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. ::iEQUEST FOR RECORDS DISPosmON AUTHORITY 

(See Instructions on 

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON OC 20408 

In accordance with the provisions of 44
U.S.C. 3303a the dispolition request,

AELD	 COMMAND including amendments, is approved except
for items that may be marUd "'disposition
not approved" or "'withdrawn'" inallimm 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

SUSIE MABRY. FCDNA	 (505) 846-0623 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining disposition of its records 
and that the records proposed for disposal on the attached ~page(s) are not now needed for the business 
of this agency or will not be needed after the retentionreriods specified; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 of the GAO Manual for Guidance of Federal 
Agencies,

C3 is not required; 0 is attached; or o has been requested. 

RECORDS OFFICER.
 
DEFENSE NUClEAR AGENCY
 

9. GRSOA 10. ACTION 
8. DESCRIPTION	 OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

JOB CITATION USE ONLY) 

COMPREHENSIVE SCHEDULE FOR RECORDS OF
 
BASE OPERATIONS AT JOHNSTON ATOLL
 

WHEN APPROVED. THE PROVISIONS OF THIS
 
SCHEDULE WILL BE INCORPORATED INTO DNA
 
INSTRUCTION 5015.
 

FORM 115 (REV. 3-91)
Prescnbed bV NARA 

36 CFR 1228 
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f -_ _-
• 101.01 Suspenses 

101 Transitory 

101.03 Security Administration 

Management Survey 
Reports 

Files 

!. 

JOHNSTON ATOLL 

RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

-- -- ---- -.. -.-. -- - .. 
Written note or communication (EMAIL) reflecting a Destroy after 30 days or when report has been submitted 
date action Is required. or action taken. 

after 30-90 days. 

superseded or obsolete. 

or obsolete. 
~. 

4 
I 
". 

Copies Of In-comlng/out-golng messages 
correspondence compiled for purposes of routing 
Information to management, organizational 
elements and staff offices. 

Information related to organization Destroy 
an office. Included are rosters, additional duties, 
office copies of JMP, functional charts, hours of 
work, notices of training, maintained electronically 
or In hard copy. 

recelVe<l pertaining to surveying or after next comparable surveyor inspection. 
inspecting office management procedures. 
Included are announcements of Impending 
inspections. extracts of IG, GAO, safety, security,
and similar Inspection reports. 

Documents related to su of personnel or 
personnel performance/duty such as classification, 
promotion, orders, sponsors, Indeptedness, leave, 
applications for outside employment, academic 
and IndMdual training reports, and similar
documents • 

... . 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

~ p01.09 Office eMllan 
Flies 

Personnel Supervisor copies of performance appraisals, 
letters of appreciation/commendation maintained In 

Destroy when 2 years old. 

~ 
• 

official personnel files and copies of time and 
attendance cards (timecards) processed through 
an electronIc payroll system by designated finance 
activity. 

101.10 Civilian 
PendIng Files 

actions sucn as 
changes, rate of pay changes, leave, separation 
and other related requests. 

Destroy upon receipt of 
requested personnel action. 

of 

or contractor job descriptions. 
" 

" 

Transmittals Records transferred to Govemment for retirement 
(Completed SF 135s). 

lists for personnel access to 
and Consolidated Clearance lists, Records 

authorization document or 
I.. 4 

ManagerJUbrary Appointments), courier services, 
facility access control lists ~ncludes AOP security). 

Document 
Register/Control 

Destroy 2 years after classified
have been transferred, destroyed, or declassified. 

101.18 

! . 
requests

orders, vouchers, and similar documents. (See 
101.08 or 101.09 for travel documents maintained 

.... by IndMdual.) 



RECORDS SCHEDULES AND DISPOSITION 

~ 1101.18 

~ 
• 

Office ServlceJRepalr 
Requests 

Information related to requests for local 
transportation, custodial services, office space, 
office moves, Installation and repair of telephones, 
safe maintenance, computer support, and facility 
engineering requests. 

Office Equipment Records 

Disb1butfon 

101.22 Reference Publications Ubrary copies of publications and published plans 
maintained soley for reference. 

101.23 Inventory )n~olng records and annual. 
inventories and automated or electronic tracking of 
Inventories. (See 1408.06 & 1408.12 for retention 
of original Inventories for master property, 
materials, and equipment Oncludes ADPE and 
vehicles). 

Monthly summary analysis, work plans, work 
schedules, weekly QCC checklists, workload 
trends and staffing level reports. 

QC 
Plans, corrective action schedules, Base 
Operational Support Annual Report and record of 
organizational structure. 

! . 

... . 

INSTRUCTIONS 

Destroy 1year after service Is furnished or repairs are
 
completed.
 

Destroy superseded or 

Destroy 1 year after completion 

~. 

4Destroy when superseded or obsolete. I.. 
Destroy when superseded or after next comparable
 
Inventory.
 

Destroy when 1year old. 

Destroy 



SERIES 
.! 201.01c 

( 

It 

201.01d 

•201.018 

201.02a 

201.02b 

•201.02c 

201.03a 

! , 

.. -

TITLE 

Administration 

Administration 

Administration 

Agreements 

Agreements 

Agreements 

Briefings and Presentations 

RECORDS SCHEDULES AND DISPOSITION 

SERIES DESCRIPTION 

Contractor financial reporting of annual budget
 
estimates and mid-year reviews.
 

BOS Contractor financial reporting system plan,
 
contract spending plan, status of funds reports,
 
financial analysis, payroll, subslstance and quarters
 
rates, Indefinite quantity, reimbursements,
 
close-out reports and related background financial
 
data.
 

other FCDNA contractor's financial reporting,
 
spending plan, status of funds reports,
 
reimbursements, and close-out reports and related
 
background financial data. (See 1401.01 and
 
1402.03 for COR contract records schedules.)
 

Interservlce support agreements, Memorandums of
 
Understanding or Memorandums of Agreement
 
Involving transfer of personnel, spaces, or materiel.
 
(See 210.06 for agreements maintained by FCDNA
 
Office of Record with historical or legal value.)
 

Interservlce support agreements, Memorandums ot
 
Understanding or Memorandums of Agreement not
 
involving transfer of personnel spaces and
 
materiel. (See 210.06 for agreements maintained
 
by FCDNA Office of Record with historical or legal
 
value.)
 

Foreign agreements Involving mutual support to
 
foreign and domestic personnel under specific
 
US/foreign government programs. Includes
 
Russian On-site Verification Program.
 

Documents (scripts) used by DNA personnel for
 
participation In presentations at outside agencies,
 
non-Federal Institutions, and In-house briefings of
 
no historical or legal value. (See 1104 series for
 
audiovisual briefing and presentation media.)
 

INSTRUCTIONS 

DISPOSITION
 

Destroy when 2 years old.
 

Trf to ROIC after 5 years (SF135 required) lAW 5-year
 
term of contract or upon termination of contract,
 
whichever comes first Trf to PACDIV RO for retirement to
 
FRC under Navy system, with procurement records.
 
Destroy 7 years after final payment.
 

