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" REQUEST FOR RECORDy _:SPOSITION AUTHORITY Bl LEAVE BLANK

(See Instructions on reverse) 10B NO

NC1l - 26-76-2

TO. GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 SATE RECENED -
1. FROM (AGENCY OR ESTABLISHMENT) ’ JuN 3 175
DEPARTMENT OF TRANSPORTATION P ——-- A

2. MAJOR SUBDIVISION . M 05C 330 |
In accordance with the provisions o 3303a the disposal re

U. S. COAST GUARD quest, |nc|ud|ng amendments, is approved except for items that may

3. MINOR SUBDIVISION be stamped “disposal not approved” or “‘withdrawn” 1n columa 10

U, S. COAST GUARD HEADQUARTERS

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT
b-21-77
Mr. Jim Doran 426-2365 Dute Archivist of the Umted States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby 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 __70__ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[ ] A Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D. &GN E OF AGE Y REPRESENTATIVE E. TITLE
2 JUN 1976
B. JORDA CAPT, USCG Chief, Management Analysis Division
\ 8. DESCRIPTION OF ITEM 3. 10.
ITEM NO (With Inclusive Dates or Retention Periods) SAMEECR | ACTION TAKEN

The attached proposed Coast Guard Comprehensive Records
Control Schedule No. 1 for the disposal of records main-
tained at Headquarters is forwarded for approval. This
schedule is broken down into 16 sections. Each section
applies to a particular major office or special staff
division at Headquarters and contains records of primary
concern to said office/special staff division. Upon
approval this schedule will supersede Coast Guard Compre-
hensive Records Schedule No. 1 as published by the Coast
Guard 2 August 1973.

This schedule does not apply to Coast Guard records

created before 1921. All Coast Guard elements will be
advised to contact Coast Guard Headquarters, Paperwork
Management Branch, for disposition of any such records.

RG26} 677 items

Vs )
7 STANDARD FORM 115
Revised April, 1975

1152707 )
;Z"' - Cﬂ 7 t/ 7 7 Prescribed by'Genera| Services
Administration
FPMR (41 CFR) 101-11.4
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COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO, 1

INTRODUCTION

1. Tunction of the Records Control Schedule. The records described ih this
Schedule include records of the U. S, Coast Guard for which an authorized
disposition has been established. Any office which has official records which

are not scheduled will maintain said records and advise the Management

Analysis Division (G-CMA) using procedures outlined in Chapter I paragraph F¢(§)
“4s+ of this manual so that authorized disposition may be established. These

are records which will provide permanent historical backgroung and those

of a temporary administrative value. Coast Guard Comprehensive Records
Control Schedule No., 1 provides authority and basis for the disposition of these
records at Coast Guard Headquarters,

2. Applicationof the Schedule.

a. The records described in this Schedule are grouped by category of
record, Material need not always be identical to that described but must -dec-
ument essentially the same information. Authority contained in the Schedule
should not be exceeded to cover significant. documents not listed. Although the

records are grouped in categories such as Boating Safety, Engineering etc.,
offices are not restricted to a particular section if more appropriate provisions
are found elsewhere,

b. Provisions of the Schedule are mandatory. Material scheduled for dis-
posal on specific dates may not be destroyed prior to that date unless proper
authorization has been obtained from the Management Analysis Division (G-CMA).
This applies also to the extension of retention periods or withdrawal of disposal
authority. All records in the custody of records centers, other than permanent
records, will be disposed of after the authorized disposition date included on the
SF 135, unless NO is checked in item 8 of the SF 135, ir\which case the Federzl
Records Center will obtain Coast Guard concurrences prior to destruction of

"~ the records. . :

2@, The record copy of any publication (Instruction, Notice, Manual etc.)
which documents the organization, functions, policies, decisions and pro-
cedures of the Coast Guard shall be maintained by the originator as part of
the official files. These records are an integral part of Coast Guard docu-
mentation deserving permanent preservation and care must be exercised
to assure that they are not destroyed. Te

d. . Records directly pertinent to litigation, investigation or exception by
the General Accounting Office or internal auditors|may not be destroyed until
all action is complete. It should be stressed that disposal of any record

}

before the retention period has expired is unlawful,

@. ¢, The disposal instructions for the records described herein assume
that all operating requirements have been compliel with 1, e. , posting or
entries have been made, originals have been protected as indiczted by
priate operating instructions and no obvious errors have been made in filing
permanent or leng retention records with records (of temporary value.
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COAST GUARD COMPREHENSIVE RECORDS CORTROL SCHEDULE RO. 1 (HEADQUARTERS RECORDS)

SECTION 1.
SECTION 2,
SECTION 3,
SECTION k..
SECIION 5.
SECTION 6.
SECTION T.
sECTION 8.
SECTION 9.
SECTION 10.
SECTION 11,
SECTION 12.

'SECTION 13.

SECTION 1k.

gy TN
Administration and Management RCCOYGSeeseocnooecee Bmbmdn ™ $f3
Public and International A{fairs RecordS...eeee... 4222l 2/

Boating Safety RECOYAS....sevsosssanrescasoansness Smdad z&
Research and Development R2COTUS.evsessoessareasss bmtal 7/

ENcineering ReCOICS iceirreecosesssvnccansrsosasens ﬁ;?,:_l, éi’
Fiscal, Accounting and Supply P.Iecﬁords.......... A-6-1 /47

Ci\'il Rights RGCOIdS.-............-...........-..-. ﬁ;m?;l /5 '

Safety PPOgP&lTlS RSCOI‘dS-.......-...--....-.ﬂacnc m di

HE_’dical RecordSQQQOOUOO'lo..cno.;o-t.n.l. ‘o.luoooA-- ;5

A-10-1 2/
ST ———

12931 RecordSIUo-ol.ou.o‘c"colooo.o.co..llol0000000

:.:.Jr(:ha‘it “'“1:ine Safety RE‘.COIds. tse@ensrssreve c0voet e % 7¢

Operaiions snd RCACLINCSS A2COTUS.severoencesesoases B212-1 g

A-13-1 22
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Marine Eavironment and Systems.

s sbs0 s v0o ven e S8 0. 4,0

Porsonncl RECOTUS ciuveeiescorersirmes oo oo cvtvocesnsses A-llal £

SLCTION 15 ilarine Saftey COUNCil.iseeeioeenasenoovannases Azdial 77

SECTION 36 Civilian Personnel ReCOrdS...eeeceseeeseesss.. Allbol 54
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COAST GUARD COMPREHEQ&MEECONTROL scuepure no. 1P EB 2519/

"SECTION 3, GENERAL MANAGEMENT AND ADMINISTRATION RECORDS

These records of special staff components relate to the development and admin
istration of over-all policies, programs and procedures for the Coast Guard
including certain internal administrative functions. Specialized record§ re-
lating to engineering programs, merchant marine safety, etc are covered in other

gections of the Sehedule.

Description of Records Authorized Disposition

1. Documents created by special staff
divisions at Headquarters relating to over-
all management and policy adoption of the
Coast Guard and not covered under items

13 or 14 of this schedule.

a. Studies/Surveys

(1) lManagement Studies Files.
One record copy of each feasibility study,
management improvement study/survey, and
other studies made to evaluate Coast Guard
Programs and proposed programs.

(2) Final Report PSRMANENT. Transfer to FRC 5 years
after publication of the Final Report.
Offer to NARS when 20 years oid.(\c#FY)

(b) Interim and Feeder Reports, DESTROY 2 years after publication of
work papers. and background files. ’ final report or vhen usefulness has
been served, whichever is later.

2. General administrative correspond-~ DESTROY when 3 years old.
ence files (excluding primary records

above) from various activities for the

administration and general management

of CG affairs.

3. Record material of a routine ad- DESTROY when 3 years old.
ministrative or housekeeping nature.

4. Congressional Relations Files
PERMANENT. Office of origin record copy.

Transfer to FRC when 10 years old. Offer
to NARS when 20 years old. (1 CFPY)

a. Correspondence, memorandum,reports
and associated material vertaining to
relations with Congress concerning sub-
stantive Coast Guard Progranms,

— .
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Description of Records Authorized Disposition

b. All other Congressional cdorr- DESTROY as follows:

espondence and extra copies of (1) If signed by the Commandant or Vice

documents listed in a. above. Commandant retain for one year after
member leaves congress then Destroy.

(2) All others-destroy one year after last
session of applicable congress.

5. Coast Guard Budget Files

Budget estimates with intermal PERMANENT. Transfer to FRC three years
after the close of the fiscal year covered
by the budget. Offer to NARS 20 years after
close of the fiscal year. (2 CFPY)

a" - .
justification relating to the financial

requirements of the Coast Guard.

b. Work papers, cost statments DESTROY 3 years after close of fiscal year
and rough data accumulated in prep- covered by the budget.
eration of annual budget estimates.

c. Apportionment and reapportion- DESTROY 2 years after close of fiscal year.
tnent schedules, proposing quarterly invglved

obligations under each authorized

appropriation.

RSTROY 6 months after
final action on project
report or 3 years after
completion of report if no
final action teaken.

