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REQUEST v+ <R AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

A

AN

!

LEAVE BLANK

TO- GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

DATE RECEIVED

SEP 2 6 1974

NC-3%0-75 - 3

JOB NO

NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT)
Department of Commerce

2 MAJOR SUBDIVISION

3 MINOR SUBDIVISION
AQD - Management Services Branch

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
Walter V. Barbash Actg Chief, Mgt. Ser. 14-6857]

In accordance with the provistons of 44 U S C 3303a the dis-
posal request, including amendments, 1s approved except for
items that may be stamped “‘disposal not approved'’ or ‘with-

drawn ’ in column 10

b r/75

-] CERTIFICATF OF AGENCY REPRESENTATIVE

Date

Archivist of the Unsted States

| ﬁreby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposal in this Request of

page(s) are not ngec% for theQusiness of this agency or will ngfbe needed aftgnthe retention periods specified
e;c/é;//€7§f °
/ y oyd 1./Sand¥Hn

Jvst
(Mte) (ngl(atuﬂ of Agency Representative) (TIE{CT v
o 9
7 8 DESCRIPTION OF ITEM 10
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR

JOB NO ACTION TAKEN

The eight attached schedutes.

SO A

Copy ¥ Agre SWRRT Bhinz

STANDARD FORM 115

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4

115-105



' d
ITEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
UMBER AUTHORITY
INTERNATIONAL AFFAIRS RECORDS
‘1, International activities files consisting of c%r ESJ,, " Permanent: Cut off at eﬁd of calendar
pondence, documents, minutes of meetings,#4nd (B year, hold four years inactive, then trans-
. other papers relating to NOAA participation in fer to NOAA Records Holding Area for
international activities, organizations, and policy {4 eMeRbuat offer to the National Archives
committees. Included are records of interagency ]‘4/‘7/ . ]{W 6 Fv 'y
groups developing United States positions on ‘
international matters.
Z. International organization routine administrative Destroy after 5 yemrs. Cut off at end of
files consisting of cerrespondence, agendas recodd” i/ calendar year, hold four years inactive,
! : relating to the 7% 3 then destroy in current files area.
organizational and technical administration of
international organizations and their constituent
bodies.
75
Rexmanenss RoR | o A
3. Foreign trainee case files on foreign nationals Master Record Card: Jee&vy .
: training in the environmental and r(rglarine sciences. F L ot ibin pia A gpt o riclie]
Includes correspondence, applications, and per- Other records* destroy 7 years after case
sonal histories; schedules of training, reports of is closed. Cut off at closing, hold two
grades, and related papers. years inactive, then transfer to NOAA
Records Holding Area.
4, Foreign technical assistance and cooperation
program files, including correspondence and papers é‘{ Permanent: Cut off at end of calendar

concerning techincal assistance and cooperation
projects and programs undertaken by U.S. scientists
for foreign countries in the field of environmental
and marine sciences.

gl

year, hold three years inactive, then .
transfer to NOAA Records Holding Area for:
eventaal offer to the National Archives.

%Czy /‘(‘W‘

RECORDS DISPOSITION SCHEDULE

INTERNATIONAL AFFAIRS RE(YC S
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DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
NUMBER AUTHORITY
CONGRESSIONAL AND LEGISLATIVE AFFAIRS RECORDS l M/ﬁ/
Coae flon il z;:, Ao Vohs - cenilloaliot Magiabidim]
1. Legitlation-cesefilestncluding-proposal—ocopyof— G@E ;
4:,.,,,. ir B card Al et o, “ prepenadey | o8]
£ MI ! e Lpra Permanent: Transfer to NOAA Records '
* hkolding Area when no longer needed for
reference, Offer to the National Archives
after years.
for Congressional action, wnclucles Copoitn op— ear, hold four years inactive, then
Wﬁm Lo /M,q,«bt/ e i) ~rteorl| ¥ transfer to the NOAA Records Holding Area.
A rernl molegnds | %Wﬁmr ten year:

3. Hearing files including copies of hearing testimony ‘ Decstroy or transfer to library after 2 years,
and any backup material. Material may be held up to S years if

contents warrent,

4, Congressional correspondence including matters - Destroy after three vears, Cut off at end
dcaling with constituent requests. Correspondence of calendar year, hold two years inartive,
dealing with legislation is covered by item 1. then transfer to NOAA Records 1o .

' Area.
l S Copies of reports to Congress,
Permanent: Cut off at end of calendar year

a. Creating office copy.

b. Other copy held by forwarding office.

M
o

hold two years inactive, then transfer to,
NOAA Records Holding Area for eventual
offer to the National Archives g#Z 0~/ %

Destroy after 6 months.