Trf to DNA Contracting Officer Rep (COR) upon
 
completion of term of the contract (SF135 required) or
 
upon termination of contract, whichever comes first Trf
 
to designated Records Official for retirement to FRC.
 
Destroy 7 years after final payment
 

Destroy 6 years after supersession, cancellation, or
 
termination of agreement Reviewing offices: Destroy 1
 
year after supersession, cancellation, or termination of
 
agreement. (FCRPIIs Office of Record)
 

Destroy 3 years after supersession, cancellation, or
 
termination of agreement. Reviewing offices: Destroy 1
 
year after supersession, cancellation, or termination of
 
agreement. (FCRPIIs Office of Record)
 

-r~sl=G!. 
Permanent .etfeF to NARA 20 years after supersession, 
cancellation, or termination of the Agreement. (FCRPIIs 
Office of Record) 

Destroy when superseded, obsolete, or no longer needed 
for reference. 

4 
I 

III 



SERIES TITLE
 
~
 201.03b	 Briefings and Presentations 

f 

• 

201.04	 Conference and 
Committee Records 

•208.16a Publication Record Set 
-

208.16b	 Publication Record Set 

208.18	 Publication Reference Set 

210.06	 Installation Historical 
Records 

•213.02 Emergency Planning and 
Reporting 

308.01a	 Non-Appropriated Fund 
Accounts (Cashier 
Services) 

!-

... 

RECORDS SCHEDULES AND DISPOSITION 

SERIES DESCRIPTION 

Documents (scripts) used by DNA personnel for 
participation In presentations at outside agencles, 
Inter or Intra-agency conferences of historical or 
legal value which document Agency policy or 
decisions (See 1104 series for audio-visual briefing 
material) 

Minutes and coordination dcouments which support 
DNA participation In Inter and Intra-agency 
conferences or committees or non-federal 
Institutions. 

FCDNA (FCJ) Johnston Atoll Published 
Instructions directing policy operational In nature. 
(FCJA Is Office of Record) 

FCDNA (FCJ) Johnston Atoll Published 
Instructions directing policy, administrative In 
nature. (FCJA Is Office of Record) 

FCDNA (FCJ) Reference Set of all current 
Published Instructions. (FCJA Is Office of Record) 

Records maintained to reflect a chronological 
record of noteworthy events of Interest from an 
historical standpoint Includes FCDNA Island staff 
submission of Weekly Activity Reports. 

JA Disaster Preparedness Plan, Contingency Plan 
and related documentation for support to Disaster 
Recovery Operating Plan, contractor-generated 
Annex for JA Disaster Preparedness Plan, and 
other Installation emergency plans and reports. 

Cashier Services: Cash receipts, check books, 
cancelled checks, deposit slips, bank statements, 
vouchers, Invoices, authorization control, and 
flnane/al statements and reports. 

INSTRUCTIONS 

DISPOSITION 

Permanent Transfer to MemARA under appropriate 
record series and disposition Instructions for 
mission-related program records. 

Destroy after termination of committee or when no longer 
needed for reference. (See 210.06 or 604.01 for minutes 
of historical or legal value which document Agency policy 
or decisions, or transfer to FRCJNARA with 
mission-related program records • 

Permanent Transfer to FC~~.rP.f!er supersession,
cancellation or termination. ~ fo FRC after 5 
years. 9ffepto NARA In 5-year blocks when 20-25 years 
old. t'"r¢,"Skr 

Destroy when superseded or obsolete. 

Destroy when superseded, obsolete, or no longer needed 
for reference. 

p,.I-t:~ 
~~nent TfliAsfer to FCDNA RA after 5 years. 

