8tk~ ~~ 
~ML Contact: Laurence Brewer Room number: 5320 

Phone No.: (301) 713-7110, x259 
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REQUEST FOR STAKEHOLDER UNIT ACTION 

Job No. NI-370-00-4 Date sent: 8/17/00	 Date received: 

Return to sender by: 8/25/00

Route To 

1. NWMW 

Return to:	 Yvonne WIlson, WG 3, Room 5320 

A. X This Job has also been sent to: NR, NWME, NWCT, NWMD 

B.	 D NWML general comments on this job: GRS 20 submission: Are any permanent series 
covered by the schedule subject to such high reference use that NARA should consider 
retaining electronic copies in addition to recordkeepmg copies? If so, specify. 

C. D	 NWML wishes assistance in appraising these records: 

FOR STAKEHOLDER USE. Check and fill out the line that applies. 

kes informal review.~ts I_does not want to receive completed job. 

2. Wishes to review appraisal report. _wants/_does	 not want to receive completed job. 

3. Wishes to participate directly in the appraisal of the entire job or the following selected 
items: . SHU point of contact for 
appraisal is - phone no. _ 

4M/KJ	 ~~Date Sent:	 SHU Signature 
/ '/ 

INWML Contact: Laurence Brewer	 Room number: 5320 

Phone No.: (301) 713-7110, x259 
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REQUEST FOR STAKEHOLDER UNIT ACTION
 

Job No. Nl-370-00-4 Date sent: 8/17/00	 Date received: 

Return to sender by: 8/25/00

Route To· 

1. NWMD 

Return to:	 Yvonne Wilson, WG 3, Room 5320 

A. X This Job has also been sent to: NR, NWME, NWCT, NWMW 

B.	 D NWML general comments on this job: GRS 20 submission: Are any permanent series 
covered by the schedule subject to such high reference use that NARA should consider 
retaining electronic copies in addition to recordkeeping copies? If so, specify. 

C. D NWML wishes assistance in appraising these records: 

FOR STAKEHOLDER USE. Check and fill out the line that applies. 

_ 1. Waives informal review. _wants I_does not want to receive completed job. 

~Wlshes to review appraisal report. ~ts/_does not want to receive completed job. 

_ 3. Wishes to participate directly in the appraisal of the entire job or the following selected 
items: . SHU point of contact for
 
appraisal is - phone no. _
 

SHU comments:
 

Date Sent: ~ 
(' 

~ML Contact: Laurence Brewer Room number: 5320 

Phone No.: (301) 713-7110, x259 
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NOAA Records Disposition Schedule ( 

National Ocean Service (NOS) 'f( iZIi. S Q S;'c tl£U UL~ 

Center for Operational Oceanographic Products ])A-7Ei) Iv1A'l '3_ LooJ. 
and Services (CO-OPS) ,

A c.E.JJ c. y e.., tV c \.L f2'z L- AIc...E 

October 19, 2001 ,.,I,A £P/I/fIL- M- AU". 2S-

- he Center for Operational Oceanographic Products and Services (CO-OPS) manages 2--003 

tf national data base of historical water level observations, by-products and other -I(cJ 6;', I.u 
relat oceanographic data sets. Its principal functions are to conduct measurements, I Itt. T 

pertor nalyses and to disseminate data pertaining to tides and Great Lakes water 
levels, tid currents and estuarine Investigations. These data sets are unique to the 
scientific, res arch, academic, engineering and surveyinq communities and are an 
invaluable part the nation's history. The data sets are applicable to a variety of 
research problems' volving natural phenomena, national security, compliance with 
Federal and State re lations and creating reports and response plans as a result of 
natural disasters The . ter level observations and related oceanographic files are one 
of the most cornprehensiv ollections of scientific records in the world. The tidal 
observations and water levels re a result of natural phenomena and are used to 
determine mean sea level and ot~r tidal datums for surveymq and engineering 
purposes, to establish a system of tidal bench marks for which tidal datums can be 
referenced, to provide data for tidal artEicurrent predictions for use in annual 
publications, to investigate fluctuations i'iN,ea level and crustal movements of the earth 
and for use in legal cases Involving marineboundaries, marine accidents and 
casualties. 