§ Project working papers including back-.
ground materials studies, analyses, notes
rough drafts, interim reports and and related
papers pertaining to management projects,
exclusive of documents covered by items
1, 4, and 5 above



Description of Records

7. General subject files containing
correspondence, reports and related
material pertaining to personnel
allowances.

8. Organization Manuals and Charts.

9. Scheduling, planning and operating
material for the Area and District
Commanders Conference.

10. Copies of area and district
ingpection reports,

11. Incentive awards case files.

12. Files, research and background
material relating to delegation of
authority to the Commandant.

13. Originals of Coast Guard direc-
tives, . sig~
nificent background and printed copy.

14. Publications (original of letter
of Promulgation, -

significant background and
printed copy).

1> RESERVED

16.

glggggégﬁégzgén A

Files, correspondence and research

papers relating to formulation and pro-

mulgation of "USCG Regulations''.

17. Forms functional files (one
sample copy of each form used by CG).

18. Record folders on forms author-
ized for Coast Guard use, with back-
ground authorization and printed
copiles.

19. Reports control files; case files
on reports maintained for each report
created, cancelled or superseded.

A

® O
FEB 291977

uthorized Dispositio

DESTROY when 5 years old.

Transfer to FRC 1 year
Offer to NARS 20
(1 CFPY)

PERMANENT.
after superseded.
years after superseded.

DESTROY 1 year after conference.

DESTROY after completion of 2 subse-
quent inspections.

DESTROY 2 years after completion
of each case.

PERMANENT. Transfer to FRC 3 years
after delegation approval. Offer to
NARS 20 vears after delegation.

(1 CFPY)

Transfer to FRC when 5
Offer to NARS when 20
(1 CFPY)

PERMANENT .
years old.
years old.

PERMANENT. Transfer to FRC 5 years
after publication of document. Offer
to NARS 20 years after publication of
document (1 CFPY)

PERMANENT.
after superseded.
years after revision.

Transfer to FRC 1 year
Offer to NARS 20
(1CFPY)

DESTROY individual form copy when
form is cancelled or superseded.

DESTROY 1 year after form is obsolete.

’

i
-

Id

DESTROY 2 years after report is
discontinued. -
(N
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Description of Records

2Q.~ WOrking files and background mate-
rial used 1in establishing procedures tor

r§c9ras management, correspondence and
filing systems.

-

21, "Records disposition files. includ-
ing descriptive inventories, disposal
authorizations; schedules for retire=
ment of records (case files).

22. Statistical reports of records
holdings.

23, Background material relating to
revisions of telephone directories and
military personnel directories.

24, Files containing shipping and
receiving documents,, inventory control
records, space and maintenance material,
procurement requests for services and
equipment and other related papers on
the stores and services functions at
Headquarters.

25, Records relating to requisitions
for printing

26. Files pertaining to planning,
standards, costs and related technical
matters concerning printing and publi-
cation of CG material. .

27. Correspondence and related papers
on administration and operations for
printing, binding, duplication and
distribution of CG issuances.

28. Records pertaining to accomplish-
ment of job, containing requisitions
and related papers exclusive of re-
quisitions on the Public Printer and
records on services obtained outside
of agency.
29. Copies of tabulations and statis-
tical reports prepared for operating
divigions by data system services.

30. Studies of specific applications
of data processing znd informaticn
retrieval techniques.

Authorized Disposition

DESTROY 1 year after publication of

resultant procedures or when obsolate
or superseded. )

DESTROY when obsolete or superseded.

DESTROY when 3 years old.

DESTROY 3 months after issue of
new directories.

DESTROY when 3 years old.

DESTROY 2 years after completion or
cancellation of requisition.

DESTROY when 2 years old.

" DESTROY when 3 years old.

DESTROY 1 year after completion of
Job.

DESTROY when 2 years old.

DESTROY 5 years after completion of
study, '

ﬁi-fé; P

+
L §

.0 @ - FEB 25 1577,



[ AR PN,

N e o S e e . . .
B ) Ly I P SR PRty - o B e, 3 LY " a ‘,.-,.Ll

@%ﬁ%ﬁ?’

Description of Records

31, Copy of Coast Guard péation of
DOT Annual Report submitted to the
Department of Transportation and re-
lated feeder reports.

32. Copies of Management Improvement
Reports submitted to the Office of
Management and Budget, and related
analysis feeder reports.

33. Postal Records consisting of
Post Office forms and supporting
papers.

34. Official Penalty Mail Reports.

35, Audit Records

a. General Administrative
correspondeace (excluding
primary records listed below)
on audit activities conducted
at Headquarters, District
offices, Headquarters units,
afloat and ashore activities.
General Accounting Office (GAO)
audit report files including
audit reports, coordination
papers, final agency replies,
and related correspondence
accumulated in connection
with audits by (GAO) of

Coast Guard activities.
Office of the Secretary of
Transportation audits reports
issued by OST Director of
Audits, coordination papers,
and related documents accumu-
lated in connection ¥th pre-

paring Coast Guerd reply to OST.

36. Correspondence pertaining to
Privacy Act Requests.

a. Accounting for disclosures.

b .
J& 40 §o Resendoo

Master log of requests.

W T 3.
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Authorized Disposition

DESTROY 1 year after year in which
DOT Annual Report is printed.

DESTROY 2 years after submlssion
of report.

DESTROY when 2 years old.
DESTROY when 2 years old.

"DESTROY" when 5 years old.

®DESTROY'" Coast Guard action office
copy vwhen 10 years old providing that
recomnended actions have been completed.
"DESTROY" other copies when 3 years

old.

"DESTROY" Coast Guard action office
.cOpY .vhen 10 years o2@ providing that
recommended actions have been completed.
"DESTROY" other copies when 3 .years old.

DESTROY in accordance with the disposition
instruction for the related record or when
5 years old. Whichever is longer.

DESTROY when 3 years old.

) 3
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Theee records reflect the development and adm:mqtratmn of Coast Guard programs, positions

and relations in public and international affairs

Description of Records

41. TRecords created by the Mf{ice of
Public and Intermational Affairs drcu-
cmenting the organizational development

and administration of the Office of

Public and International Affairs consisting
of the following:

a. O0fficial record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Office of Public and International
Affairs.

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program in the area of putlic
and international affairss

(2) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(b) VWhich are not forwarded
to or published by a higher authority.

(2) Studies/Surveys which did not
result in Coast Guard wide adootion of
policy or management prograuns.

#2. General administrative correspondence,
reports and related material (excluding
primary records above) for the various
activitles of public and international affairs,

#323. Routine correspondence of a general
admlnistrative or housekeeping nature.

44 . Documentation initiated by the
U.S. Coast Guard consisting of U.S.
Delegation Reports, minutes of meet-
ings and related materials pertain-
ing to international maritime crgani-
zations concerning U.S. position and
representation of various confercnces.

4%, International Association of Lighthouse
Authorities records containing minutes and
agenda of Executive Committee meetings,
reports. correspondence and administrative

A

20 Years old

-

Authorized Disposition

Transfer to FRC when
Nffer to WARS when

(.SCFPY)

PrRMANLNT
5 years old.
20 years old.

DESTROY, S years after publication
of the study by higher authority
or when usefulness has been served
vhichever is later.

PIRMANENT. Transfer to FRC when

S years 0ld. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY when 3 years old.

DESTROY when 3 years old.

Transfer to FRC when
Offer to KARS vhen
(1/5 CFPY)

PERMANENT.
5 yeers old.
20 yesars old.

Transfer to FRC wvhen
Offer to KARS vwhen
(1/5 cFey).

2R
(:’-fpl 15 rer

PERMANENT.
5 yeers old.
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Description of Recoréds

46. Master files of photographs and
slides of CG activities arranged by
subject and presenting principally a
pictoral history from World War II to
the present including separate files
of unreleased picture and negatives
of unreleased pictures - the original
negative and a captioned print for
each black and white image and the
original color transpar@ncy or color
negative, a captioned print, and an
inter-negative (if one exists) for
each color image.

a. Duplicate prints of items
above.

47. Historical files consisting of
significant background material used
to consolidate historical information
into a published volume and the
published volume. Published volumes
generally consist of Commandants
Bulletins, Coast Guard Magazine,
Highlights of CG operations such as
Deep Freeze, Vietnam, Coast Guard at
War etc.

%

Authorized Despositio?bﬁz

PERMANENT. Offer to NARS 10 years old.
A

(7 cFPY)

Break 1l ,a»zva/wa years. |
R

T ("”N)J e © (we>

T, vsq lo-20-77

Destroy when usefulness has be served.

PERMANENT. Offer to NARS when 20
years old. (1% CFPY)
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. wpescription of Records

&@ Master press release and release
distribution files.

#¢. Corréspondence pertaining to the
Coast Guard's particlpation in international
and national expositions, bicentéanizls, etc.

K@ Correspondence pertaining to exhibits
shown at Boat Shows, Fairs, etc.

51. Radio, Television, and Motion
Picture Productions.

a. Motion pictures - the
original negative or color original
plus separate optical sound track, an
intermediate master positive or dupli-
cate negative plus optical sound track,
and a sound projection print for each
motion picture.

i b. Sound recordings - the master
tape, matric or stamper, and omne disc
pressing for each conventional mass-
produced multiple copy disc recording
and the original tape for each magnetic
audio tape recording.

c. Video recordings - the original
or the earliest generation of each
recording or a kinescope of the record-
ing.

d. Finding aids and production
documentation - existing finding aids
such as data sheets, shot lists, cata-
logs, indexes, and other textual docu-
mentation necessary for the proper
identification, retrieval, and use as
production case files or similar files
which include copies of production
contracts, scripts, transcripts, or
other documentation bearing on the
origin, acquisition, release or owner-
ship of the audiovisual production.