"~To FRC after 10 years. Gff9F to. NARA In 10-year 
blocks when 20-30 years old. ~Skr-

~~~ 
Permanent TFIiIRIJllrrecord copy to FCDNA RA upon 
publication or revision for retirement to FRC. ~ 
NARA after 25 years. Maintain current copy In JA r£I 
Technical Publications Ubrary. 

Destroy after 3 fiscal years. 

~. 
J ../ .

~skr 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES TITLE SERIES DESCRIPTION DISPOSITION 
~ 

f 

• 

308.01b Non-Appropriated fund 
Accounts (MWR Services) 

Morale. Welfare and Recreation Services: Internal 
control. administration, and financial reporting (See 
101.23 for Inventory reporting). 

Destroy 3 years after completion of next comparable 
audit. Destroy bound books. ledgers, and Journals 3 
years after date of last entry therein. 

501.01 Escort. Non-Escort 
Identification and Badges 

Documents which Identify approvals and 
disapprovals for non-escort badglng. waivers for 
uncleared personnel; badglng for contractors; and 
related procedural matters. 

Destroy 3 months after expiration of request or turn-ln of 
badge. 

501.02 

501.09a• 
Control Accountability of 
Indentlficatlon Cards and 
Badges 

Johnston Atoll Island 
Clearance Program 

Documents such as registers used to maintain 
accountability for identification cards and badges. 

Record of approved/disapproved Island Clearance 
Requests. managed by fCDNA Island staff. 
received In hard copy form or via EMAIL. 
Information is consolidated Into a database. 

Destroy upon discontinuance of badge or system. 

Destroy 6 months after date of last electronic entry. Data 
entered Into database shall be Inclusive of all Information 
received from original requests. Destroy disapproved 
requests after 6 months. 

501.09b Johnston Atoll Island FCDNA (FCJA) database for electronic tracking of Backup monthly. Cutoff annually and print hard copy. 
91earance Program Johnston Island Clearance Requests and 

Authorizations. Includes Last Name. first Name, 
MI, SSN or passport number If applicable, 
nationality, citizenship, clearance status, dates and 

Transfer printed copy to fCDNA RA after 5 years for 
retirement to FRC. Destroy after 50 years. 

purpose of visits. 

505.01 

505.12a• 
Security Classification 

Johnston Atoll Law 
Enforcement 

Documents relating to the security 
classification/grading systems. Includes formal 
classification guides published by DNA relating to 
specific programs and projects, release, access, or 
downgrading policy, used by DNA and Its affiliated 
contractors . 

Installation Security Plan, Security Training Plan, 
Service Plans, and Alarm Monitoring Procedures. 
(See 804.05 for training qualification or course 

Permanent Transfer to FCDNA RA for retirement to 
NARA (SF135 required) with specific program records 
collections, as appropriate. 

Destroy 2 years after supersession. Maintain current 
plans In JA Technical Publications Library. 

or 
4 ,... 

completion records for IndMduals.) 

505.12b Johnston Atoll Law Information on traffic enforcement activities, major Destroy when 2 years old. 
Enforcement or minor offenses, arrest, search, detainment and 

~ . 
transfer of custody. Installation security
(surveillance, Inspections, or surveys conducted),
Internal control and related financial reports. 

,. 



~ 
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•
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SERIES 

505.13 

505.14 

602.01 

602.02 

602.03 

602.04a 

602.04b 

TITLE 

Johnston Atoll Security 
Incident Reports 

Johnston Atoll Security and 
Registration 

Safety and Health Plans 

Safety Surveys and 
Inspections 

Safety Awareness 
Protective training 
Materials 

Safety Training, 
Qualification, and 
Verification 

Safety Training, 
Qualification, and 
Verification 

RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES DESCRIPTION DISPOSITION 

Police Blotter and IncidentIComplalnt Reports, Destroy when 5 years old.
 
Unauthorized Olscharge of Firearms Report and
 
Monthly Law Enforcement Summary Reports (See
 
1408.03 for reports of loss, theft, or damage to
 
firearms or ammunition.)
 

Record of Issue and authorization for issuance of Destroy 3 months after dereglstration of bicycles or upon
 
firearms and bicycle registration/de registration. expiration of authorization for firearms.
 

JA Medical Plan, JACADS Medical Support Plan, Permanent Transfer to FCDNA RA upon publicatiqn or sl-

Contractor Medical Plan, Base Safety, Respitory, revision of final plans for retirement to FRC. QIflf~
 
Hearing and Noise Abatement, Personal Protective NARA after 30 years. Maintain copy of current plans JA
 
Equipment, Sight Conservation, Asbestos, Lead, Technical Publications Ubrary.
 
Radiation Safety, and Safety and Industrial Hygiene
 
Plans.
 

Annual Noise Hazard Survey Reports, Transfer to FCDNA RA upon publication or receipt of final
 
Seml-Annual Outstanding 000 Risk Assessment inspections or surveys for retirement to FRC e..5:$mtr
 
Code Deficiency Reports, Monthly Safety and retIRtian). Maintain reference copies under 1504.04
 
Health Inspections, Safety and Industrial Hygiene Environmental Investigations and Reports. t;) ~ c T-ro 'I
 
Inspections, Radiological Surveys and Annual 7~ lf~(u's ~hr- Ct.J-r t:')~.
 

Safety Summary.
 

Training Course Materials related to occupational Permanent Upon supersession or obsolesence of
 
exposure for safe handling, storage and movement training materials,~~{ltcRrd copy to FCDNA RA for
 
of chemical, biological, radiological contaminants, retirement to FRC. .NARA In 10-year blocks
 
explosives or other hazardous materials. when 20-30 years old. Maintain current course materials
 

in JA Technical Publications Ubrary. 

Electronic record of individual annual training Backup monthly. Cutoff annually and print hard copy for 
requirements and training completed 602.04b and subsequent consolidation with 804.05 upon 
(on-site/off-slte) as required by OSHA standards for separation. Destroy electronic record when 5 years old. 
a specific position. Records may supplement 
training records where certificate of completion Is 
not required. 

Individual completion of training courses or Upon separation of contract employee, consolidate Indiv 
sessions related to OSHA standards for dealing training records Into personnel records (804.05). 
with hazardous materials directly applicable to Transfer records to PACDIV Records Official (SF135) 1 
employee's job or position (maintained in hard year after separation, for retirement to FRC. Destroy 75 
copy, alphabetically by Last Name, First Name, MI) • years after separation. 

d 
I..
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SERIES TITLE 

602'()4c	 Safety Training, 
Qualification, and 
Verification 

602.05	 AoadentExperience 
Statistical Reporting 

602.06	 Accident and Incident Case 
Flies 

603.01	 Radiation Protection User 
listings 

603.02	 Personnel Dosimetry 
Records 

603.03	 Dosimetry Control Records 

603.04	 Personnel Bioassay 
Records 

604.01	 Radiation Committee Flies 

-

RECORDS SCHEDULES AND DISPOSITION 

SERIES DESCRIPTION 

Attendance rosters maintained for each course 
completed with original signatures. 

Accident Reports, OSHA 200 Logs. 

Accidents resulting In harmful chemical, biological, 
radiological exposure or other physical hazards or 
explosive accidents Involving personnel, or 
Incidents Involving environmental hazards or 
contamination • 

Consolidated lists reflecting Individual training, 
experience, and certification of Individuals 
authorized to handle sources of Ionizing radiation. 