Products and Services Division 

1603-01	 Tides and Currents Harmonic Analysis Files ( sersedes 1603-01; 1603-
02; 1603-04; 1603-05)
 
Tabulated data and computations for determination of t amplitude and
 
epoch of harrnoruc constants in tide and tidal current cycle observed at
 
stations. Files also Include sheets of computed and adjuste armonic
 
constants for tides and currents, the comparison of predicted a observed
 
data used to adjust harmonic constants for tide and tidal current p dictions
 
and computation sheets used to determine non-harmonic constants m the
 
harmonic constants component.
 

Authorized Disposition: 
A.	 Paper: Cut off annually. Destroy 30 years after cut off or when no longer 

needed for research purposes, whichever comes later. 
B. Digital	 Files (1992 to present): Cut off annually Destroy 30 years after 
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cut off or when no longer needed for research purposes, whichever comes 
later. 

Tides and Currents Differences Card Files (Supersedes 1603-06) 
Tides and currents data in condensed form, listed on cards for internal use 
Information contained on the cards consists of: station name, ID, reference 

tion, and tidal differences and other constants 

Aut rized Disposition: 
A.	 Pa ~(4X6 index cards) Cut off annually. Destroy 30 years after cut off or 

when 0 longer needed for research purposes, whichever comes later. 
B.	 Digital les (1996 to present): Cut off annually. Destroy 30 years after cut 

off or wh no longer needed for research purposes, whichever comes 
later. 

1603-03	 Chart Tide Note e (Supersedes 1603-07) 
File documents the n-harmonic tides data such as mean high water, sea 
level, lowest tide, etc. his information IS used for revising tide notes on 
nautical charts 

Authorized Disposition: 
A.	 Paper: Cut off annually estroy 30 years after cut off or when no longer 

needed for research purposes, whichever comes later. 
B.	 Electronic Files: Tide Box Da~~: used as a working file for data 

manipulation. Delete when n~ lo'\.r needed for references purposes. 

1603-04	 Tide and Tidal Current Table Files anCi,Prediction Manuscripts and 
Digitized Prediction Files (Supersedes ~03-03; 1603-08; 1603-09) 
Documents each annual edition of publisheddrde and current tables, giving 
tide time differences and ranges, and tidal curr. nt time differences and 
velocities for particular stations. Also includes nuscripts generated from 
digitized predictions files for the predicted times a d heights of high and low 
tides and the times and velocities of tidal currents. hese manuscripts are 
forwarded to publishers on an annual basis to print Ti e and Tidal Current 
Prediction Tables. 

Authorized Disposition: 
Paper; Electronic Files: Retain for three years after publicati ,then destroy 
or delete when no longer needed for reference or drsseminano 

1603-05	 Leveling Record - Tide Station Files (Supersedes 1603-10, 160 14) 
Data observed and compiled in connection with the establishment of nd 
determination of elevation of bench marks at tide stations. Field noteb ks 
were used to record this data. Leveling information IS recorded and may Iso 
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include Station Reports, sketches and chart sections of maps. This file also 
Includes summarized and computed data relating to bench marks at tide 
stations and other information such as the designation, description, observed 

vatron and the time that the elevation was determined. 

rized Disposition: 
Paper; lectroruc Files: Destroy or delete when 30 years old or when no 
longer n ded for research or reference, whichever comes later. 

1603-06	 Tide Obse tion Record Files (Supersedes 1603-11; 1603-12) 
Automated tid gage records in two forms, rolls and flat sheets. These 
records indicate continuous graphic or digital form the tide heights with 
respect to time. R lis include mangrams from standard automatic tide 
gauges and pressur type (bubbler) records, and punched paper tapes from 
analoq-to-diqital recor ers (ADR). These records are used to create the 
tabulated water levels. e marigrams and bubbler records provide a 
continuous trace of the wa r levels and are a unique and invaluable data set 
used by researchers studyin naturally occurring phenomena. 