RECORDS DISPOSITION SCHEDULE

CONGRESSIONAL & LEGISLATIVE AFFAIRS




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTICNI

NUMBER AUTHORITY
LEGAL AFFATIRS RECORDS
1. Formal opinions and interpretations of statutes and ‘ ”7// Permanent: Offer to the National Archives
. o L) - 0 L] -
regulations. Includes material involved in writing u7 when no longer needed. ,
regulations. ,
2. Material involved in writing of proposed legislation. Transfer to O0ffice of Congres-isral ans
legislative Affairs after Conrrzce e76
(mSterials are then included in the Leg
3. Claims by and against the government and not re- Case files under a different schedule.)
sulting in litagation. i
a. Allowed. Destroy 6 ysars after setilzv: -t C.Lo:
at end of calendar year, hold o~z yezr
, inactive, then transfer to HOLY Fecorde
- N !
Holding Area (outside Vachinzuon letrc- ;
politan area to nearest Federsl Pecircd !
Center).
b. Disallowed. Destroy 10 years after claim -
- ed. Cut off 2t end of calzns .y
hold one year 1n‘cL1" thom Reeefes 2
NO'\.A. rf:-‘CO"’iu I-k).lU_L_ PR
. ington Fetropolitan
Fecderal Records Cent
L. Iitagation case files (except on patent matters Desivroy 10 years aftzr case iz clcned.

see item 5).

Cut off at end of calendar yzar, Lo14
onD year iraclive,

NOAL Records Holding hrea (ous
Wasinington Metropolitzn area

Federal Records Center.)

RECORDS DISPOSITION SCHEDULE
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DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

ITEM
DESCRIPTION OF RECORDS
UMBER
g. Patent files involving matters pertaining to
disclosure or infringement.
6. Potential legal cases - any clearance of actions

not involving formal opinions, claims, or litagatio

Destroy 23 years after action courlzues.
Cut oif at end of calendar year, hold
one year inactive, then transfer %o
NOAA Records Holding Area (outside
Washington Metropolitan area to nezrsst
Federal Records Center).

Destroy after 6 years. Cut off at <qd
of calendar year, hold one ysar irn-:cii-:,
then transfer to NOAA Records Holding
Area (outside Washington letropnlitan
area to nearest Federal Records Center).

RECORDS DISPOSITION SCHEDULE

IEGAL AFFAIRS RECORDS




1TEM
UVBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

70

*OAA CORPS RECORDS

I'Injor policy and program planning records, including
files on assignment, uniform, and appointment policieqg
and the records of boards establishing such policies,

Jeneral correspondence,

Correspnandence and reports of organizations NOAA
are a part of where such material is not the organizad
tion's official copy.

ﬂr«ﬁﬁiﬂﬂ%&ﬁﬂ—ané-agency-ﬁilee—eea%&éaéng—4%cords

CJrxriadning to relations with other agencies, indus-
tries or groups of indusirlies, prorfessional societies,
and related outside organizations,

Pudret and Finance records of NOAA Corps.

Special Studies: .

a. Record Copy of each special study,

b. Special reports and study working papers,
including questionaires, interim xeports,
and other material providing background for

studies,

Carger puides written by NOAA Corps staff,

Sy

ny’Vy/ béi’

i
6k

}“\{Mﬁ 72l

Permanent, Retire to NOAA Records Holding
Aresa when no longer needed for ovessssl
offer to the National Archivesggfln. 1580

Destroy after 2 years,

Reference material., Destroy when no
longer needed. ‘

Destroy after 2 years or earlier if not
needed.

Sce Schedule 6 or other appropriate
schedules.

Permanent. Retire to IOAA Recordsilnlding
Area when no longer needed.for eventuad-
offer to the National ArchivesafOs /5.

Destroy after 2 years unless evaluation
of material indicates value for a fucure

stuay,

Destroy when superceded or obsolete,

RECORDS DISPOSITION SCHEDULE

NOAA CCRPS RECORDS




ITEM DESCRIPTION OF RECORDS LISPOSITION DISPOSITION INSTRUCTIOQNS
NUMBER AUTHORITY
8. |Cfficial personnel and medical folders, including « | See 8chedule 2, item 2,
records to be merged with folders wpon retirement,
resiznation, etc,, of individual,
9. [Rezulations, and the background to them, established '/—Wﬂ"’ﬂ Permanent, To be offered to the National
for NOAA Corps. Not included are reference copies | w /,7,/ Archives when superceded.
xept by individual offices. B
Je |Rejected applications to NOAA Corps for appointment, Destroy after 6 months unless spplicant
indicates intention to reapply.
11. |Training: - ¥ oA Lrpiron
m%wm‘ et % M; L
a. 33 3 “class photos, and Q~ Permanent, To be offered to the National
records of Education and Training Committee, Archives
[u{/»?f P|-caizedy 4221 /5 0oy
be Graduate study records coutaining correspcnd- Destroy after 2 years,
ence with schools, schedules for sending
- students, and similar material.
12, |ROTC student appointment records kept to ensure Destroy after 7 years.

fullfillment of 6 year commitment.,

RECORDS DISPOSITION SCHEDULE

NOAA CORPS RECORDS




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

NUNMDIER AUTHORITY
VISUAL SY¥RVICES
4 x

1. Copies of printing bills for printing work performed Destroy after L years. Hold one yzar ina
tv the GPO and other printing establishments out- ive then transfer to NOAA Recnrds Hnldin
side NOAA, Originals of bills are sent to finance Area,
for payment.