Records are maintained by Radiation Safety 
Officers, separate from 602.04. 

Documents related to recording and reporting 
external exposures of Individuals to Ionizing 
radiation. Included are calibration control 
dosimeters and all dosimeters processed for 
evaluation, dosimeter logs, and consolidated 
reports of dosimeter readings. 

Documents reflecting the Issue and control of 
dosimeters. Included are requests for Issue and 
turn-ln, and similar documents. 

Documents related to recording and reporting 
Internal exposures of Individuals to radioactive 
materials. Included are biological specimens, 
whole-body counts, and similar documents. 

Documents/minutes of DNA committees 
concerned with radiological protection Including the 
review, evaluation, approvaVdisapproval of the use 
of ionizing radiation; procedures and conditions 
controlling such users; and qualifications of 
Individual users • 

INSTRUCTIONS 

DISPOSITION 

Destroy when 5 years old. 

Destroy when 5 years old. 

Permanent. Transfer to FCDNA RA (SF135 required) 
upon completion of final report or Investigation for 
retirement to FRC", Qffef.to NARA after 3Q ¥ears" W" en 

Tr41'1 sk,... 
30 'f~d.r5. " ,,,- • 

Transfer to FCDNA RA after 5 years (SF135 required) for 
retirement to Agency Records Center. Destroy after 75 
years. 

.\ 

Transfer to FCDNA Radiation Safety Officer after 3 
months (SF135 required) for submission to Armstrong 
Lab for electronic tracking. Transfer hard copy to FRC. 
Destroy after 75 years. Maintain electronic copy until no 
longer needed. 

Transfer to FCDNA Radiation Safety Officer after 5 years 
(SF135 required) for retirement to FRC. Destroy after 75 
years • 

Transfer to FCDNA Radiation Safety Officer after 3 
months (SF135 required) for submission to Armstrong
Lab for electronic tracking. Transfer hard copy to FRC. 
Destroy after 75 years. Destroy electronic copy when no 
longer needed. 

Permanent Transfer to FCDNA RA after 5 years (SF135 
required) for retirement to FRC. Offw-to NARA 30 years 
after decommissioning. ,ralfsk,-

4 ..I

http:Qffef.to


RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES TITLE SERIES DESCRIPTION DISPOSITION 
~ 

• 

604.02 Radioactive 
Ucensfng 

Material Documents related to obtaining proper licensing 
and license to procure and use sources of Ionizing 
radiation. Included are license applications, 
coordinating actions, authorizations or permits, 
licenses and amendments thereto, and sfmllar 
documents. 

Transfer to FCDNA RA following decommissioning of 
facilities. Destroy 75 years after decommissioning. (See 
1503.03 for facilities where sources of radiation are 
received or stored temporarily or where nuclear weapons 
were housed or tested.) 

604.03 Instrument and Source Information used to record repair, maintenance, or Transfer to FCDNA RA following decommissioning or 
Calibration modification of calibration and tools used to disposal of related sources of radiation. Destroy 75 years 

measure radiation. Included are calibration logs after completion of event. 

802.11a• CMUan Pay (Payroll) 

and manufacturer's and locally developed 
calibration standards. (5ee1503.12 for 
non-radiation calibration.) 

Govemment eMllan or contractor time and 
attendance cards (timecards) submitted to 
designated financial activfty for processing through 
electronic payroll system. 

Destroy when 2 years old. I 

802.11b CMUan Pay (Inquiries) Govemment eMllan or contractor pay InqUiries. Destroy 2 years after case is closed. 

802.11c CMUan Pay (Worke(s 
Compensation) 

Case files for IndMudal continuation of pay under 
worke(s compensation claims. (See 602.06 for 
OSHA related accidents or Incidents.) 

Destroy 3 years after case Is closed. 

d 

803.03 

• 
CMUan Training Program 
Records (General) 

Govemment eMlian or contractor training (other 
than OSHA training) completed In 
Govemmentlnon-Govemment facilities. Includes 
training plans, review of requirements and quarterly 
report on prtvileglng and training status reports for 
medical personnel. 

Destroy 5 years after completion of training program. 
(See 804.05 for Individual training completion notices and 
602.03 or 602.04 for Safety related training.) 

I• 

804.05 Johnston Atoll Contractor 
Personnel Records 

Contractor personnel pre-employment information, 
qualifications, licenses, certifications and training 
qualifications, performance, efficiency, recognition, 
dates of current employment and related 
personnel Information . 

Maintain on JA until trf or sep of personnel. Transfer to 
PACDIV Records Official (SF135 required) 1 year after 
seperation for retirement to FRC. Destroy 75 years after 
transfer or separation of contractor personnel from 
Johston Atoll. 

.
,.. 



--------

•
 

•
 

•
 
...• 

SERIES TITLE 

902.01	 Johnston Atoll Contractor 
Medical Records 

902.02	 Johnston Atoll Contractor 
Dental Records 

902.03	 Johnston Atoll Military 
Medical and Dental
 

. - Records _
 

902.04	 Johnston Atoll Govemment 
CMlian MedIcal and Dental 
Records 

902.05	 Johnston Atoll Foreign 
Govemment Officials 
Medical and Dental 
Records 

902.06a	 Johnston Atoll Emergency 
Medical Services 

902.06b	 Johnston Atoll Emergency 
Medical Reports 

902.07	 Johnston Atoll Routine 
Medical Services Plans 

RECORDS SCHEDULES AND DISPOSITION 

SERIES DESCRIPTION 

Individual Contractor Employee Medical Records 
which shall Include forms, correspondence, and 
other records relating to an employee's medical 
hlstory,laboratory & x-ray findings, records of 
exposure to radiation, toxic chemicals or physical 
hazards. 

Individual Contractor Employee Dental Records 
Oncludes examinations, treatment, x-rays and 
patient treatment film.) 

Individual U.S. Military Medical and Dental 
Records ~ncludes examinations, treatment, PRP 
reports, x-rays and patient treatment film.) 

Individual U.S. Government Civilian Medical and 
Dental Records ~ncludes examinations, treatment, 
x-rays and patient treatment film.) 

Individual Foreign Govemment Officials (Military 
and CMllan) Medical and Dental Records Oncludes 
examinations, treatment, x-rays and patient 
treatment film.) 

Emergency Medical Services Plan and Recall Plan. 

Ambulance Emergency Reports and Monthly 
Summary of Emergency Treatment On and 
Off-Duty Reports. 

Pharmacy Plan; Blood Program Plan; Storage and 
Maintenance Plan for Drugs, Medical Supplies and 
Equipment; and Controlled Substance Plan. (See 
602.02 JAMP, JACADS. Contractor Medical Plans 
and other related Health Plans, and 213.02 for 
Disaster PP Annex. 

INSTRUCTIONS 

DISPOSITION 

Maintain on JA until trf or sep of personnel. Transfer to 
PACDIV Records Official (SF135 required) 1 year after 
separation for retirement to FRC. Destroy 75 years after 
transfer or separation of contractor personnel from 
Johnston Atoll. 

Maintain on JA until trf or sep of personnel. Transfer to 
PACDIV Records Official (SF135 required) 1 year after 
separation for retirement to FRC. Destroy 30 years after 
transfer or separation of personnel from Johnston Atoll. 

Maintain on JA until trf or sep of personnel. Provide
 
original records to military personnel or units upon
 
departure lAW service regulations and agreements.
 

Maintain on JA until trf or sep of personnel. Forward
 
original records to servicing U.S. Government CMlian
 
Personnel Office upon transfer or separation of
 
Government civilian personnel from Johnston Atoll.
 

Maintain on JA until trf or sep of personnel. Return
 
original records to foreIgn government upon transfer or
 
separation of personnel from Johnston Atoll In
 