Authorized Disposition: 
A	 Paper (1850 - 1995): Destroy hen 30 years old or when no longer 

needed for research or referenc whichever comes later. 
B.	 Electronic (1995 Forward): Folio rsposrtion instructions for related 

records (1603-17). 

1603-07	 Processed Tide Data Files (Supersedes 603-13) 
Documents for tide stations that consist of thr e components. comparative 
readings, high and low waters and hourly heigh . These data are used for 
further Internal work and for answenng inquiries. abulated data sets are 
created from marigrams, bubblers, Analog-to Digita Recorders (ADR's) and 
Next Generation Water Level Measurement System GWLMS) sensors. 

Authorized Disposition: 
A.	 Paper (1850 - 1995): Destroy when 30 years old or wh no longer 

needed for research or reference, whichever comes later. 
B.	 Electronic (1995 Forward): Follow disposition Instructions 

records (1603-17). 

1603-08	 Record of Current Observation Files (Supersedes 1603-15; 1603 6; 
1603-19) 
Field Notebooks (containing metadata about project) with transcribed cu 
direction and velocity data interpreted from chronograph tapes or float 
observations. Includes summary analysis of tidal current data and nontidal 
current direction and velocity used for research purposes. This file also 
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consists of processed tidal current data output from PORTS (1603-21) and 
stored	 on CD-RaM's. 

uthorized	 Disposition: 
A.	 Paper created before January 1, 1999: Destroy when 30 years old or 

en no longer needed for research or reference, whichever comes later. 
B.	 Pa er created on or after January 1, 1999: Cut off annually Destroy 

whe information in database (1620-21) has been quality checked. 
C.	 CD-R : Cut off annually Delete when no longer needed for future 

referenc . 

1603-09	 Water Tern er ure and Densit Files (Supersedes 1603-17; 1603-18; 
1603-20; 1603-2 
Files of daily recor gs of outdoor air temperature, observed water 
temperature and den ty readings, reduced value of density and remarks or 
notes related to the dai recordings. Consists of circular disk type charts on 
which water temperature are recorded automatically in continuous graphic 
form, summaries of month I mean, maximum and minimum water 
temperatures and densrties, ily sea surface water temperature and salinity 
data tabulated on forms 

Authorized Disposition: 
A.	 Paper: Destroy when 30 years 01 or when no longer needed for research 

or reference, whichever comes late 
B.	 Electronic (1980-1993): Delete when 0 longer needed for future 

reference. 
C.	 Electronic (1993 Forward): Follow dispo . ion instructions for related 

records (1603-17). 

1603-10	 Great Lakes Water Level Data Files - Houri 
(Supersedes 1603-22; 1603-26) 
Published water level data from stations in the Great L kes. Tabulated data 
are recorded in notebooks. The data are arranged by w ter level stations and 
consist of hourly heights, by month, with instantaneous or ourly maximum-
minimum stages and time-date of occurrence. 

Authorized Disposition: 
Paper: Destroy when 30 years old or when no longer needed for 
reference, whichever comes later. 

1603-11	 Great Lakes Water Level Station Files - Leveling Record (Superse es 
1603-23; 1603-27) 
Data observed and compiled In connection with the establishment and 
determination of elevation of bench marks at water level stations in the Great 
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Lakes area. Raw data are used to create files of summarized and computed 
data relating to bench marks and water level stations. Files include station 
information, including the designation, description, observed elevation and the 

ate the elevations were determined. 

Au orized Disposition: 
Pape: Destroy when 30 years old or when no longer needed for research or 
referen e, whichever comes later 

1603-12	 Great Lak s Water Level Observation Files (Supersedes 1603-24) 
Water level ge records m three forms; digital rolls, analog rolls, and ttl-daily 
readings. The Igltal and analog rolls indicate in continuous record the water 
level fluctuation ith respect to time. File includes 11" marigrams depicting a 
continuous water vel trace of Great Lakes stations. 