¢. Additional duplicate prints
and additional duplicate re-
b and c¢ .

of a

cordings of

FZ&. Speeches, slide talks, and manuscripts,

( s

:’é"f g@ ’}Uf'f

&Y

Authorized Disposition
PERMANENT, Transfer to FRC

“hen 10 years old. Offer to FARS
vhen 20 years old (/5 CFFY)

PERMANENT, fPrensfer to FEC vhen
3 years old. Offer to EAKS when
20 years old. (2 CFFY)

DESTROY when 5 years old.

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. (1 QFPY)

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. ~(1 CFPY)

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. (1 CFPY)

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. (.5 CFPY)

Destroy when 10 years old or when
obsolete whichever occurs first.

PERMANENT. NPfor +~ WARA wivam

o
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Description of Records Authorized Disposition

53. Stock motion picture footage of
Coast Guard units and activities

a. The original negative or PERMANENT. Offer to NARS when 10
color original and work print. years old. (33 CFPY)

b. Existing finding aids, PERMANENT. Offer to NARS when 10
published or unpublished, such as years old. ( 5 CFPY)

data sheets, shot lists, scenarios,
review sheets, catalogs, indexes,
scene descriptions, and other

textual documentation which is
necessary for the proper identi- .
fication, retrieval, and use of

the footage.

S$4-60 peccevep
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These records rvefleet the development and administration of programs for safe
boatinyg {n the Unitced Stotes i.e., boat numbering system, boating accident
activitics, enforcement of boating laws, cooperative activities with state,
federal and private orsanizations and the role of the Coast Guard Auxiliary

. ia _promeuing nafety and effecting rescues.,

Description of Records

61. Records created by the 0ffice of -
Boating Safety ' docu-
menting the organizational development

and adminigtration of the Cffice of
Boating Safety consisting of the following:

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the O0ffice of Boating Safety.

1

”~

(1) studies/Surveys which resulted
in Coast Guard wide adoption of pOllCV or
management programsg

=

(a) Vhich are forwarded to
higher authority and are included in a
formal pub%ication by the higher authority.

(v) Vhich are not forwarded
to or published by a higher authority.

(2) Studies/Surveys which did not
result in Coast Guard wide adootion of
policy or management programws.

é%. General administrative correspond-
ence files (excluding primary records
above) from various activities for the
admin{stration and gencral management
of CGC affafrs.

€3. Record material of a routine admin-
istrative or hqusckeeping nature,

€ 4. Program planning and evaluation
studies (issuc studies, policy studies,
position studies}.

4

~ l

6 years oild.

Authorized Disposition

Transfer to FRC when
Offer to NARS when
(.5CFPY)

PERMANENT.,
5 years old.
20 years old.

DESTROY, S5 years after publication
of the study by higher authority
or vwhen usefulness has been served
vhichever is later.

PERMANENT, Transfer to FRC when

5 years old. Offer +to JARS when
20 years old. (.SCFPY)

DESTROY when 5 years old or when
ugsefulness has been served, which-
ever is later.

DESTROY when 5 years old.

DESTROY when 3 years old.

DESTROY issue studies when 10
years old, policy studies when
8 years old,_ position studies when


http:Off:l.ce

Description of Records

65. VWorking files of directives includ-
ing all those superceded and related
manuscripts of publication and circulars
on boating safety activities.

4?@5. Records pertaining to subcommittee
on government operations for boating
safety.

& 7. Correspondence and reports from
District on routine law enforcement
activities.,

¢ 8. Boating Safety Detachment Reports
and reports on pilot programs.

£ %. Rarrative reports of investigation,
findings, recommendations, and approvals

&a. Reports on vhich a death cer-
tificate has been 1issued.

b. Reports.on which no death cer-

tificate vas issued or o body found.

- - - ST Ay Y
e e = 4 T,
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Aunthorized DNieposition o
DESTROY when superceded or obsolete.

DESTROY 3 years after date of
hearing or publication of the
report whichever is earlier.

DESTROY when 3 years old. .

DESTROY when 5 years old.

DESTROY when 10 years old.
to FRC vhen 5 years old.

Transfer

DESTROY when 50 yea.rslald. Transfer

to FRC vhen 5 years o
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Dzgexription of Records

'Zo Accident reports involving Coast
Guard jurisdiction.

1. Accident reports covering sole
state jurisdiction.

é;) Automatic data processing cards
md disc files containing motorboat
accident data.

S

728, 1Index cards listing fatalities
by name, state and date.

“744. National Safe Boating Week Com=
mittee history files.

#2§. Documents on approved bort num=
bering systems.

6. State/Coast Guard coordinated
law enforcement agreements (copies).

49. Minutes of regional and national
boating administrators meetings (cop-
ies).

28. Current computer listings of
boat registration,

¥#¢. Coorespondence concerning actual
numbers of individuals' vessels.

80. Boat Consumer Complaints.

&l. Compliance Testing Results.,

a. Passing Test.

‘b. Failing Test.
$2. Notifications of Defects or Com-
pliance Failures and related documents.

®3. Boating Safety Advisory Council
(BSAC) records; minutes, records, rec=-

ommendations, etcﬁ\ ‘
B4 niae 90 fescroap Wlugiry  AF-Z
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- 20 years old.

Beantdbhinid
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Authorized Disposition

DESTROY when 10 years old. Transfer

to FRC when 5 years old.

DESTROY when 5 years old.

DESTROY when: 5 years old.

DESTROY when ' 5 years old.

Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (2 CFPY)

DESTROY when' 5 years old.

PERMANENT.

DESTROY when 25 years old. Transfer

to FRC when 5 years old.

DESTROY when 5 years old.

Transfer to States when their num-
bering systems have been approved.

DESTROY when 3 years old.

DESTROY when 15 years old. Transfer
to FRC when 5 years old.
DESTROY when 5 years old.
DESTROY when 20 years old. Transfer
to FRC when 5 years old.
DESTROY when 20 years old. . Transfer

to FRC when 5 years old.,

PERMANENT,
10 years old.

Transfer to FRC when
Offer to NARS when
(¢t CFPY)
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'fhese records cover Regearch snd Development activities effecting policiasm ex-

Desc'rnptlon of Rccords

9. Records created by the Office of
‘Research and Development docu-
menting the organizational development
and adninistration of the 0ffice of
Research and Development consisting of:
‘the following:

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Office of Research and Development,

d
”

)

(1) sStudies/Surveys which resulted
in Coast Guard wide adoption of pollcy or
management program

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(v) Which are not forwarded
to oxr published by a higher autherity.

(2) Studles/Surve rs which did not
result in Coast Guard wide adootion of
policy or management programs.

92. Research and Development project records,
refecting a complete history of each project

ard R&D progrem. e o

Authorized Disposition

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 yecars old. (.5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or when usefulness has been served
whichever ig later.

PERMANENT. Transfer to ¥EC when

5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

‘PERMANENT. Transfer to FRC

after microfilming for reference

including procurment files. project authorizationPurposes. Offer to FARS vhen

documents, project cards, technical character-
istics, test % trial results, drawings, specifi-

20 years old. (3 CFPY) bisrosy oy

APPROVED

cations, and photographs essential to document the

project, and technical and progress reports.

"@8. General administrative correspondence,
reports and related material (excluding
primary records of various activities of
research and development.

. Annual appropridtion summary reports
end related material,

B-H-1

DESTROY when 3 years old.

—

DESTROY when 5 years old.

LN N . Nl EEY
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Description of Records

94%. Notebooks containing technical and
sclentific information duplicated in project
reports or case material, or is of such a
nature as to be non-essential to project

“files. '

% §. Technical reference files.

4. Control material consisting of duplicate

_ copies of case material, non-essential
scientific or technical information,
Individual progress reports and administra-
tlve correspondence.

&%, Copies of office supplies and
procurement requests (excluding project
procurement)

GeTHI koo fesotwep

R

Authorized Disposition

DESTROY 6 months éfter
completion or termination of
related project.

DESTROY when superseded or
obsolete.

DESTROY upon completion or
termination of project.

DESTROY when 3 years old.



SECTION § ENGINEERING RECORDS

These records cover engineering activities effecting policies and executing

programs encompassing aeronautical, civil,

engineering.,

electronics, naval and ocean

Description of Records

101. Records created by the Office of
Engineering docu-
menting the organizaiional development
and administration of the 0ffice of
Engineering consisting of the following:

a. Official record copy of each
directive/publication issued by the
office with siguificant background
material.

b. Studiss/Surveys conducted by
the Office of Engineering.

rd

(1) Studies/Surveys vhich resulted

in Coast Guard wide adoption of policy or
management program )

(a) Vhich are forwarded to
higher authority and are included in a

formal publication by the higher authority.

(b) Vhich are not forwarded
i0 or published by o higher authority.

(2) studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs.