accordance with USlForelgn Government agreement
 

Transfer record copy to FCDNA RA upon publication or ~. 
revision for 1O-year retention following supersession. 4 

•
,.

Maintain current copy In JA Technical Publications 
Ubrary . 

Transfer to FCDNA RA after 5 years (SF135 requlred)..fef-
1~aF EMe"tieft. Destroy reference copies after 5 years. 

c>~s.jr""c '1 '-'-' ~~ '" I (!I 't~coJ- ~ C" id, 
Transfer record copy to FCDNA RA upon publication or 
revision ~ I n_~_ ,.......~'" • Maintain current plans In 
JA Technlc~ I Publications Ubrary. 

V ~~"l, .,0 (I ~oJ-~ c,-~.-
Co '-' T'" ~ II': 
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RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES TITLE SERIES DESCRIPTION DISPOSITION ~ 
902.08 Johnston Atoll Clinic 

Controlled Drug Registers 
Information reflecting narcotics and controlled 
drugs Issued to wards. clinics, and dispensaries. 

Transfer to FCDNA RA after 5 years (SF135 required). 
Destroy after 10 years. 

Included are narcotic and controlled drug registers, 
controlled drug Inventory certifications, and similar 
Information. 

902.09 Johnston Atoll Physical 
Medicine Treatment 
Records 

Information relating to patients treated in medical 
facilities or clinics at 000 Installations. Included 
are cards, forms, and similar information. 

Destroy 1 year after completion of treatment (Do not 
destroy until pertinent Information has been Incorporated 
into the patienfs clinical record.) 

902.10

• 
Johnston Atoll Medical and 
Pharmacy Supply and 
Stock Records 

Information used for requisitioning items for supply 
~ncludes use of Telemediclne for routine and 
emergency treatment). Included are Issue slips, 
requests for Issue or tum-in, receipt and 
expenditure of all controlled substance stock 
records. 

Destroy when 5 years old. 

902.11 Johnston Atoll Medical 
Prescriptions 

Information relating to medical prescriptions which 
accumulate In Pharmacy. Included are bulk drug 

Destroy when 5 years old. 

orders, prescriptions for narcotic drugs, ethyl 
alchol, alcoholic liquors, and other perscriptions 
and narcotics 
patients. 

and controlled drugs Issued to 

902.12 

902.13• 
Johnston Atoll Clinic Dental 
Stock Records 

Johnston Atoll Preventive 
Dentistry 

Information reflecting receipt and expenditure of all 
precious metals and special interest metals. 
Included are stock record cards, document control 
registers, prosthodontics prescriptions, and similar 
documents. 

Information relating to establishment and definition 
of professional policies, standards, and practices 
for preventive dentistry. Included are reports of 
attendance et professional meetings, associations, 
societies, and commercial concerns. 

Destroy 3 years after date of last transaction. 

Destroy when 5 years old. 

~. 

~ ,... 

902.14 Johnston Atoll Clinic Information used to facilitate selection of records of Transfer to FCDNA RA after 5 years (SF135 required) for 
Diagnosis, Operation, 
Death, or Similar Indices 

cases having a specific diagnosis, undergoing a 
specified surgical procedure, or separated under 
provisions of specific regulations. 

transfer to FRC of required Indexes: Destroy after 20 
years. Special Indexes: Maintain at JA and destroy when 
no longer needed • 

..
• 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES TITLE SERIES DESCRIPTION DISPOSITION 

902.15 Johnston Atoll Emergency 
Medical Treatment 
Vouchers 

Public vouchers and comparable and supporting 
documents accumulated In emergency medical 
treabnent of military and civilian personnel by 
civilian doctors, hospitals, and clinics. Records are 
accumulated by other than fiscal offices. 

Destroy completed and approved vouchers after 5 years. 

902.16 Johnston Atoll Patient 
Disposition Reports 

Information related to notifying unit commander 
patient's status on discharge from a hospital or 
clinic. 

of Destroy 3 months after release of patient or 3 months 
after expiration of date for follow-up examination. 

902.17 

902.18• 
Johnston Atoll Medical 
Reviews 

Johnston Atoll Clinic 
Prosthetic Case Records 

Information relating to medical fitness for 
assignment to Johnston Atoll for military personnel 
and pre-employment review for civilian personnel. 

Information reflecting type of denture work 
completed. Included are dental prosthetic case 
forms prepared for each Individual and similar 
documents. 

Destroy copies of Information maintained by the Clinic 
after 6 months. 

Destroy when 3 months old. 

902.19 Johnston Atoll Clinic 
Occupational Health 
Reports 

Information on Incidence of disease and injury, 
staffing and operational data relating to 
occupational health services facilities and 
equipment, and comparable data Oncludes 
Baseline Exam Summaries for Occupational, Audio 

Transfer to FCDNA RA after 5 years (SF135 required) for 
retirement to FRC. Destroy after 30 years. (Use 602.02 
for Occupational Health Surveys maintained by the U.S. 
Army Environmental Protection Agency.) 

and Respiratory Reports.) 

• 
90220 

90221 

Johnston Atoll Clinic 
Epidemic Oisease Reports 

Johnston Atoll Clinic 
Inspection Reports 

Information reflecting epidemic diseases, occurring 
at military stations or field units. Included are 
letters, forms, telegraphic messages, and similar 
Information. 

Information relating to Internal sanitary Inspections 
of hospitals, such as Inspections of wards or 
quarters. Included are inspection reports, reports 
of corrective action taken, reclamas, and similar 

Permanent Transfer to FCDNA RA after 5 years (SF135 
required) for retirement to FRC. QffeF to NARA when 30 
years old. ~5~r-

Destroy when 1 year old. 
4 ,.. 

Information. 

90224 Johnston Atoll Clinic 
Preventive Medicine 

Professional data related to occupational and 
preventive medicine, nurslng,lndustrial hygiene, 
chemistry and sanitary engineering, radiation 
protection, abnospheric and stream pollution, 
entomology, toxicology, vision and hearing 
conservation. 

Transfer to FCDNA RA after 5 years (SF135 required) for 
retirement to FRC. Destroy after 75 years. 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

: -Johnston Atoll Clinic 
Preventive Medicine 
Inquiries 

902.26 Johnston Atoll Toxlcfty 
Tests 

• _902.27 

902.29 

Psychology Individual 
Cases 

Johnston Atoll Medical 
Records Access and 
Release of Medical 
Information 

Communications 
Equipment Maintenance 

..
 

related to furnishing routine technical 
on prevenUve medicine matters to Individuals, 

Installations, and activities. Included Is Information 
related to handling, storage, and disposition of 
radloacUve materials and toxic chemicals. 

Information related to field and laboratory 
Investigations, and use tests of the toxicity of 
chemicals and related contact, Inhalation, 
Incestion, or absorption adversely affecting the 

of personnel • 

x-ray films. 

evaluations of Individuals who have drug, alcohol, 
marital, work adjustment, and similar problems. 

Information related to authorizing access to 
medical records. Included are requests for access, 
agreements, approvals or authorizations, and 
information relating to release of medical 
Information. 

Original certifications. 

l JrnAn:! priority telephone 

BIlling Services 

, 
meteorological equipment utilization and reports for 
operational spares, ADP system documentation, 
code books, user guides, test plans, analyUcal 
design and research . 

Destroy when 5 years old. 

Transfer to FCDNA RA after 5 years (SF1 for 
retirement to FRC. Destroy after 75 years. 

Transfer with x-ray records to which they pertain. 