Authorized Disposit n:
 
Paper: Destroy when 3 years old or when no longer needed for research or
 
reference, whichever co slater.
 

1603-13	 Index to Great Lakes Water evel Files (Supersedes 1603-25) 
Documents the mformation ava able for each water level station. Information 
includes the name of the station, titude and longitude, length of series, etc. 
Length of series Includes the insta tion and removal dates for stations that 
were in operation. 

Authorized Disposition:
 
Paper: Destroy when 30 years old or whe no longer needed for research or
 
reference, whichever comes later.
 

1603-14	 Monthl Mean Diversions in The Great Lake 
28) 
Documents the daily data collected from various ag ncies for the area above 
Cornwall, Ontario, which is tabulated annually and u ated monthly for 
distribution The data are used as a basis for controilin the outflow and 
diversions by the St. Lawrence Seaway Authority accord g to diversion plans 
established between the U.S. and Canadian governments. 

Authorized Disposition:
 
Paper' Destroy when 30 years old or when no longer needed fo
 
reference, whichever comes later.
 

1603-15	 Precipitation on the Great Lakes Drainage Basin Files (Supersed 
29) 
This file consists of tabulations of precipitation for each of the Great Lake 
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and the entire Great Lakes drainage basin containing monthly and annual 
values for the land basin, lake basin, and entire basin of each lake; monthly 
means for the period of record, monthly means of previous year, and updates 

current monthly means on each lake basin, and departures from normal 

Aut rized Disposition:
 
Paper. Destroy when 30 years old or when no longer needed for research or
 
referenc ,whichever comes later.
 

1603-16	 Crustal Mo ement on The Great Lakes Files (Supersedes 1603-30) 
Files consist ~abulations and computations used in determining the isostatic 
rebound or cru al movements in the Great Lakes region. 

Authorized Dispo [tlon:
 
Paper: Destroy when 30 years old or when no longer needed for research or
 
reference, whichever c mes later.
 

Information Systems Division 

1603-17	 National Water Level Obse 
The NWLON provides tide and ter level information needed to establish 
and maintain the vertical water lev I reference required to support nautical 
chart production, to determine state nd federal boundaries; and to define 
setbacks from high water lines. Trus ta is used as a decision making tool In 

maritime navigation, to provide guidan In determining how much cargo a 
vessel can take on safely, and to help in edicting the behavior of hazardous 
spills. The system includes measurements om various oceanographic 
sensors including, but not limited to, water Ie I heights and meteorological 
data. 

Authorized Disposition: 
A.	 Information within system (cumulative data): Cut when data are 

successfully migrated to a new hardware/software atform or program. 
Delete superseded data when no longer needed for ference or research. 

B.	 System documentation: Destroy 6 months after migra
 
system or version.
 

C.	 System Inputs (digital oceanographic data and metadata s red in tables 
of the NWLON database, gathered and/or computed solely r this 
purpose): Delete when no longer needed to update or recons uct the 
master file. 

D.	 System outputs (ad hoc, reports on demand; working files): 
delete 6 months after generation. 
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Physical Oceanographic Real Time System (PORTS) 
(New Item)
 
PORTS provides real-time environmental observations and forecasts for a
 

ecific U.S port as needed by the marine transportation community and 
ot r users requiring operational oceanographic information. Each PORTS IS 

des: ed to meet local user requirements. It is a decision support tool that 
provide real-time environmental information for a given U.S. port needed to 
establish vigation parameters for safe travel within the port; to determine 
appropriate rgo transport load information; and to define both present and 
future oceano phic conditions at the given location. The system contains 
measurements fr various oceanographic sensors including but not limited 
to current data, wat levels, conductivity and meteorological data. 

Authorized Disposition. 
A	 Information within syste (cumulative data): Cutoff when data are 

successfully migrated to a ew hardware/software platform or program. 
Delete superseded data whe no longer needed for reference or research. 