162, General correspondence files, ex-
cluding primary records, accumulated
by engineering activities in carrying
out their programs.

108. Routine correspondence of a gen-

eral, administrative or housekeeping
nature.

. AS-

Authorized Disposition

PERMANENT.
5 years old.
20 years old.

Transfer to FRC when
Offer to NARS when
(.5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or when usefulness has been served
vhichever is later.

PERMANENT, Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old »xr vhen
usefulness has been served, which-
ever is later.

DESTROY when 5 years old.

/7

DESTROY when 3 years old.
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Description of Records

Aeronsutical Engineering Records

l|6¢. Drawings, specifications and photo-
graphs of aircraft, engines and other
aeronautical equipment developed by
the Coast Guard.

/5. Drawings, specifications and photo-
graphs of aircraft, engines and other
aeronautical equipment used in but NOT
developed by the Coast Guard.

{ 06. Reports of unsatisfactory or de-
fective material and reports of air-
craft and engines maintenance, use
and effectiveness. .

}6%. Copies of construction and procure-
ment contracts with related material,

Civil Engineering Records

]} ©8. ‘Advance planning files containing
project reports for AC&I,

I/

v et U

Authorized Diaposition

PEESANENT. Transfer to FRC 3
years after equipment is no

logger in use in the Coast Guard.
er to NARS 15 years after

equimment is no longer in %G use
DESTREY at Headquarters 1 year FPY
after equipment is no longer in
use in the Coast Guard.

DESTROY at Headquarters 1 year
after equipnment is no longer in
use in Coast Guard.

DESTROY 5 years after completlon
of contract.

DESTROY 3 years after project is
complete.

)
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Description of Records o Authorized Disposition

or equivalent) and unit development
pléns describing work proposed, cost
estimates, justifications with related
charts, drgwings, maps and photographs.

.§169. Ceneral files on budgets and funds DESTROY when 5 years o0ld.
related to construction and maintenance.,
{28, Construction progress reports DESTROY when 5 years old.
(Form CG-2617 or equivalent).
f11. Copies of construction contracts DESTROY 3 years after completion of
with specifications, drawings and re- contract.

lated material.

\

[?2. Copies-of procurement contracts DESTROY 3 years after completion of

'and purchase ovders. ' contract,

}13. -Card records of vehicles in DESTROY when 5 years old.

serv;ce. i T e

{4, Files on.obstrﬁctive bridgi.pro- ‘YDuSTROY 20 years after-complebicn of. - .
jectg, inclgdl?g reports of public c the project. Transfer to FRC 3 years
hearings, orders to alter, orders o after completion of project.

apportionment of costs, contracts and
plans showing clearance and design . ) - - N

criteria.

J15. Photographs of shore units and PERMANENT. offer to NARS after
construction projectsrthe original completion of comstruction project
negative and a captioned print for gnd/or discontimuance of the unit
each black and white image and the (1 CFPY)

original color transparency or color
negative, a captioned print, and an
internegative (if one exists) for
each color image.

116. 105mm negatives of drawing of Maintain . at CG Headquarters as an
- contract sets of shore unit structures. active working file. DESTROY when
inactive. .
J1?. Microfilm from Districts and Maintein at CG Headquarters as an
Headquarters Units of original AS active working file. DESTROY when
BUILT drawings (tracings). inactive.

:Electronics Enecineering Records

)3@. Avionics equipment manuals, air- DESTROY 6 months after equipment or
craft files, technical descripticns aircraft {s no longer in Coast Guard
and drawings. inventory.
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Authorized Disposition

Description of Records
119. 0Office of Engineering copy
of contract files for construction,
installation, alteration, etc of
electronic equipment, including draw-
ings, photographs, technical descrip-
tion, specifications and related data.

DESTROY 6 years, 3 months after
completion of delivery.

tdo. files containing re-
quests for procurement and for bid or
guotation, invoices, requisitions for
HQ controlled electronic equipment,
inspectors reports and related data.

DESTROY Requests for Procurement

and Requests for Bid or Quotation

5 years after completion of delivery;
the remzinder after 3 years

Maintain at Coast Guard Headquarters as
an active working/reference file. De-
stroy when file becomes inactive.

121. Project files pertaining to
development and testing of electionic
gystems at CG units.

- —_ - e ey

PERMANENT. Transfer to FRC when

}2%2. Case files on electronic nave-
gational aids containing requects for
authorization, approvals for install-
ation, photographs, blueprints, corre-
spondence, related papers on changes
and maintenance.

§23. Reference files on electronic

. parts; designation, description,
price of parts, stock record inventory
value of equipment, tabulation sheets,
allowance lists, changes in allowance .
lists and correspondence on installa-
tion and conversion.

124, Specifications for all electronic

equipment developed bY o for the Coag
Gratis

J25. Drawings of electronic equipment,
loran maps and navigation charts,
radio beacon charts, station plans,
drawings, blueprints and photographs.

§126. Electron Alterations Request and
Ship Alteration Requests.

127. Submarine cable data reports
made when cable is tested, relocated -
or repaired. :
£28.
delivery and general malntenance of
land line equipment.

' DESTROY 2 years after eguipment is
declared obsolete:

Cenaral corresnondonce on IEdourazent

aid is no longer active. Offer to
NARS 10 years after aid is no
longer active.

DESTROY when obsolete or superseded.

PERMANENT. offer to NARS k- years
after equipment is obselete (1 CFFY) ™. -

DESTROY when superseded or obsolete.

DESTROY 6 months after cable leaves
Coast Guard control.

DESTROY when 3 years 01d.’

A.C.2 MAR N rhmpm



Pescription of Records

}29. Telephone construction and main-

tenance records on building of lines,
purchasing of materials, etc.

§36. Telephone line location reports.

[3L. Telephone line and cable number
systems index.

i32, Correspondence files on acquisi-

tion and maintenance of CG land line
right of way.

133. Acquisition, construction and
improvement (AC&I) and operating
expenses allotment files.

§34. Resource Change Proposals,

135. Reports developed from elec-
tronics installation, changes and
maintenance systems (EICAM).

Naval Engineering Records

4

{36. Correspondence, reports and re-
lated materials on cutter/boat con-
struction,

{37. Correspondence, reports and
related materials on cutter/boat
repair and maintenance (routine).

§138. Reports of gutter dry-docking
repairs ((CG-~2926) or equivalent).

139. Quarterly report of hull and
machinery (repairs).

840, Technical manuals; material
failure reports.

{41, Cutter/boat alteration records;
case files,

FEB 25 ia77

Authorized Disposition

DESTROY when 6 years, 3 months 14,
Transfer to FRC when 3 years old.

>

DESTROY 6 months after line leaves
Coast Guard control.

DESTROY 6 months after superseded.

DESTROY 10 years after termenation

of agreement and discontinued use

of the right of way. Transfer to FRC

3 years after termination of agreement
and discontinued use of the right of way.

DESTROY when 5 years old.

DESTROY 3 years after completion.

DESTROY when obsolete or superseded
except equipment parts failure

summary which is destroyed when
3 years old. .

DESTROY 15 years after delivery of
cutter/boat. Transfer to FRC 10
years after delivery of cutter/boat.

DESTROY when. 5 years old.

DESTROY when' 20 yearsold. Transfer
to FRC when 10 years old.

DESTROY when 5 years old.
DESTROY 3 years after life of
equipment.

DESTROY 1 year after life of
cutter/boat class.,



Description &£ Records

k2. Cutter/boat eyaluation/inves-
tigation camge files, hull end
wochinery speeificetions.

a. For first and last cdtter/ . -
boat of a class aRi modifications

which. significantly. deviate
from others in the clesga.

b. All othsrs.

143, Cutterfvoat plans and tracings’
and Booklet of Gerleral -Pléms, Line -

Drowings, ete:: .-

a. For first and last cutter/
boat of & clags and modifications

which significantly deviate
from others ia the class.

b. All others.

lkk, Boat Records (CG-2580).
145, Record of Cutters Cherecter-
" istics.

{46. Machinery ellowance and repair
lists.

J4T. Original es BUILT drawings (tracings)

of ajds to navigation equipment and
minor structures, oceanographic and

maritize enviromental protection (MEP)

equipmsnt end gensor systems.

Ocesn Enginserins Records

1k8. Acguisitiin, construction, end
improvement (AC&Y) project files
including budgeting, general pro-
curement filea end ledgers.

¢ L bLARGRE B ® o

v

Authorized Disposition -

PERHAREFRT. Offer to RARS after
disposal of the cutter/boat class.
Ciceex)

DESTROY 1 year after disposal
of the cutter/boat class.

PERMANERT, Offer to HARS after
disposal of the cutter/boat cless.
(ierry)

DESTEDY 1 year after disposal of
the cutier/boat clasa.

DESTROY 5 years after boat disposal.

DESTROY 10 years after life of
cutter. Transfer to FRC after life
of cutter. -

DESTROY 10 years after life of
cutter. Transfer to FRC 5 years
efter 1life of cutter.

Permanent offer.to NARS 5 years
after obsolescence.

DESTROY at Headquarters 5 years
after close of project or when
superseded or obsolets.

AEB S | :

-
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Degexiption of Re!!!;s

149, Original AS BUILT drawings
(tracings) of buoys, buoy appendages.