Transfer to FCDNA RA after 5 years (SF135 required) for 
retirement to FRC. Destroy after 25 years. 

Consolidate under 804.05 upon transfer or separation of 
contractor personnel from Johnston Atoll. 

~.year after completion of work. 
4 ,... 

Destroy when 2 years 

on 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

~ Telephone Directory. Internal operations, 
administration. and training. 

Destroy when 1 year old. 

requests Destroy on deactivation of circuit. 

Systems. Operations and 
Preventive Maintenance 

on 
current plans In JA Technical Publications Ubrary. 

Destroy when 1 year old. 

1102.07 receipt and pick-up of classified 
messages from Telecommunications Center. 

Destroy when 2 years old. 

AadreSS Indicating Group 
Records 

IAiG Llsnnns 

General Message 
D~butionlnsbuctions 

Messages designed to meet recurring 
requirements for dissemination of Information to a 
predetermined wide standard distribution (TCC and 
Customer Agency general messages). 

traffic status, and operator 

Destroy when 2 years 

Destroy when 6 months ~. 

4 
r: 

/lit 

.. 
Originated Messages Messages transmitted from TCC. Destroy when 2 months old • 

.. ' 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

• 

Meteorological Operations 

~rapmcArt 
(Computer1Jenerated) 

1104.08b 

': 

<; 

IOperating Instructions, meterological observations 
(surface/upper air), weather maps and dally 

Iweather summary reports. 

copy of films, film strips, slide sets, 
Ivedeotapes or vU1Jraphs developed or acquired 
from DNA contractors, used for official briefings 
and presentations of historical value. 

films, film strips, slide sets, 
!vIdeotapes or w1Jraphs developed or acquired by 
contractors. 

Destroy when 2 months old. 

Destroy on discontinuance of Installation. Destroy daily 
weather summary reports when no longer needed for 
reference. 

personnel. 

Destroy when 2 years old. 

Destroy when no longer needed for reference or on 
discontinuance of Installation. .')i-t::!. FI"" I So 3,~3 ~. 
f.a-r s~c·, ~~lLh-" ~, br-A.'·,1I"9 s I (1....".,J 4 ...~ I ~'k!J 1'nILC~ AJ PreJt!'c+- rt:!ccrrdS I.. 
Destroy when no longer for reference. 

Destroy graphics maintained on flOPPY alSkS When no 
longer needed for future use (reuse disks as appropriate). 

needed for reference. 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

..	 -_ _----_ _.... _ .._---- -... 
Environmental Audiovisual	 Original or master copy of film, negatives, and still Permanent Transfer to FCDNA RA (SF135 required) 
Records	 photos of Installation clean-up activities or projects. upon completion of project for retirement to FRC. effet 

Records supplement or replace hard copy records NARA when .2<J'yearsold. ,elf..IIJS 
categorized under 1504.04a. .d" 

1105.028 IJohnston Atoll Flight 
Inspections 

FAA Inspections. 

reports of finding, and 
pertaining to periodic Inspections of airfield 
facilities. 

1105.03a FlightUne 

Atoll Airfield 
Operations, 
Correspondence and 
Reports 

(personnel, mail, general cargo, traffic and 
shipment reports for non-hazardous cargo. (See 
1504.05 for receipt/shipment of hazardous waste 
cargo & 600 series for personnel safety & handling 
hazardous waste.) 

Summary Reports. 

! 

1202.08 

and Maintenance Records 

Motor Veh1r.lAnnAratinn 

Records 

reports,
Irequlremen1s reports, Inspection and test 
schedules, and street sweeping schedules. 

Operator Certifications. 

Destroy 
decommissioned. 

whichever Is later. 

Destroy 2 years after supersession. Maintain current 
Airport Security Plan In JA Technical Publications Ubrary. 

,J .. 
Destroy 3 years after 
after recision of authorization to operate 
Government-owned vehicle, whichever Is sooner. 

I



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

IJohnston Atoll Dining Policies and procedures for food service handlers 
Facility Operations Plans and master menu development reports. 

Johnston Atoll WAAIcIV
 

Menus
 

Copies of Food Handler Certifications 
Sanitation Program	 by the Dining Facility (Contractor medical 

examinations required for food handler certification 
shall be maintained In contractor medical records 
by the Clinic under 902.01). 

1204.01 a	 and 
laundry operations and related financial 

reports (See 902.01 for Laundry personnel medical 
certificates and examinations.) 

DNAlFCDNA contracts operating Independently of 
tha BOS contract. Included are contracts, delivery 
orders, purchase orders or comparable 
Instruments for amounts more than $25,000.00. 

Contracting Officer	 nts reflecting
Designations	 contracting officers, contract technical managers or 

contract officer representatives and related 
procurement authority delegated. Includes ROIC 
as BOS COR delegated under Navy system and 
other DNA CORso 

~. 

.' 

Destroy 2 years after supersession. 

year. 

I 
! 

year. 

Transfer original certifications to 804.05 upon transfer 
separation of personnel. Destroy copies maintained 
elsewhere upon transfer or separation. 

or 

I' 

Transfer to designated Records Official 2 years after 
payment Destroy 6 years and 3 months (or 7 years) after 
final payment, except contracts Involved In appeals shall 
be destroyed 7 years after final board decision. 

or 

~, 

,... 4 

http:25,000.00


RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

SERIES TITLE 

1402.03	 Contractor, General 
Information 

140225	 Contract Deliverables 
(Johnston Atoll) 

•1406.06 Excess Property Reports 

1407.01	 Major /tems .
 

1407.02	 Major Item Forecasting 

•1408.01 Authorized Supply Codes 

1408.03	 Property Loss, Theft. and 
Recovery Reports 

, 1408.06	 Property Book and 
Supporting Documents 
(Contractor Property 
Account) 

.-

SERIES DESCRIPTION 

DNAlFCDNA contracts operating Independently of 
the BOS Contract. Includes financial data such as 
balance sheets, profitlloss statements, cash 
forecasts, current and past production reports, 
personnel data, operational control plans, and 
similar documents. 

Working copies of Base Operations Support 
Contract Deliverables maintained by FCDNA and 
Island staff. Excluded are contract procurement 
and financial records maintained by the ROIC for 
retirement to PACDIV under Navy system In 
accordance with FAR. 

Exess Property Reports 

Documents which possess continuing value for 
period of time that the Item remains In the supply 
system. Included are activity Journal sheets, 
identification cards, nomenclature, descriptions, 
stock numbering actions, catolog and supply data. 

Documents created In forecasting and computing 
gross quantitative requirements for Individual major 
and selected Items of material. Includes are 
material plannIng studies and other studies, 
analyses of replacement and consumption rates, 
readiness status . 

Documents related to assignment of authorized 
supply codes to activities authorized to mantaln 
Installation (contractor) property books. Included 
are registers and related Information. 

Reporting loss, theft, and recovery of firearms, 
ammunition, and related Items. 

Original Master property book listing and related 
recipt and turn-ln of property for which contractor 
property book omcialls responsible. 

DISPOSITION 

Transfer to designated Records Official 2 years after final 
payment Destroy 6 years and 3 months (or 7 years) after 
final payment, except contracts Involved with appeals 
shall be destroyed 7 years after final board decision. 

Destroy when 5 years old. 

Destroy when 1 year old. 

Destroy 1 year after obsolescence or removal of the 
supply item • 