B.	 System documentation: Destr 6 months after migration to a new 
system or version. 

C.	 System inputs (digital oceanoqraphi data received via satellite or phone 
transmissions (ASCII files) gathered s Iy for this purpose): Delete when 
no longer needed to update or reconstru the master file. 

D.	 System outputs (ad hoc, reports on deman working files)' Destroy or 
delete 6 months after generation. 

1601-05	 Electronic Copies 
Word processing, spreadsheet, e-mail and other electro 
create file copies of officral records. 

Authorized Disposition: 
Delete when record keeping copy has been produced. 
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Records Disposition Schedule M€V\CJ C/ncvrreL 
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Center for erational Oceanographic Products and Services (CO- !lIz 7/t) I. 
OPS) 

The Center for Opera tonal Oceanographic Products and Services (CO-OPS) manages 
the national data base historical water level observations, by-products and other 
related oceanographic da sets. Its principal functions are to conduct measurements, 
perform analyses and to dis eminate data pertaining to tides and Great Lakes water 
levels, tidal currents and estu ine investigations. These data sets are unique to the 
scientific, research, academic, e gineering and surveying communities and are an 
invaluable part of the nation's hist . The data sets are applicable to a variety of 
research problems involving natural henomena, national security, compliance with 
Federal and State regulations and cre ing reports and response plans as a result of 
natural disasters. The water level obse tions and related oceanographic files are one 
of the most comprehensive collections of s ientific records in the world. The tidal 
observations and water levels are a result 0 atural phenomena and are used to 
determine mean sea level and other tidal datu s for surveying and engineering 
purposes, to establish a system of tidal bench m ks for which tidal datums can be 
referenced, to provide data for tidal and current pr ictions for use in annual 
publications, to investigate fluctuations in sea level a crustal movements of the earth 
and for use in legal cases involving marine boundaries, arine accidents and 
casualties. 

Products and Services Division 

1603-01	 Tides and Currents Harmonic Analysis Files (Superse es 1603-01, 1603-
02, 1603-04 and 1603-05) 
Tabulated data and computations for determination of the am itude and 
epoch of harmonic constants in tide and tidal current cycles obs rved at 
stations. Files also include sheets of computed and adjusted har onic 
constants for tides and currents, the comparison of predicted and 0 erved 
data used to adjust harmonic constants for tide and tidal current predi ions 
and computation sheets used to determine non-harmonic constants fro the 
harmonic constants component. 
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Authorized Disposition: 
A.	 Paper: Cut off annually. Destroy 30 years after cut off or when no longer 

needed for research purposes, whichever comes later. 
Digital Files (1992 to present): Cut off annually. Destroy 30 years after cut 
off or when no longer needed for research purposes, whichever comes 
ater. 

1603-02	 Tides nd Currents Differences Card Files (Supersedes 1603-06) 
Tides an currents data in condensed form, listed on cards for internal use. 
Informatio contained on the cards consists of: station name, ID, reference 
station, and . al differences and other constants. 

Authorized Dis sition: 
A.	 Paper (4x6 ind cards): Cut off annually. Destroy 30 years after cut off or 

when no longer n ded for research purposes, whichever comes later. 
B. Digital Files (1996 t	 resent): Cut off annually. Destroy 30 years after cut 

off or when no longer eeded for research purposes, whichever comes 
later. 

1603-03	 Chart Tide Note File (Superse s 1603-07) 
File documents the non-harmonic 'des data such as mean high water, sea 
level, lowest tide, etc. This informati is used for revising tide notes on 
nautical charts. 

Authorized Disposition: 
A.	 Paper: Cut off annually. Destroy 30 year after cut off or when no longer 

needed for research purposes, whichever c mes later. 
B. Electronic Files: Tide Box Database used as	 working file for data 

manipulation. Destroy when no longer needed r references purposes. 