{50, Copies of plans of marine science,
MEP and short range aids to navigation
) equipment and structures.

g;;;} Short range aids to navigation,
“‘MEP and maxine science equipment in-
vestigations and evaluation case files.

152. Photographs of major aids to
navigation structures (lighthouses)-
the original negative and a caption-
ed print for each black and white
image and the original color trans-
parency or color negative, a cap-
tioned print, and an internegative
(if one exists) for each color
image.
}53. Ppotographs of minor aid structures,
eguipment ond systems.

154. Operating expense files; copies of
procurement contracts, purchase orders,
invoices of material shipped, shipment

orders, acceptance and delivery reports
and related material.

{55. Resource Change Proposals.

{56, Flasher Installation Cards.

{57. Structural, Electronic, lLarge Hav-
jgational Euoya "end Marine Envirconmental
Pmutaeonn = 4“"°ﬁ?ﬁ@’?**“**nws ard

T PTP t*'\

536“‘» "'auLCL L:tfd ?

Smeay

d &,

[59. Instruction books for marine

. - . - R
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FEB 25

Authorized Disposition

‘J{ﬁé

PERMANENT. Transfer to FRC after
disposition of equipment or system.

. Offer to EARS 25 years
after disposition.

(1 cFEY)

Permanent offer to NARS when super-
seded or cancelled.

PERMAKENT. Offer to NARS when 20
years oIf. (1 /10 CFPY)

DESTROY after completion of project
eand dispozition of the equipment
or system

N

DESTROY when 5 years old.

DESTROY at Headquarters 3 years
after completion. . if not funded,
3 years after fiscal year for which
written.

DESTROY at Headquarters when 5
years old.

DESTROY at Headquarters 5 years
after completion.
Headquarters after dis-

position of equipment.

DESTROY at Headquarters after dis-
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SECTION 6 FINANCIAL MANAGEMENT RECORDS C

. . \

" The records in this section relate to the management of the financial affairs
of the Goast Guard, i.e. fiscal travel and supply procedures, accounting,
payments and cleims, supply 1&glstics, supply services and procurement.

Pesceription of Records Authorized Disposition

170 , Records created by the Office of
‘Comptroller o i docu-"
menting the organizational development
end administration of the Office of
Comptroller consisting of the following:

a. Official record copy of each PERMANSNT. Transfer to FRC when
directive/publication issued by the 5 years old. Offer to NARS when
office with significant background 20 years old. (.S5CFPY)
material.

b. Studies/Surveys conducted bv
the Office of Comptroller.

-

(1) Studies/Surveys vhich resulted
in Coast Guard wide adoption of policy or
management program , T

(a) Vhich are forwarded to DESTROY, 5 years after publication

higher authority and are included in a of the study by higher authority
formal publication by the higher authority. or vhen usefulness has been served
whichever is later.
(b) Which are not forwarded . PERMANENT, Transfer to FEC when
to or published by a higher cuthority. 5 years old. Offer to NARS when
20 years old. (.5CFPY)

(2) Studies/Surveys which did not DESTROY when 5 years old or when
result in Coast Guard wide adoption of - usefulness has been sexrved, which-
policy or management programs. ever is later.

{"1l€. Primary records containing formal PERMANENT, Transfer to FRC when
policy and procedural issuances and 5 years old. Offer to NARS when
developmental data on the planning and 20 years old. (2CFPY)

administration of the financial activ-
ities of the Coast Guard; case files
.of manuals, directives, regulations,
standards etc,


http:menti.ng

Description of Recerds

I72. Background material and develop-
mental data for publications covering
fiscel procedures for appropriated
funds and fiscal procedures for non-
gppropriated fund activities,

[78. Generzl administrative correspond-
- ence, reports and related material
(excluding primary records above) for
the various activities of financial
management not listed elsewhere, '

I'74. Correspondence files of a routine
administrative or housekeeping nature,

Accounting Records

l?ﬁi Servicewide appropriations and
allotment status reports.

i)

1 96. General Ledger Trial Balances.

o ot s chen i P

Authorized Disposition

DESTROY. Destroy 20 years after close
of FY in which issued. Transfer t> FRC
5 years after close of FY in which issued.

DESTROY when 5 years old.

DESTROY when 2 years Qld.

DESTROY £iscal year ending reports 10
years after close of FY; all others 5 I
yeare after close of FY. Transfer to

~ FRC 2 years after close of FY,

AL_I A

DESTROY
fiscal year ending trial balance

10 years after close ¢f FY; all others
5 years after close of FY, ‘{ransfer
to FRC 2 years after close of FY,



e b b b h e S

DRAFT

Authorfzed Disposition

EB 23 1977

Dageription of Recorda

7%. Accounting Reconciliation State- DESTROY when 3 years old.

ments and copies of supporting documents. ’
8. Consclidated Commissary reports DBSTROY fiscal year ending reports or
end copies of stores statements statements 10 years after close of FY:
received from Distr}cts. all others 3 years after close of FY,

Transfer FY eading wegortd to FRC 3
. Eears after close of FY!
9. CG Supply Fund Financial State- ESTROY fiscal year ending sta:tements 10
@ments, . yecars after close of FY; all e F%nars
ransg-

ears %ears after cloge of .
er to FRC 2 years after close of FY.

i

160, Copies of Accounts Current and DESTROY when L years old.
Statements of Tranmsactions,

181. FHA mortgage insurarnce case files DESTROY 4 years after case files
of terminated mortgages. ° are closed.

182. Reconciliation Statements for DESTROY when4 years. old.

Treasury Cash (SF 654) and work papers,

]§3. Photostat copies of individual DESTROY when' 4 years old.
retirement records (SF 2806) for
separated civilian personnel,:

I84. FICA wage credit and federal in- DESTROY when 50 years old. Transfer}
come tax listings of Military to FRC when 2 years old.

personnel,

1 85. Allotment Statue Reports, DESTROY when 1@ yearsold. Transfer
Registers of Transactions Allotments, to- FRC when3 years old.

Obligations and Expenditures. -

|86. General Ledger Accounts and DESTROY whenl10 years old. Transfer
Journal Vouchers. to FRC when 4 years old.

'$§7. Closed Obligation documents. " DESTROY records created prior to July,2
g gation amen 1975 J.Oyears 3months af gr e rio

fo . covered e e.ccount gerecords

J created a¥ter Jul i ears
: months after perigd covgled § the 3
account. Transfer to FRC 3 years after

;;gr%gd covered by the account (NCI-217-

1§8. Closed Accounts Payable documents. DESTROY records created préor to July,
. - 2, 1975 10 years, 3 months efter the
L : : periocd covered Wy the account. DESTROY
Co records created after July 2, 1975 6
- : . years 3 months after period covered by
AT ‘ . the sccount. Transfer to FRC 3 years
8 : ' .. after perioc covered by the sccount
(nCcI-217-76-3).

- | A2
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189. Accounts Recaiveble dommnts@é% é% Fﬁm TROY records created after July2, 1975

|§0. Voucher Schedules with original
invoices and supporting papers.

]8). Statement of Prensactions,SF-2uk’
?Account Currept) with copies of paid
voucher schedules, schedules of can-
celled checks, certificates of deposit,
dsbt vouckers, sllotment listings,
payrolls and other supportipg pepers.

1¢2- Accounts Current of State Depart-
pent Disbursing Officers together with
original imvoices and supporting papers

3@3. Copies of contracts, purchase orders
and relsted files on accounting data.

. FHousehold CGoods Shipment Record
(militery) (copies).

[@9. Unit Commissary and Clothing Reportis

’ @6 . Cross-Disbursing Statements of
Transactions

I_@ZF-Voucher copies supporting Cross-
i Disbursing Payments

5@@.8-Allotment Documents and Financial
4 Plans

‘@9 « Allotment Controls

£ 80 .©ash Controls

208 . Accounting Posting Media

A-6-3

years, 3 months after the period
covered by the account. DESTROY records
created after July2, 1975 6 yeers, 3
months after period covered by the
account. Transfer to FRC after collec-
tion sction is completed (RCI-217-T6-3).
DESTROY records crested prior to July 2
1975 10 years, 3 months after the periocd
covered by the account. DESTRPY records
created after July 2, 1975 6 years 3
months after period wovered by the
account. Transfer to FRC 3 years after
pzrigd covered by the account (NCI-217-
76-3).

DESTROY records created prior to July, 2
1975 10 years, 3 months &after the period
covered by the account. DESTROY records
created after July2, 1975 6 years 3
months after pericd covered by the
account. Transfer to FRC 3 years after
period covercd by the account (NCI-217-
76-3)

DESTROY records crested prior to July, 2
1975 10 years, 3 months after the period
covered by the account. DESTROY records
crested after July 2, 1975, 6 years 3
rmonths after period covered by the
account. Transfer to FRC 3 years after
pgric)xl covered by the account (HCI-217-
T6-3

DESTROY 3 years efter final action.

DESTROY upon separation of member
f;'_czm _CO_ast Guard.

A Déstroy when 4 vearsold.

Destroy when 6 yearsold.
Transfer to FRC when 2 years old

Destroy when 6 years old.
Transfer to FRC when 2 years cld

Destroy when 10 years old.
Transfer to FRC when 4 years

Destroy when 10 years old. --
Transfer to FRC when 4 years old.

