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Records Disposition Schedule
 

Center for Co stal Monitoring and Assessment (CCMA) 

Center for Coastal M itoring and Assessment (CCMA) provides long-term 
measurements at a ne rk of core index sites, and is augmented by a network of sites 
in partnership with marine bs and universities. This Program maintains local, national, 
and regional databases on t distribution of species and habitats, and is also 
developing thermatic, regiona , watersheds and national assessments. 

1601-02	 Project Case Files (Ne Item) 
Project Case Files are tho records created and maintained by NOS 
program and staff offices an arious project groups related to specific 
scientific and technical projects, that are conducted, sponsored or funded 
totally or in part by NOAA. 

A Project Case File provides a record hich allows reconstruction and/or 
verification of the procedures, findings, r suits and reports on all project 
related endeavors. A typical file contains, ut is not limited to: incoming and 
outgoing correspondence, memoranda, and ard copy of e-mails; copies of 
contracts and other requests for services, sucli s grants or cooperative 
agreements; technical papers; plans and drawin . specifications; draft and 
final standards; preliminary and final scientific and chnical data, statistical 
analyses and results, tables, charts, graphs and com ter printouts or 
analyses of data; preliminary, periodic, and final progre reports; 
photographs and negatives; indexes or finding aids; note and working 
papers; studies and Journal articles; and other records and r orts 
accumulated that document the progress and completion of a ncy projects. 

AUTHORIZED DISPOSITION: 
A.	 Project Case Files that received national or international awards 

distinction, r.e., the Nobel Prize; were worked on by prominent NO 
investigators of widely recognized professional stature, or who have 
received national or international recognition outside their professional 
discipline; resulted in significant Improvement in public health, safety or 
other vital public interest; made a significant contribution to new national 
or international environmental policies or had a significant impact on the 
development of new national or international scientific, political, economic 
or social priorities; resulted in significant social, political or scientific 
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controversy; established a precedent for significantly changing NOAA 
research or administrative policies; was the subject of widespread national 
or international media attention; or was the subject of extensive 
Congressional, Department of Commerce or other government agency 
scrutiny or investigation. 

PERMANENT. Transfer closed files to NARA when they are 30 years old. 
Closed files may be transferred to the Federal Records Center as needed. 

B. ject Case Files not meeting the criteria established above. 

Pape or electronic: Destroy closed files when no longer needed for 
admini ative or scientific use not to exceed 30 years. Inactive files may 
be transf red to the Federal Records Center. 

C.	 Project Mana ernent/Administranve Files: Records which deal strictly with 
the administrati functions or project management portion of the project. 

Destroy five years a er project is closed. 

D.	 Raw Data: Information ceived in a program or staff office, or by a 
specific and technical gro s that have not been processed. 

Destroy when data have been rocessed and changed into usable 
information. 

1607 -01	 Benthic Communit Assessment Oat ase (New Item) 
This database IS used within NOAA's Cen r for Coastal Monitoring and 
Assessment (CCMA) to put Benthic Commu ity Assessment Data into public 
domain. This Benthic Community Data is use as an effective indicator to 
document biological responses to contaminant osure and other changes 
in environmental quality. Outputs of the system a tab delimited text files. 

AUTHORIZED DISPOSITION: 
A.	 Information within system (data): Permanent.
 

to NARA as flat files in five year blocks.
 
B.	 System documentation: Permanent. Transfer to NARA . h associated 

data files described in 1607-01 (A). 
C.	 System inputs (data from the CCMA Benthic Community Ass sment 

Studies): Destroy 6 months after data is entered into system (d a is kept 
within project case file in the field). 

D.	 System outputs (tab delimited text files downloaded online by users, 
printouts can be generated and PDF reports, associated with each st y 
area, can be downloaded): Destroy when no longer needed for researc 
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purposes. 

:1607-02	 Estuarine Living Marine Resource Database (ELMR) (New Item) 
This database is used to gather information on the distribution and relative 
abundance of fish and marine species. The data is used for many fish 
management projects. 

UTHORIZED DISPOSITION: 
A.	 Information within system (data): Permanent. Cut off annually. Transfer 

NARA as flat files in five year blocks. 
B.	 Stem documentation: Permanent. Transfer to NARA with associated 

data iles described in 1607-02 (A). 
C.	 Syste inputs (fishery Independent state data gathered specifically for 

input int system): Destroy after data is verified within system. 
D.	 System ou uts (screen captures, printouts, publications, reports and final 

studies): De oy when no longer needed for research purposes. 

1607-03	 Habitat Suitabilit odelin HSM S stem (New Item) 
This system is used in onjunction with Habitat Suitability Modeling 
application software use for impact scenario assessments, generating maps, 
and analyzing various habi t models. This data is used to create graphic 
displays of modeling results d to predict species distributions and mapping 
salinity. 

AUTHORIZED DISPOSITION: 
A.	 Information within system (data): elete after 5 years or when no longer 

needed for future models. 
B.	 System documentation: Destroy 6 mo hs after system is terminated. 
C.	 System inputs (Biological surveys, biolo leal and physical data sets, and 

fishery datasets gathered specifically for in ut into system): Destroy after 
data is verified within system. 

D.	 System outputs (predicted species distribution
 
longer needed for research purposes.
 

Center for Sponsored Coastal Ocean Research (CSC 
Coastal Ocean Programs (COP) 

NOAA's Coastal Ocean Program (COP), part of the National Centers for astal Ocean 
Science (NCCOS), provides scientific information to assist decision makers meet the 
challenges of managing our Nation's coastal resources. COP targets critical i ues 
which exist in the Nation's estuaries, coastal waters, and Great Lakes. COP tra lates 
its findings into accessible information for coastal managers, planners, lawmakers, and 
the public. Its aim is to create near-term and continuous improvements in environ me tal 
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deci ions affecting the coastal ocean and its resources. 

Program Funding Database (New Item) 
Database is used to track progress and provide quick access on Coastal 

cean Research grants, proposals, and project information. The system 
c tains: the proposal number, program element, proposal title, principle 
inv tigator's name and other identifying information; proposal status; areas 
of re arch; reviewer reporting sheet and budget information. 

AUTHO	 ZED DISPOSITION: 
A.	 Inform ion within the System (data): Destroy three years following 

subrnlssi n of the Final Financial Status Report associated with 
completio of the entire research project. 

B.	 System Doc mentation: Destroy 6 months after system IS terminated. 
C	 System Input Proposals received from research community (part of 

Grants Working lie 0000-02); Internet; telephone book (100-04)): Follow 
disposition instru ions for related records. 

D.	 System Outputs (P . touts, Reports, Final Studies): Destroy when no 
longer needed for re rence. 

1601-01	 Grants Working Files (Ne Item) 
Copies of information maintai ed for each grant and award made to support 
National Ocean Service (NOS ojects). The original information for Grant 
Files is maintained in the Grants anagement Office. Files include, but are 
not limited to: copies of the genera nnouncement; Federal Register Notice; 
applications, assurances, and certifi tions; correspondence; evaluations and 
review reports; information related to t e proposal or award process; site visit 
documentation; proposal negotiations, r ommendations, and revisions; and 
financial and budgetary reports, both peri ic and final. 

Files are maintained in hard copy and arrang by fiscal year and grant 
number. 

AUTHORIZED DISPOSITION: 
Recordkeeping paper copy: Destroy three years foil ing the final financial 
status report. 

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

AUTHORIZED DISPOSITION: 
Delete when record keeping copy has been produced. 
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