1603-04	 Tide and Tidal Current Table Files and Prediction nuscri ts and 
Digitized Prediction Files (Supersedes 1603-08 and 16 -09) 
Documents each annual edition of published tide and curre tables, giving 
tide time differences and ranges, and tidal current time differe ces and 
velocities for particular stations. Also includes manuscripts gen ated from 
digitized predictions files for the predicted times and heights of hi and low 
tides and the times and velocities of tidal currents. These manuscri s are 
forwarded to publishers on an annual basis to print Tide and Tidal Cu nt 
Prediction Tables. 

Authorized Disposition: 
Paper: Cut off annually. Destroy three years after publication. 
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1603-05 velin Record - Tide Station Files (Supersedes 1603-10 and 1603-04) 

D a observed and compiled in connection with the establishment of and 
dete mination of elevation of bench marks at tide stations. Field notebooks 
were ed to record this data. Leveling information is recorded and may 
also inc de Station Reports, sketches and chart sections of maps. This file 
also incl es summarized and computed data relating to bench marks at tide 
stations an other information such as the designation, description, observed 
elevation an the time that the elevation was determined. 

Authorized Dis sition: 
A.	 Paper. Perma nt. Cut off annually. Transfer to NARA 30 years after cut 

off. 
B. Digital Files: Cut 0 annually. Destroy 30 years after cut off or when no 

longer needed for re earch purposes, whichever comes later. 

1603-06	 Tide Observation Record iles (Supersedes 1603-11) 
Automated tide gage records'i two forms, rolls and flat sheets. These 
records indicate in continuous aphic or digital form the tide heights with 
respect to time. Rolls include m igrams from standard automatic tide 
gauges and pressure type (bubble records, and punched paper tapes from 
analog-to-digital recorders (ADR). ese records are used to create the 
tabulated water levels. The marigram and bubbler records provide a 
continuous trace of the water levels and re a unique and invaluable data set 
used by researchers studying naturally oc rring phenomena. 

Authorized Disposition: 
A.	 Paper (1800's - 1995). Permanent. Transfer 0 NARA immediately upon 

approval of schedule. 
B. Electronic (1995 Forward): Follow disposition in tructions for related 

records (1603-17). 

1603-07	 Processed Tide Data Files (Supersedes 1603-13) 
Documents for tide stations that consist of three component . comparative 
readings, high and low waters and hourly heights. These dat are used for 
further Internal work and for answering inquiries. Tabulated dat sets are 
created from marigrams, bubblers, Analog-to Digital Recorders (~ R's) and 
Next Generation Water Level Measurement System (NGWLMS) se 

Authorized Disposition: 
A.	 Paper (1800's - 1970): Permanent. Transfer to NARA immediately u 

approval of schedule. 
B. Paper (1971 Forward): Permanent. Cut off annually. Transfer to NARA 

30 years after cut off. 
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Electronic (1995 Forward): Follow disposition instructions for related 
records (1603-17). 

1603-08	 Ree rd of Current Observation Files (Supersedes 1603-15, 1603-16, and 
1603- 9) 
Field N tebooks (containing metadata about project) with transcribed current 
direction nd velocity data interpreted from chronograph tapes or float 
observatio . Includes summary analysis of tidal current data and nontidal 
current direc ton and velocity used for research purposes. This file also 
consists of pro essed tidal current data output from PORTS (1603-21) and 
stored on CD-R M's. 

Authorized Dispo ltlon: 
A.	 Paper created be re January 1, 1999: Permanent. Cut off annually. 

Transfer to NARA 3 years after cut off. 
B. Paper created on or	 er January 1, 1999: Cut off annually. Destroy 

when information in da base (1620-21) has been quality checked. 
C. CD-ROM: Cut off annual	 . Destroy when no longer needed for future 

reference. 

1603-09	 Water Tem erature and Densit Files (Supersedes 1603-17,1603-18, 
1603-20, and 1603-21) 
Files of daily recordings of outdoor at temperature, observed water 
temperature and density readings, red ed value of density and remarks or 
notes related to the daily recordings. Co sists of circular disk type charts on 
which water temperatures are recorded a matically in continuous graphic 
form, summaries of monthly mean, maximu and minimum water 
temperatures and densities, daily sea surface ater temperature and salinity 
data tabulated on forms. 