2. Copies of printing requisitions sent to Dept. of Destroy after 5 years or when billin~ 4=
Corxerce for printing work. conplete,

3. Record copies of issues of Administrator's Weekly |4 Permanent: Offer to the National Archive
Report, NOAA Magazine, NOAA Week, and similar 1bU%L7f/ on a periodic basis.
publications, :

L. Art work and graphics prepared for publication Destroy if not reused within 3 yesrs,
art. Selected work may be retained lonrer,

Se Other art work, viewgraphs, and drawings. Destroy any retained material when nn

- longer needed in current work,
6. Exhibits:

a. Photographs of exhibits.

be. Correspondence concerning scheduling of
exhibits, space for exhibits, and related
mattcrs,

¢. Fxhibit reoucst cards showing date, name,
and place of shew; what was reduested, and
photograph of exhibit,

d, Evhihit drawings and blueprints,

Permanent. Offer to the National Archive

at the conclusicn of the exhibit.
Destroy after 5 years.

Destroy after 3 years.

. Destroy wren exhibit is obseole’ 2,

RECORDS DISPOSITION SCHEDULE

VISUAL SERVICES RECORIS

ccra e e—e—



ITE™ DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
NUMEER AUTHORITY
7. Fhotorrarh file including portraits of officials of Permarent., Retain for eventual trensfer
LOLA and its predecessor agenciles, and other plhoto to National Archives.
prints and negatives of events, environmental )
phencmena, instruments,places, and other subjects
relating to NOAA activities,
8. thotorreths of minimal value with 1little document- Destroy after 1 year.
ary or historical importance,
9. Indexes or logs of photographs, Permanent., Retain for eventual transfer
to National Archives.
10. Duplication and distribution daily and monthly Destroy after 2 years,
preduction reports.
11. Requisitions for visual services. Destroy 1 year after completion of job,

RECORDS DISPOSITION SCHEDULE




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

UMBER AUTHORITY
NOTION PICTURE RECORDS :
. .
1. Motion picture filmsz, ) s Lo
ﬂuguui;l, ﬂﬂ Permanent:

a. The origina2lAand one positive print of 6&%7g’ Offer to National Archives when filn is
each motion picture film produced and ro leazer needed for distribution 2-d '
distributed, sponsering organizations do rot want

it retwmed,

b, Film footaze taken by cameramen as directed. Destroy vhen related motion picturs in iten
Selzacted footage is used in motion victure (a) above is destroyed or ofrersd o &
productions descrived in iten (a) shove. National Archives,

Tncludes related sound track footage.
.. ] ] L PerlmpwenT . , '

2. Motion picture production reccords consistinh of Bestrorwhren—rolobed—metion—pieturs Fila —
' erizinal eorrcsrondence, requests for motion picture ; - 25E-Toaag

production, cutlines and/or treatments, copies

of firal scripts, and otaer reports, certificates,

contracvs, and notices involved in producing

films.
Je Fotion picture ci-'.~ivwiion redords relating to the

operation of a fi.m librery where {ilm prints are
procured, stored, accounted for, and distributed
for showing.

a, Caze files on individual filws including
correspondence on requirements and distri-
bution, revision, replacement, public
exhibition, and similar matters,

b. Requests for films,

Destroy when related film is desiroyecd or
sent to National Archives,

Destroy after 2 ycars,

RECORDS DISPOSITION SCHEDULE




ITEM

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

NUMBER DESCRIPTION OF RECORDS
ce Reports on film distribution and showings.
1. Yeriodic'reports.
2, Feeder reports used in periodic reports
L. Motion Picturs service administrative records in-

cluding eorrespondence and memoranda retating to
internal administration and operation.

Destroy when film is withdrawn from
distribution.

Destroy when information is ineorporzated
into periodic regort.