Destroy 3 years after supersession of specific documents 
or 1 year after obsolescence, discontinuance, or removal 
of the Item. 

Destroy 1 year after cancellation of all supply codes listed 
on sheets or In bound registers. 

Destroy 1 year after recovery of items. Destroy after 5 
years for Items unrecovered. 

Transfer to ROIC upon termination of contract with final 
close-out and accountability of property. Destroy 2 years 
after property accounts reflects a zero balance. 

•
,
4 

http:�1408.01
http:�1406.06


Document Registers 

• 

Management Financial 
Inventory Accounting 
Records 

Reports of Survey 

1408.19 _Destruction or 
expenditure of Loan 
Account Materiel 

RECORDS SCHEDULES AND DISPOSITION 

Registers listing document number and type of 
supply action taken on documents that support 
entries to property book • 

Contractor custody receipts or hand receipts, 
orignallisting and final Inventory. 

perpetual Inventory 
equipment Includes equipment manuals, 
preventive maintenance plans and schedules, 
equipment Inventory cards, record of 
malntalnenance, repair, overhaul, utilization and 
spare parts reports. 

relating to the administration and 
management of financial Inventory accounting 
systems. Included are consolidated reports, supply 
management plans and reports, source material, 
posting media, and related documents. 

circumstances and 
recommended pecuniary liability. 

Reports describing circumstance and no 
recomended pecuniary liability. 

or expenditure 

INSTRUCTIONS 

Destroy when 2 years old. 

Transfer to ROIC upon termination of contract upon 
termination of contract with final close-out report Destroy 
upon tum-ln or other satisfactory accounting for Items 
involved. 

upon
 
Destroy plans when superseded or obsolete. Destroy
 
Inspection or status reports and schedules after 2 years.
 
Maintain current plans, manuals and other reference
 
material In JA Technical Pubs Ubrary.
 

after 3 fiscal years. 

Destroy after 1 nscat year. 

r\,uNI\ after 5 years (SF135 required).
 
Destroy 10 years after final action.
 

Destroy when 3 years 

Destroy 1 year after com ~. 
J ,,. 

&-" 

10 



SERIES 

1411.01 

• 

1412.01 

•1501.01 

1501.02 

1502.03a 

•1502.03b 

1502.04a 

~ 

'--------- --- . 

TITLE 

Petroleum Supply 
Reporting 

Port Extract Requisitions 

Installation Status 
Evaluation 

Johnston Atoll Master 
Plans 

Building and Grounds 
Maintenance 

Building and Grounds 
Maintenance 

Entomology Services Plans 

RECORDS SCHEDULES AND DISPOSITION 

SERIES DESCRIPTION 

Petroleum supply program repor1s reflecting 
requirements, stock status, conservation data, and 
similar Information (Use 1503.06b for Petroleum 
Product Analysis Testing Reports, fuel' 
consumption and solid fuel control for receipt and 
storage Information). 

Requisition, notification of availability, release, 
shipment of supplies, shipping orders, purchase 
orders, vendor'S shipping documents, shipping 
ration requests, stock control reports for port 
harbor operations of non-hazardous cargo 
shipments. 

Documents relating to selection of Installations for 
activation, Inactivation, designation as permanent, 
or other change In status of an Installation. Includes 
studies evaluating suitability of location, 
Infrastructure, etc. and selection approval. 

Installation Master Plans and revisions. Includes 
basic Information maps; analysis of existing 
facilities; tabulation of existing/required facilities; 
preliminary land use; and Mure development site 
plans, analytical reports and background materials. 

Annual Grounds Maintenance Plan, Facility 
Maintenance Plan, Long Range Base Painting 
Plan, Roof Coating Renewal Plan, and Metal 
Building Wash Down Plan . 

Maintenance and Repair projects and related 
surveys, progress, Inspection, & expenditure 
reports, work requests, and summary of completed 
work orders. (Use 1503.11 for Alteration projects 
and maintenance, repair, or removal of 
underground storage tanks.) 

Pest Control Management Plan 

INSTRUCTIONS 

DISPOSITION 

Destroy when 5 years old. 

Destroy when 3 years old. (See 1504.05 for Port Harbor 
services for hazardous cargo shipments and 600 series 
for safety related stevedoring (loading and unloading) 
training and certification records) 

Permanent Transfer to FCDNA RA after 5 years (SF135 
required) for retirement to FRC. QBerto NARA In 5-year 
blocks when 20-25 years old. Tr&\."sl~~r 

Permanent. Record copy shall be transferred to FCDNA 
RA upon publication or final revision from FCDNA 
Engineers for retirementto FRC. ~to NARA when 30 
years old. Maintain current Mastetlan In JA Technical 
Publications Ubrary. ':T1i!~Skr' 

Destroy 5 years after supersession. Maintain current 
plans In JA Technical Publications Ubrary. 

Destroy when 5 years old. 

Destroy when superseded. Maintain current plan In JA 
Technical Publications Ubrary. 

4 
I 
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http:�1501.01


---
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•
 

•
 
~ 

..,.

SERIES 

1502.04b 

1502.05 

1502.06 

1502.08a 

1502.08b 

1502.09 

1502.10 

1503.03 

1503.06a 

TITLE 

Entomology Services 
Reports 

Sanitary Services 

Custodial Services 

Energy conservauon Plans 

Engergy ConselV8tion 
Reports 

. 
Space Management 
Control 

Johnston Atoll Billeting 
Services 

Military Construction 
Projects 

Utilities Operations 

RECORDS SCHEDULES AND DISPOSITION 

SERIES DESCRIPTION 

Quarterly Pest Control Reports (DO Form 1532) 
and Annual Pest Inspection Plan and Control 
Schedule • 

Information concerning disposal of non-hazardous 
waste. (Use 1504.05 for disposal of hazardous 
waste), Monthly Sewage Situation Reports, and 
Inspections. 

Initial Custodial Service Work Schedule, with 
modification reports of schedule changes. (see 
201.01a for Monthly Project Work Schedules.) 

Annual Energy ConselV8tion Plans 

Energy Violation Reports 

Annual Contractor-controlled Facilities Plan and 
Annual Unaccompanied Personnel Housing 
Inventroy and Utilization data. 

Monthly Status Report for VISitor Support to JA, 
Check In-out processing sheets, Master Occupancy 
Report and related financial reports, and 
pre-occupancy Inspections. 

Planning, design, specification, and construction. 
Includes authorizations, justifications, tests, 
investigations, geological reports, cement & 
foundation reports, drawings, logbooks, 
construction field layout books, computation & 
cross-section reports. 

Power Plant Dally Operating Logs and Sewer 
System Dally Logs. 

INSTRUCTIONS 

DISPOSITION
 

Destroy when 5 years old.
 

Destroy when 5 years old. 

Destroy when 5 years old. 

Destroy when superseded. Maintain current plan In JA 
Technical Publications Ubrary. 

Destroy when 2 years old. 

Destroy when 5 years old. 
: 

d 
"•

Destroy when 2 years old. 
\ 

Destroy Installation copies of original 'as built' drawings for 
new or existing facilities upon discontinuance of 
installation. (Rec:gFds are permaAeRtly f:8tiFe~tD 
JrRCINARA by milital')' S8M686 ~.e. Ns'..., eFAt:r:ay Cor:ps. • 

~,af Engl ..eers}. [C'c/:'rrI. ce- pi,,; ,0" C!~ 1~UC'k h 
'0 e-c cs ,f'J c."'.., -h c." is ,."4 01+- In ~" 'f IV III '" t!Jr 
IJ"''''I..! ,/,,/W /JO,/:JPrt:'{)rl;"'~ Sc.J,~dc.Jlt!s, 
Destroy when 1 year old. 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES TITLE SERIES DESCRIPTION DISPOSITION 

1503.06b Utilities Operations Petroleum Product Analysis and Test Reports. 
Solid Fuel Control records Qncludes receipt, 

Destroy when 2 years old. 

storage, and use of solid fuels) and utility meter 
readings. 