Authorized Disposition: 
A.	 Paper: Permanent. Cut off annually. Transfer to ARA 30 years after cut 

off. 
B. Electronic (1980-1993)· Destroy when no longer nee	 ed for future 

reference. 
C. Electronic (1993 Forward): Follow disposition instruction 

records (1603-17). 

1603-10	 Great Lakes Water Level Data Files - Houri 
(Supersedes 1603-22 and 1603-26) 
Published water level data from stations in the Great Lakes. Tabula d data 
are recorded in notebooks. The data are arranged by water level sta 
and consist of hourly heights, by month, with instantaneous or hourly 
maximum-minimum stages and time-date of occurrence. 
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Authorized Disposition:
 
Paper: Permanent. Cut off annually. Transfer to NARA 30 years after cut off.
 

1603-11 eat Lakes Water Level Station Files - Levelin Record (Supersedes 
16 -23 and 1603-27) 
Data bserved and compiled in connection with the establishment and 
determ anon of elevation of bench marks at water level stations in the Great 
Lakes ar a. Raw data are used to create files of summarized and computed 
data relati to bench marks and water level stations. Files include station 
information, . cluding the designation, description, observed elevation and 
the date the e vations were determined. 

Authorized Disp ition:
 
Paper: Permanent. ut off annually. Transfer to NARA 30 years after cut off.
 

1603-12	 Great Lakes Water Le I Observation Files (Supersedes 1603-24) 
Water level gage records'i three forms; digital rolls, analog rolls, and tri-daily 
readings. The digital and a alog rolls indicate in continuous record the water 
level fluctuation with respect time. File includes 11" marigrams depicting a 
continuous water level trace of reat Lakes stations. 

Authorized Disposition:
 
Paper: Permanent. Cut off annually. Transfer to NARA 30 years after cut off.
 

1603-13	 Index to Great Lakes Water Level File (Supersedes 1603-25) 
Documents the information available for e h water level station. Information 
includes the name of the station, latitude an longitude, length of series, etc. 
Length of series includes the installation and r moval dates for stations that 
were in operation. 

Authorized Disposition:
 
Paper: Cut off annually. Destroy 30 years after cut 0 or when no longer
 
needed for research purposes, whichever comes later.
 

1603-14	 Monthly Mean Diversions in The Great Lakes System ( 
28) 
Documents the dally data collected from various agencies for t e area above 
Cornwall, Ontario, which is tabulated annually and updated mon Iy for 
distribution. The data are used as a basis for controlling the outflo and 
diversions by the St. Lawrence Seaway Authority according to diver ion plans 
established between the U.S. and Canadian governments. 
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Authorized Disposition:

Paper: Permanent. Cut off annually. Transfer to NARA 30 years after cut off.
 

reci itation on the Great Lakes Draina e Basin Files (Supersedes 1603-
) 

Th file consists of tabulations of precipitation for each of the Great Lakes 
and e entire Great Lakes drainage basin containing monthly and annual 
values or the land basin, lake basin, and entire basin of each lake; monthly 
means f the period of record, monthly means of previous year, and updates 
of current onthly means on each lake basin, and departures from normal. 

Authorized DI osition:
 
Paper: Permane t. Cut off annually. Transfer to NARA 30 years after cut off.
 

1603-16	 Crustal Movement n The Great Lakes Files (Supersedes 1603-30)
Files consist of tabulati ns and computations used in determining the isostatic 
rebound or crustal mov ents in the Great Lakes region. 

Authorized Disposition:

Paper: Permanent. Cut off an ually. Transfer to NARA 30 years after cut off.
 

Information Systems Division 

1603-17	 National Water Level Observation twork NWLON (New Item) 
The NWLON provides tide and water Ie I information needed to establish 
and maintain the vertical water level refer ce required to support nautical 
chart production; to determine state and fe ral boundaries; and to define 
setbacks from high water lines. This data is u ed as a decision making tool in 
maritime navigation, to provide guidance in det mining how much cargo a 
vessel can take on safely, and to help in predictin the behavior of hazardous 
spills. The system includes measurements from va lous oceanographic 
sensors including, but not limited to, water level heigh and meteorological 
data. 