Destroy after 2 years,

RECORDS DISPOSITION SCHEDULE

P e d




A DISPOSITION
ITEM DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
JMBER AUTHORITY

SEA GRANT RECORDS

1. Sea Crant case files consisting of correspondence,
memoranda, proposals, evaluation reports, contracts,
and other papers relating to each case considered
for grants of funds by the Office of Sea Grant.

a, Declined or withdrawn cases. Destroy § years after case is declired or
withdrasm, Cut off at end of czlen’ar
year, hold one year inactive, tten
transfer to NOAA Records Yolding Area,

bs Awarded cases, . Destroy 15 years after case is clnzad,

o Cub off at end of calendar year, bnld
one year inactive, then transfer tn
NOAA Records Holding Area.

2. Grant Record cards and grant proposal cards Ew, M)/&Lf [ Permanent: Offer to tie National Archives
containing basic summary data on each grant case i 1 % -
-or proposal, ! 5 mtarzy
3e Listings of Sea Grant proposals and awards, T 31911‘p Woilirideeata Fesa
| Ger - ke MLgon) Crefirr Y |55
L. Statistical analyses of grant data,

ERNANEA
a, Record set, & . p—Beﬁ-‘éfey—af'bLS—yea-ps—; Cut nff at end

" 6%:]'7 of calendar year, hnld one year iractive,
v then transfer to NOAA Records Holding
Area. Offer Ay he Acplayrol

’ &flir 15 piesy
b. Working papers, Destroy 1 year after release nf suvror-
seding report,

b

RECORDS DISPOSITION SCHEDULE SFA GRANT RECORDS




ITEM ) DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER AUTHORITY

Cos a1 | PEAMANEXN T, oy Tor =Rt Aacirmal
- @;Rﬁ Archiinte 0T, |G z290v2,
Q‘ y

Se Periodic reports of grant activity. ” ey
\’
6. Grant proposal log book recording grant proposal Destroy when obsolete.
nurber of each case,
Te Grent program planning records, Papers reflecting 7 f Permanent: Cut off at end of calendar yea
policies and procedures developed to direct and ‘4 - hold one Ygar lr]j.gjc_;lvgé th%nrtrf;nsrer to 1
administer the Sea Grant program, l i /-7/ 474l g?‘ggrﬂigoih Z ggtiongl Areihigésea%%tm& 5~

WI

RECORDS DISPOSITION SCHEDULE SEA GRANT RECORDS




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

JIMBER AUTHORITY
VESSEL RECORDS
This schedules covers only those records created
and kept upon NCAA vessels. Records sent to
Office of Fleet Operatinns or elsewhere will
have dispositions provided for them in the N
schedules for those offices or functions, } g A
Permanent:
1. Deck Logs. ‘ijv/Ly’/ Transmic tn Marine Center at end ~f cacx
. quarter, WMarine Center will h~1ld ore
Wﬂ year inactive, then transfer t» Flozt
¢~ Operations for ewewdwedoifor to
(Gl National Archives ZfBV | T plor;
2. Engine log. Destroy when equipment leaves service,
3. Ship schedules. Ship's copy: destrny after 2 years,
e General Correspondence. Destroy after 2 years, Cut off at a4
_ of calendar year, hold twn years imzaonive)
then destroy.,
Se Vessel records:

a., design, drawings, specifications of ship.

b. repair records

1. logs

Ship's cnhpy: destroy when ship lzaves
service or transfer to new awner if
sold.

Destrny when equipment is remnved, s~1d,
or otherwise leaves scervice.

RECORDS DISPOSITION SCHEDULE

VESSEL RECORD3




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

JMBER AUTHORITY
2. schedules, Destroy after 1 year. Cut »ff at end ~f
calendar year, hnld one year inactive,
then destray.
3. contracts., See Schedule 7, item 3,
¢. hull structure reports. Destroy after 2 years or when sunarceded,
d. ship data file - ship maintenance and Destroy when ship leaves service.
operations, data cards.
6. Equipment records (non-inventory):
a. job eontrol cards for maintenance. Destroy when actinn is co-pleted.,
b. logs for machine maintenance, repairs. Destroy when equipment leaves service.
c. machine blueprints, specifications., Destrny when superceded or obsnle‘e.
Te -Reports - ship's copies of reports submitted to Destroy after 2 vears,
Fleet Cperations.
8. Communications message file. Destroy after 1 year.
9. Mess records. Destroy after 3 years.
10. Temperature control files for refrigeration Destroy after 2 years.
storage.
11. Personnel records:

a, complements, orders, rosters,

Destroy when superseded or obs»lste,

RECORDS DISPOSITION SCHEDULE

VESSEL RECORDS




FTEM

SPOS
DESCRIPTION OF RECORDS DISPOSITION
UMBER

DISPOSITION INSTRUCTIONS
AUTHORITY

b. leave feeder reports. Destroy when official leave record is

annotated. ~

¢. health records. Transfer with persennel reecnords w-2n

employee transfers, retires, etc,

RECORDS DISPOSITION SCHEDULE VESSEL RFCORDS
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