1503.06c Utilities Operations Annual Operations and Maintenance 
equipment operating logs. 

Plans. Destroy when 5 years old. Maintain 
Technical Publications Ubrary. 

current plans In JA 

1503.06d Utilities Operations Installation history of operation and maintenance of Destroy on discontinuance of installation. 

•1503.07 Facilities Engineering 

plants and systems. such as water. sewer. electric. 
gas heating. boiler. Ice manufacturing and cold 
storage. refrigeration and aIr conditioning. Includes 
utility system maps, drawings, and surveys. 

Documents relating to the review and approval for Disapproved Projects: Destroy when 2 years old. See 
Project Estimates maintenance. repair. or modification of buildings, 1503.08 or 1503.11 for approved project estimates. 

grounds, Improved areas, or other projects. 
Included are Individual project estimates and 
requests, approvalS/disapprovals, and related 
Information. 

1503.08 Facilities Engineering 
Orders 

Work Minor work orders. Destroy 2 years after completion of work. 

1503.11 

1503.12• 
Facilities Engineering 
Projects 

Calibration Equipment 

Installation history of contractor-generated facility 
plans, modifications, upgrades, minor construction 
and alternation projects. Includes work requests. 
surveys, maps. site & facility drawings, photos, 
inspections, completion notices and warranties. 

Information used to record repair, maintenance. or 
modification of non-radiation calibration and test 
equipment (See 604.03 for radiation calibration 
and test equipment) 

Destroy on discontinuance of installation. (See 1502.03 
for Building maintenance and repair other than structural 
repairs which are Included under 1503.11. 1503.03 for 
MILCON projects, and 1503.06 for maintenance and 
repair of utility systems.) 

Documents used to record repair, maintenance or 
modification of equipment Destroy after 20 years. 
Evaluation studies: Destroy after 2 years or on disposal of 
related equipment. 

-. 

1504.018 Fire Prevention Annual Fire Prevennon Plans, Flrefightlng 
Operations Pre-Plan. Fire Safety Inspection Plan, 
Rre Protection Systems Inspection Plan, and 
Recall Plan. . 

( Traflsfer FeGel'deepy "'peA pl:IBIiGatiefl ef FtWisielt of plans 
feFJ g year ret9Atien. Maintain current copy In JA 
Technical Publications Ubrary. R.. A-
(?ri're ~C!oe-rJ c:rlJ. t» -FeD~A 
""" 11 ~" t <J b II ~"'-- ~ .s .,..,.." '1 IA.J k.e.... (j
l(~ o-r- 0/(0/, 
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JOHNSTON ATOLL 
RECORDS SCHEDULES AND DlSPosmON INSTRUCTIONS Paga1 

SERIES T1TlE SERIES DESCRIPTION	 DISPOSITION 

1504.03	 Environmental Spill prevermon control and Trf record copy of plans, sanitary
 
Pollution countermeasure plans, surveys and chemical
 
Abatement ozontHiepleting substance sam plilgIanalysis to FCONA RA
 . 

• 
chemicaJ reports, sanitary - after 5 years (10-year retention) • 
surveys, SPC, chemical and" Des1roy bacteriological 
bacteriologK:a1 sampling/analysis. sampfilglanalysis reports and 
(Use 1504.04a for coliform. corrective actions when 5 rears old. 
water quaity and violation Mairtain current plans in JA Tech 
reports; radionuclide analysis.) PubsUb . 

1504.04a	 Installation HW and HM Management Plans, Pennanent. Trf reconf copy to
 
Enwonmental permits, variances, assessments. FCDNA RA upon pubication.
 
Investigations and	 impact statements, receipt or project compleCion for 
Reports	 investigations, summary reports, retirement to FRC. Trf tQ NARA . • 

inspections, surveys of on-shore when 30 years old. Oes1roy 
and off-shore facilities, installation copies on 
containment or release, sampling dfscontinuance of Instanation. 
and analysis, remediation and Maintait current plans In JA Tech 

". restoration.	 Pubs Ubrary. 

_.--	 •• 

• 



SERIES TITLE 

1504.01b	 Fire Prevention 

1504.01c"	 Fire Prevention 

1504.02a	 Fire Reporting 

•1504.02b Fire Reporting 

1504.02c ~ire Reporting 

I~'t	 Envl,_ .... , Pollution--~.-----
Abatement 

•
i'-lIY1 mental 

I~ 

Jnvestlga .....~ 

1504.04b	 Environmental 
Investigations and Reports 

1504.04c	 Environmental 
Investigations and Reports 
(Duplicate Audiovisual 
Records) .. 

or' .. 

RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS 

SERIES DESCRIPTION	 DISPOSITION 

Fire Pennlts: Pennit for burning, open flame Destroy when superseded.
 
welding and cutting operations.
 

Fire Prevention Training: training manuals or Destroy training materials when superseded. (See
 
procedures and individual certifications of training 804.05 for Individual training certificates.)
 
completed.
 

Quarterly Fire Report Summary, Fire Message Transfer to FCDNA RA after 5 years (SF135 required) for
 
Reports, and 000 Fire Incident Reports. retirement to FRC. Destroy after 25 years.
 

000 Summary No Loss Fire Emergency Reports, Destroy when 1 year old.
 
Fire extinguisher Inspection Reports, Dally Fire
 
Hazard Inspection Reports and Inspection,

Preventive Une Maintenance Record, Dally
 
Apparatus Check Sheet (Engine), Dally Staffing
 
Reports, and Annual Fire Bill.
 

Structural Fire Reports.	 Destroy on discontinuance of facility.
 

Spill Prevention Control and Countermeasure Plan l,a~NA RA upon publication or revision of
 
,nil .and Hazardous Substance Spill Contingency final plans or • ... ~ear retention. Maintain 

Plan and 011 ~p",.,. .antAnnual Requirements current plan In JA Techn'''<1'~ 
Review. -

1'- ous waste management plans, permits, It"i nent. Trf record copy of final documents to FCDNA 
assessm mpact statements, Investigations, RA upon . atlon or receipt for retirement to FRC. 
summary reportS, ctions, surveys ~" ~ Pffer to NARA a ears. Installation records: Destroy 
(on-off-shore facilities or n resources), ~ on discontinuance oflnsta ~ 
containment/release. monitoring, JA Technical Pub Ubrary. S<llll~ 

analysis, remediation/restoration.
 

Johnston Atoll Plutonium Clean-up Raw Data TfBnsfer to feE"~ARA; 'f~hen veluFfle e'feee06 61UFeRt
 
(TMA Emberllne). Intonnatlon Is summarized In storage capacity. MalntalR IR.~8RSY Reeerds Center.
 
Quarterly TMA Summary Reports categorized Destrey S teals after cOFflpletieRef GleBRwp pmJedr ~ ~
 
under 1504.04a). ~e~ bc.,-~
 
See 1104.09 for original or master copy of film, Maintain duplicate photographic media until no longer
 
negatives and still photos of Installation clean-up needed for reference.
 
activities/projects. Records may supplement or
 
replace hard copy records categorized under
 
1504.04a •
 

l2e+,~ -to Fi!c S~~fttf!.. ~~,., I 't~d" 0 It!. D~s'frT!''7 ..so 7~o..r- s o...Lftoa,...\J 
( C'~;h+~~ 01- pr-c~c+ • .r"c-lcJde ~.s-l-o"'1co..l-" ~e>-{.f:"J c;,-F ,orC'J~ci- ) 

CC¥n~11!' .~ c1\fl S' -,:- I~S Y'e:''''''r-.Ii't 'i r~C"~s. 



RECORDS SCHEDULES AND DISPOSITION INSTRUCTIONS
 

SERIES TITLE SERIES DESCRIPTION	 DISPOSITION 

1504.05	 Hazardous Material Information accumulated In controlling the receipt, Transfer to FCDNA RA after 5 years (SF135 required) for 
Management and Source use, transfer, storage (temporary), shipment, and retirement to FRC. Destroy after 50 years. 
Accounting disposal of hazardous materials and waste. 

Included are movements, Instructions for 
movements,	 registers, Issue receipts, and waste 
disposal reports. 

1505.01	 Conservation of Natural Land and shore protection plans, surveys, and Permanent Trf to FCDNA RA upon publication or receipt 

• 
Resources studies. lor retirement to FRp to NARAafter 20years.

Installation records: 0 oy on discontinuance of 
installation. Maintain rrent plans In JA Technical Pubs 
Library . 
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