Destroy when 10 years old.
Transfer to FRC when 4 years old.
Destroy when 4 years old.

Transfer to FRC when 2 years old.
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2B2. General subject files containing
correspondence, reports and related
matters on planning and administration
of CG Supply Systems.

263. 1Interservice Support Agreements
between CG and other goverrment.

ggencies.

A0%. Host/Tenant Agreements between
Coast Guzrd and other govermment
agencies,

285. General subject files containing
correspondence, reports and related
matters on CG participation in the
Controlled Materials Plan Program;
District correspondence files,

46€6. Contract and Procurement Files:

(a) Procurement files involving

transactions of $10,000 or less

(except construction).

(b) Procurement files involving

construction of $2,000 or less.

FEB 25 derdy

DESTROY when l. years old.

DESTROY 3 years after expiration
date. )

.
oo

DESTROY 3 years after expiration
date,

DESTROY when 3 years old.

DESTROY 3 years after final payment.

DESTROY 3 years after final payment,

™



Description of Records

' g¢) Comtract files involving
transactions over $10,000 but
leas than $25,000 (except
construction).

(d) Contract files involving
construction over $2,000 but
less the $25,000.

(e) Contract files involving
‘transaction of $25,000 or
more,

N

40%7. Memorandum copies of Government
Bills of Lading.

208-

Bills of Lading Registers,

989 1ssuing office memo copies of
.passenger transportation requests,

280.

(correspondence,
tions, etc.).

281 .

Passenéer transportation records
household applica-

Transportation request registers,

ﬁi@jl° Reports of Excess Personal Pro-
perty and Boards of Survey covering
boats, vessels, aircraft and weapons,

483. Reports of Excess Personal Pro-
perty and Boards of Survey except
boats, vessels, aircraft, and weaponms.

2%»
2@5'- Monthly Stores Statement.

7 -

Unsolicited Contract proposal files.

o ——

| DRAFT

L

® O
FEB 25 77

Authorized Disposition
e SMpuTHS
DESTROY & years after final payment
Transfer FY block to FRC after 2 years

oy 3{.@9“7’1‘
DESTROY 6 years after final payment.
Transfer;FY block to FRC when 2

years old/
*3 OITH S

DESTROY Eﬁ years/after final payment
Transfer FY block to FRC after 2 years.

DESTROYwhen 4 years old.
DESTROY &4 years after final entry on

register.

DESTROY 4 years after period covered
by related account.

DESTROY when 3 years old.

DESTROY 4 years after all entries
on records are cleared.

DESTROY.20 years after disposal action
completed. Tiransfer to FRC 3 years

" "afier disposal action completed.

DESTROY 3 years after disposal action.

DESTROY 3 years after final asction.

DESTROY wheh 3 years old.

—t e . e s

lzioég;:s.,
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l Description o’ecoro.

2.56,

affecting CG participation in Federal
Cataloging program.

5&%7-,<DOD Federal Supply Cataloging
Haterial,

éU%%n Federz) end Military Standards
and Specifications Qualified Products

" List including CG MIL specifications
and Purchase Desgcriptions.

ﬁé%- Concuryences (with or without
. comments) on Standardization pro-
jects and simplificacion studies,

%r’@ Federal Ttem Identification :
Guides.

431. Title papers and easements for
CG property.

2R2. . fermits and licenszes -
granted by the Coast Guard. T
2%3. Permits and licenses

granted to the Coast Guard,

ﬁ;ﬁ%ﬁ'- Boards of Survey relating to real
and related personal property (land
and appurtenance).

DISPOSAL NOT

; (a) Land and/or appurtenances. = ,ppocon
?
i - (b) Appurtenances. Transactions
of $1,000 or less.
(c) Appurtenances. Transactions
" of more than $1,000 and less than
i §25,000 and over. : *
{d) Appurtenances. Transactions

. of $25,000 and over.
'.A
L]
Payroll and Pay Administration Records

‘ Correspondence on policy mac@j%%:%%%?

" leaves Coast Guard control,

.lthozed Disposﬁga 25 1977

DESTROY when 6 years old.
\

DESTROY whern superseded by vrevised

edition.

DESTROY when superseded or complete
revision occurs.

DESTROY when CG fs no longer regis-
tered as a user of the item.

DESTROY as superseded.

PERMANENT. Transfer to FRC 3 yearsy

after property leaves CG control. i
Offer to NARS 10 years after propertg
O.

(0

APPnovgg

DESTROY 1 year after explratloé.

DESTROY 2 years after expiration,

PERMANENT. Transfer to FRC 3 years
after completed disposal. Offer to
NARS 8 years after disposal (1CFPRY)

DESTROY 3 years after final endorse-
ment.,

DESTROY 3 years after final endorse-
ment .,

DESTROY 3 years after final endorse-
ment.,

Descxiption of Record

ST Working files of directives and policy
+ making meterial pertinent to payment end
claims activities.

A‘é'éj’ Tt

Authorized Disposition

s L. L.

DRSTROY when obsolete or superceded.

R S o

MR R

NP



486. Jeckets conmtaining original allot-
perat autbhorizetions originel or coples
of forms epproving and disepproving of
dependency allotments paid to depend-
tents of active duty militery persomnel
end pertinent informetion.

Q47. Closed militery pay records of
geparated members.

448. Claims files containing claims
for military pey snd ellovances with
supporting pepers.

249. GRO Exception files.
4%9. Uncollectible over-psyment files.

28L. Supporting documents submitted
by Bavy Disbursing Officers and CG
Autborized Certifying Officers.

282 Schedule of payments (cozprehen-
sive machine listings with related
statistical information) for ective and

innsctive duty for iraining of C¢ Re-
. ggrve personnel

2382. Reserve Pay files on deceased
pesbers (finel Poyment, date of death)

s
PR, “ - e B 22D

FEB 25 {977

DESTROY records created prior to July 2,
1975 10 years, 3 months after the pericd
covered by the account. DESTROY records
created after July 2, 1975 6 years 3
months after period covered by the
account. Transfer to FRC 3 years after
perigd covered by the account (RCI-217-
T6-3

DESTROY records created prior to July 2,
1975 10 yesrs, 3 months after the period
covered by the account. DESTROY records
created after July 2, 1975 6 years 3
months after period covered by the
account. Transfer to FRC 3 years after
perigd covered by the account{RCI-217-
73-3).

DESTROY records created prior to July 2,
1975 10 yerar, 3 months after date of
settlement. DESTROY records created
efter July 2, 1975 6 years, 3 months
efter date - of settlement. Transfer to
FRC 2 years after date of settlement
(8CY-217-76-3)

DESTROY 5 years after completion of
vaiver.

DESTROY records created prior to 2 July
1975 10 years, 3 months after date of 4

determination of uncollecitbiliuz
DESTROY mecords created after y 2, 197°

6 yeers, 3 months after date of determina-

-tion of uncollectibility. Transfer to

EF %ﬁ riter date of determination
go%“ﬁ recofds created prior to July 2
1975 10 years, 3 months after the period

covered by the sccount. DESTROY records
created after July 2, 1975 6 years 3

monthg after period covered by the

account. Trensfer to FRC ag
period covered by the accoun %ﬁCI

EE§%£DY records created prior to July 2

1975 10 years, 3 months after the period
coverad by the account. DESTROY records

created after July 2, 1975 6 years 3
ponths after period covered by the
account. Transfer to FRC 3 years efter
pzriod covered by the account (NCI-217-
76-3)

DESTROY records created prior to 2 July
1975 10 years, 3 months after date of
settlement. DESTROY records created
aefter 2 July, 1975 o years, 3 months
aftor date of settlement.

.. Trensfer to FRC 2 years after
dste of settlement. (NCI-2iT- T76-3



¢ o O Q@ regoso

e peseription of Record

ﬁ% M¥eporandun copiee of military
payrolls, certification sheets and
fiscal gchadules infolwed in mili-

tary payroll processing.

KB, TD Form W4 "Employee With-
bolding Exemption Certificates,”

%é’ Control Registers and copies of
change slips on retired payrolls
(military).

w@" Retired Milit,ary, Pay Case files,

%@@ Copies of Comprehensive Listings
(civilian) covering a pay period.

239-

- Record Reporet.

ﬂ%@ New normal pay listings for re=
tired milicary personnel,

2?'3' Supporting documents submitted

by HQ Authorized Certify_ing Officers.

Copies of Employee Service Record

Authorized Disposition

DESTROY when L years old.

PESTROY &4 years after Form is super-
. 8eded or obsolete.

DESTROY 2 years after issue _daté.

DESTROY 25 years after termination

of retirement status or paymend of an
annuity of benificiaries under the .

rovisions of the Retired Servicc_amah's
?&mily Protection Plan, and Survivors

Benefit Plan, whichever is later.
Transfer to FRC 2 years after termingde

tion of retirement or payment of
evnuity under RSKFPP .and SBP vwhichever
is later.