Authorized Disposition: 
A.	 Information within system (cumulative aete): Permanent. ut off annually. 

Transfer to NARA as flat files after cut off. 
B.	 System documentation- Permanent. Transfer to NARA with a ociated 

data files described in 1603-17 (A). 
C.	 System Inputs (digital oceanographic data and metadata stored I tables 

of the NWLON database, gathered and/or computed solely for this 
purpose): Delete when no longer needed to update or reconstruct the 
master file. 

D.	 System outputs (official NOAA products): Destroy when superseded. 
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System outputs (other than NOAA products; includes ad hoc, reports on 
demand; working files): Destroy 6 months after generation. 

1603-18	 P sicalOceano ra hic Real Time S stem PORTS 
(Ne Item) 
POR provides real-time environmental observations and forecasts for a 
specifi U.S. port as needed by the marine transportation community and 
other us s requiring operational oceanographic information. Each PORTS is 
designed t meet local user requirements. It is a decision support tool that 
provides rea time environmental information for a given U.S. port needed to 
establish navi ation parameters for safe travel within the port; to determine 
appropriate car 0 transport load information; and to define both present and 
future oceanogra hic conditions at the given location. The system contains 
measurements fro various oceanographic sensors including but not limited 
to current data, wate levels, conductivity and meteorological data. 

Authorized Dispositio . 
A.	 Information within sys m (cumulative data): Retain until successfully 

migrated to a new versi or software program. 
B. System documentation: stroy 6 months after migration to a new system 

or version. 
C. System inputs (digital ocean raphic data received via satellite or phone 

transmissions (ASCII files) gat red solely for this purpose): Delete when 
no longer needed to update or r onstruct the master file. 

D. System outputs (official NOAA pro ucts): Destroy when superseded. 
E. System outputs (other than NOAA p oducts; includes ad hoc, reports on 

demand, working files): Destroy 6 mo ths after generation. 

Policy, Analysis, and Communications Divi ion 

1601-06	 NOS Annual a eratin Plan AOP Informati 
Item) 
This system is used for production of the fiscal yea 
reporting on milestone progress. The system contai NOAA Goals and 
Objectives, NOS Goals and Objectives, NOS Performa 
Milestones, Significant Issues and Accomplishments. 

Authorized Disposition: 
A.	 Information within the system (data): Cut off at the Fiscal 

years after cut off 
B. System Documentation: Destroy 6 months after system is ter inated. 
C. System Inputs (NOAA Strategic Plan, NOAA Implementation P ns, NOS 

Strategic Plan, Annual budget information, Program Office Strate 
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Plans, Program Office Annual plans (100-11 and 100-12»: Follow
 
disposition instructions for related records.
 

D.	 System Outputs (AOP and other administrative reports (100-11 and 100-
12»: Follow disposition instructions for related records. 

Authoriz	 d Disposition: 
A.	 tntotmeti n within the system (data): Cut off at the end of the calendar 

year. De roy 3 years after cut off. 
B.	 System Do mentation: Destroy 6 months after system is terminated. 
C.	 System Input (control sheets): Destroy after data has been verified within 

the system. 
D.	 System Outputs acking reports (100-11 and 100-12»: Follow disposition 

instructions for rela d records. 

1601-08 

Authorized Disposition: 
A.	 Information within the system (data). Cut off at the end of the calendar 

year. Destroy 3 years after cut off. 
B.	 System Documentation: Destroy 6 man s after system is terminated. 
C.	 System Inputs (agreements (200-18»: Fa w disposition instructions for 

related records. 
D.	 System Outputs (multiple reports): Destroy w n no longer needed for 

reference. 

1601-05	 Electronic Copies 
Word processing, spreadsheet, e-mail and other electro 
create file copies of official records. 

Authorized Disposition: 
Delete when recordkeeping copy has been produced. 
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