( -
DESTROY after 3rd pay period.  (10CFp-
Originals are kept by FAA Aeronautical
Center, Okalahoma City, OK.

l
DESTROY on receipt of subsequent
listings,

Van

DESTROY 6 years 3 months after issue

date. Transfetr to FRC 3 years after
issue date. . .
DESTROY records created prior td July2,

1975 10 years, 3 months after the period
covered by the account. DESTROY records
created after July 2, 1976, 6 years 3 months
after period covered by the account. Trans:
.to FRC 3 years after period covered by the
account (NCI-217-76-3). N

‘.
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AUTOMATIC DATA PROCESSING RECORDS

FEB 25

1977

.
P
!
4

O
IUNIE I ]

Data Automation.

This table covers documentation relating to ob-

jectives, concepts, policies snd plans involving data automation,
and the design of management and cperational information systems,
including equipment selectior and evaluation.

A4, Planning documents; master
Plan; feasibility studies with
asgociated charts, and diagrams
and supporting data.

ﬁqg. Documents relating to
Planning and preparing for
acquisition of automatic
data processing equipment,
auxiliary equipment and
attachments for existing
equipment; system specifi-
cations, manufacturer's
proposals and evaluations
thereof; documents relating
to installation of equipment
reports of readiness reviews.

ﬁ‘?% Performance evaluation
reports.

26%: Beﬁchmark reports.

zq&:. . Documentation relating
to National, Federal, DOT
and Coast Guard ADP stan-
dards.

2%Y.. Documentation relating
to establishment, review and
approval of DOT/CG standard
data elements and represen-
tations.

Authorized Disposition
PERMANENT. Transfer to
FRC 1 year after docu-
ments and/or systems are
superseded. Offer to
Archives 20 years after
superseded. (2CFPY)

DESTROY 2 years after
equipment is released.

DESTROY 2 years-after per-
formance evaluation.

DESTROY 2 years after in-
stallation of systemn.

DESTROY when superseded or
obgolete.

DESTROY 2 years after cut-
off or publication of data
elements and representations.
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Automatic Data Processing Systems AndeERrenesnrgst This table covers documentation

releting ©o &ll @spects of applicaticnis gismgsa

lopment operation.

These

include ADP gystems specificeations, applications program menuals, systems
opereting imstruction and verious management aids.

File designation

Date system
spacifications .

248

ﬁ‘%@ File speci-
fications

280 User guides

Consisting of

Documents containing
definitions of the
system including
functionel requirements,
data requirements, dete
requirements, system/
subsystem specifications
request for the system

and authorized directives..

.

definitions of the logi-
cal and physical charac-
teristics of eech record
element or item of dats

. in the file, including

names &nd tags or labels
relative position, form,
format and size of data
elements (record layout)
specification of all
codes used, cross refer-
ence code manmual;
security and privacy
restrictions; integrity
and validity charscter-
istics; update and access
conditions; recording
pedium end volume

information which suffi-
ciently describes the
functions of the system
in non-ADP terminology
so that users can deter-
rine 1ts applicability
end when and how to use

i1t; serves for the prepara-

tion of input data and
the interpretation of
resultis

Which are

a) for a disapproved
proposed system

b) for an approved
system for which all
related magnetic
data files are. suth-
orized for dispossal

.¢) for an.approved

system for which-any
related megnetic

a) for a system for
vhich all related
maguetic data files
are authorized for
disposal

b) for a system for
which sny related
magnetic data file
is ‘not authorized
for dlsposal

handbooks, guides to
date avallability,
and procedures for
querying files

Then

dispose of

one yeear after
final action
dispose of one
year after ter-
mination of
systen

maintain with
related magnetic
data £ile.

destroy with

final related
nzagnetic dats
file

maintein with re-
lated magnetic
data file

maintain with
data systems
specifications



488 Report

giﬁ&,lnfor-

mation
retriev-
al rou-
tine

Eraseble Media.

printedgnal report -
conteining the statis-
tical tabulation &nd
en analysis of the
findings of a study
or gurvey including

2 narrative descrip-
tion of methodo-

logy employed

Series of machine
ingtructions de-
gigned to re-
trieve information
from specific data
gystems

S iy st o it tconbin . a

&) general purpose pro-
greuns

b) specisl purpose pro-
grams for data files for
vhich disposal is auth-
orized

¢) special purpose pro-
grems for date files for
vhich disposal is not
suthorized

FEB 25 1577

AN gdhicgweq_ui’ maintain one copy

Tetention of related data with related file

spectifications.

dispose of when no
longer needed
dispose of with re-
lated datae file.

maintain with re-
lated” data file

The term'erasable'media refers to tapes, drums disk packs, data

cells, and other devicts that store data in an erasable form. The term "dispose

of" is synonomous with the terms "scratch',

izgﬁg Scratch

, tape
(blank
tape)

@5& Test

tape

5%5 Initisl
ﬁ’ data

temporary msgnetic
tape used by the
console operators
or tape handlers
to facilitate
general computer
runs such as sort
and merges rung

magnetic tape used
in testing a pro-
posed system

nedia conteining dats
ebstrected from source
documents or other
redis and entered into
system for first time

-

"erased",

new tape or tape not
included in a tape
library comtrol or
files whose retention
dates hdve expired

a) used by progremmer
for individual run
testing gnd not under
library control

b) system debugging
test dats or systenm
acceptence test data
&)used for updating end
required to support
reconstruetion of
magter file

b) not required to sup-
Tort reconstruction of
magter file and/or
used as input for one-

and "blenk.

availeble for im-
mediate use or
reuse

dispose of after
system has been
accepted or discon-
tinued, whichever is
sooner

retain until re-
lated program is
discontinmued

dispose of after third
update cycle

dispose-of after raw
data is satisfactorily
processed into final or
reduced ‘data.

time gtudy, survey or experiment

¢) officially designated
to replece or serve as
the bésic source data in
lien of the bhard cony or
otheyr izzut soursze dooe
uent

dispose of im accordance
with instructions ap-
pliceble to the hare copy
or other files docurontin:
the stoe Process,
action, or cese

s o
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4856 Intermedi-
ate datg

IN PV s rrpses

Re-formet-
ted file

&7

-~
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redje containing output
within or from ome rTun
to & subsequent rum
that manipulates, sorts,
and/or moves dsta
through the system; in-
cludes check-point,
edit, correcticn, re-
Ject list,unmatched
dsta elinminating errof, ,
sand rerun files b) used in & one-time study
or Burvey

a) cumalative index to. =
geientific and technical
publicetions, and biblio-
graephic and other non-
record material

redia containing date
crgated by the merghing
of prior master file
vith velid tracseztien
data to creats a ooy
paster £lle.

nedie thet is idembi-
cal in format ¢o raster
file and retained as
security in case mester

file iz damaged orx
inadvertently craged

a) updeted

b) one-time study or sur-
vey

a) created for the speci-
fic purpose of informstion
interchange

medis containing
esgentially duplicate
dete from the master
data file but which is
created for use with
other computer hard-
wvare

b) of specific application
for agency computer hard-
ware systems

[N SIS X T S,

R N NS 1
,
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gi;g%fzggj§??§updafed system.

dispose of after
subsequent mag-
netic files that
contain the
accepted detsil
data have been
created and
proved satlg-
factory

dispose of after
magter data file
has been proven
satisfactory

_dispoge of efter

third updete cycle

disposed of after
third update
cycle

dispose of in
accoxrdance with
standards for
disposal of
corresponding
master file

dispose of as
provided for
related master
data file
dispose of when
determination .
is made that
such format is
unnecessary
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Konerasable Media. Nonerazsable media refers to ADP punchéd cards,
paper tape, a2nd other nonerasable machine readable media.

i

Authorized Disposition

Z44& source program deck and DESTROY when no longer
- control cards contain source needed.
program,

gfé} Program object decks . DESTROY when no longer

and control cards. needed.

;?gﬁé Job control cards. DESTROY individual eards or
sets of cards when no longer
needed.

é"? Punched cards or paper Dispose of in accordance
tape containing data abstracted with user's published
from source documents. guidance.

gé Card files and nonerasable DESTROY when no longer

media which has been converted needed.
to erasable media. .

;géﬁ; Punched cards that contain Diépose of in accordance with
original entry data on film or instructions applicable to
written inserts. (Apeture cards) the hard copy or other files

documenting the same process,
transaction, or case.




266. Budget Development

" System (BUDS). This
system processes Re-
source ChangeProposals
(RCP's) into budget re-
quirements, provides for
the analysis and evalua-
tion of specified needs,
updates the file, and
provides reports reflect-
ing the status by each re-
quest, by summary form,
and in various sequences.

267. Personnel Allowance
Listing (PAL). Produce
reports for administering
military personnel allow-
ances; i.e., officer and
enlisted blllets by grade
and specialty for all units.
Assists three Personnel
Divisions in furnishing
personnel resources to meet
their operational commit-
ments.

268. Program Budget-Vessel
Aircraft, Shore Station.
Provides "dollar data' that
is matched with unit opera-
tional data to provide the
Budget Division with opera-
ting costs for ships, air-
craft, and shore stations.

269. Classified Material
Control System. Maintains
a record of all classified
material at Headquarters
and produces a yearly in-
ventory listing of all such
material held by each
Division.

rograms Division

Programs Division

Budget Division

Administrative
Services Division

- .. § -

- ﬂ r: ""\";"“’
Dispose of in accgrﬁance~u /
with user published guid- .

ance.

Dispose of in accordance
with user published gu1d-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.



System Description -

270. Motorboat Registra-
tion System. The system
aids in administering the
numbering of certain un-
documented vessels which
are required to be num-
bered by the Federal
Boating Act of 1971. The
file contains 150,000
records of boats register-
ed in Alaska, New Hampshire,
Washington, and American
Samoa. : .

271. Motorboat Accident
Statistics (MBA). System
provides annual reports of
statistical summaries on
motorboat accidents. Boat-
ing accidents are categorized
according to cause, number,
people involved, type vessels
involved, money involved,
place occurred, and jurisdic-
tion.

Staff

Boating Standards
Division

272. Boating Safety Infor-
mation System-Campaign
Evaluation Share of Defect
Notification Subsystem.
System aids in monitoring
defect notification cam-
paigns being conducted by
recreational boat manu-
facturers. The system pro-
duces campaign progress re-
ports, campaign reference
lists, and delinquency re-
ports to facilitate the
monitoring of manufacturer
campaigns.

OFFICE OF ENGINEERING

Management Support
Staff ’

Management Support

System Description User

273. Electronic Installa-
tion Change and Main-
tenance (EICAM). Provides
the status of equipment by
CG Unit and failures by

type of equipment.

Electronic and Naval
Engineering Division

A b b R

FEB 25 5577

Disposition

Dispose of in accordance
with user published guid-
ance

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Disposition

Dispose of in accordance
with user published guid-
ance.
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System Description

274. Reporting of Federal
Outlays by Geographic
Location (OEG). Report-,
ing of Rederal Outlays by
geographic location. Pro-
vide a semi~annual report
to the Office of Economic
Opportunity, which classi-
fies Obligation and Fund
Accounts by geographic
location.

275. Financial Accounting
Integration Data. Devel-
ops a primary source of
financial information for
accounting transactions
involving governmental
funds and resources.

276. Cost Target Reporting
System. This system, an
extension of the Financial
Accounting Integrated Data
System (FINAIDS), provides
operating units and higher
management with an analysis
of actual costs incurred as
compared to targets, and
calculates measures of per-
formance.

277. District Interim
Accounting System (DIAS).
This system mechanized the
accounting procedure.- Re-
ports, printed on terminals
are primarily for district
use. Certain summaries are
also sent to HQ to provide
an overview of the unit's
activity, to enable Coast
Guard-wide reporting and
reconciliation and to pro-
duce a historical record

of all financial transac-
tions processed.

{3OMPTROLLER
TR E

Financial Management
Staff ‘

Accounting Division

Accounting Division

Accounting Division

i . x LD i sl

[ AINET INT Y

FEB 25 1577

Disposition

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

"—«r-’
T <8

PRER

.g.



- e ambame e e veekaas ¥ -

¢

System Descriptigl . ‘ " User . .Dls osu:E) &8 2\3 ‘Qf7

278. Plant Property = . Supply Loézzﬁm§<z“ 5 'j Dispose of in accordance
Reporting System. This Division with user published guid-
system provides an interim ance.

plant property system for
the Cape May and the York-
town plant property officers.
A master inventory plant
property file is maintained.

279. Supply Llogistics~Phase Supply Logistics Dispose of in accordance
I1I (Buoy Body Inventory Division with user published guid~
System). Supplies an annual ance.

inventory of buoys by type
for each buoy support base.

280. Real Property System. Properfy and Dispose of in accordance
Supplies an inventory and Resale Division with user published guid-
management type report on ance.

real property holdings owned
by or leased to the Coast

Guard.

281. Project Analysis and Information Systems Dispose of in accordance
Control System (PAC). Division with user published guid-
Provides a tool for manage- ance.

ment to control the cost of
systems development and pro-
gramming, measure performance,
control all projects, report
progress, analyze actual pro-
gress and costs in comparison
to planned, maintain a history
of projects and costs, deter-~
mine work load and employee
availability and take correc-
tive measures.

282. FIS Job Accounting Information Systems Dispose of in accordance
System. Specific information Division with user published guid-
about each system and its pro- ance.

grams is maintained and pre-
sented via reports to enable
the various levels of manage-
ment to control and coordinate
the day to day operation of the
Information Systems Division.

283. District Disbursment and 5TH District Dispose of in accordaﬁce
Check-Writing System. This is . with user published guid-
an adjunct to the District ance.

Interim Accounting System. It
provides facilities for moni=-
toring and reporting disburse=~
ments and for printing vendor
payment checks.



System Descript.d . ) ﬁ%

284 . District Plant Property.
This system maintains control
over personal property by
custodian. 'Fields include
unit, custodian, building
number, room number, decal/
allowance/serial number,

FSC, allowance quantity and
item name.

285. District Subhead
Managers Allotment/
Allotment by Quarters
System. Provides facili-
ties for maintaining an
allotment by Quarters file.

286. Simplified Unit
Requesitioning and Follow
Up (SURF) System Support
Program. The two support
computer programs print
MILSTRIP requisition data
on form 1348.1 and inter-
pret the Advice Status Code.

287. District General
Ledger. A sub-system of the
District Interim Accounting
System. It maintains each
district's General Ledger
by editing transactions,
adding new accounts, chang-
ing descriptions and data
elements, deleting accounts,
updating the General Ledger
with new transactions and
producing a Monthly Trial
Balance Report for the
District and Headquarters.

288. District Milstrip
reformat. The Military
Standard Requisition and
Issue Procedure is part of
the Interim District System.
It is the financial account-
ing procedure for bills re-
ceived by the districts in
their overall MILSTRIP oper-
ation.

AFT

5TH District

5TH District

All District
Comptrollers

Office of "f" in
each District using
a computer terminal

Office of "F" in
each District using
a computer terminal

A 7 1 2

FEB 25 977

.Disgos ition

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.
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System Description

289. Standardized Aids to
Navigation Data System .
(SANDS) Phase I. Designed
to provide accurate and
timely assistance in the
administration and manage-
ment of the aids to naviga-
tion mission. The primary
objectives are to standard-
ize aids to navigation
equipment terminology, in-
crease the amount of servic-
ing data collected, and re-
duce the data entry effort
on the part of the servicing
units. It is a District
oriented system, utilizing
District data processing
terminals.

290. Simplified Aids to
Navigation Data System
(SANDS). System for the
administration and manage-
ment of the aids to naviga-
tion mission of the Coast
Guard districts. Informa-
tion gathered includes unit
work reporting, equipment
failure, aid replacement
data, aid station servicing
data and equipment inventory.

291. Hazard Assessment
Computer System (HACS).

This system is the automated
portion of the Chemical
Hazard Response Information
Systems (CHRIS). The system
consists of a Chemical Proper-
ties File, an edit/update
module, a series of hazard
assessment models and a report
generator.

292, Pollution Incident Report- Mdrine Environmental

ing System II (PIRS). Gener-
ates a data base of pollution
incident, response, and en-
forcement data. Satisfies the
standard pollution information
reporting requirements and
provides a data base which can
be used to study the effectiv-
ness of the pollution enforce=

®. .DRAE]
OFFICE OF MMI\EM SQTEMS .

User

Aids to Navigation
Division :

Aids to Navigation
Division

Aids to Navigation
Division

Protection Division

FEB a9 1577

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

PERMANENT .

a. Transfer any
historical files of records,
deleted from the data base
to, the National Archives
when no longer needed.

. b. Transfer the data
pése to Fhe Nat;onal Archives



e ;
s ..
Loy e
PR,

°
.

i aiedenns e .r.ﬁ-".\u 4,:...":...'_,.‘ .. . knn.‘ ‘“:-"J T ) »"’ﬂ:'ﬁd-;‘i{; - /“-‘\ ::u‘.a»;“?‘u;'.:.m.n ..‘.:m;‘w‘ = ‘E‘m o | 2 N o
OFF ICE- OF PERSONNE L

DOArT FEB 25 1577
A E0S

well A b G
E§e¥“ﬁ§t g . Disposition

-

System Description

293. Civilian Personnel Civilian Personnel Dispose of in accordance
Accounting System. A Division with user published guid-
personnel record is maintained ance.

for each civilian employee.
All units submit copies of for
forms SF-52 and SF-50 to HQ
where data is centrally coded
for computer input. The file -
supplies the data needed to
meet Department and minority
personnel reporting require-
ments. Does not include the
payroll function.

294, Military Personnel Personnel Support - Dispose of in accordance
Accounting System (JUMPS) Division with user published guid-
Contains comprehensive data ance.,

for each active duty officer

and enlisted member. The

8ystem will provide, personnel

management reports, payrolls,

leave and earning statements,

financial accounting and

find management reports, and

other intermal control and

audit reports.

295. Retired Pay and Personnel Support Dispose of in accordance
Personnel Accounting System. Division with user published guid-
Produces monthly pay checks ance.

for. retired military person-

nel, tax data information

on magnetic tape for the

Internal Revenue Service,

W=-2 tax withholding informa-

tion forms to members, pay-

roll change slips, and

personnel statistical reports.

296. FICA-W-2 Wage Reporting Personnel Support Dispose of on accordance
(FICA-W2). Provides a balanc- Division with user published guid-
ing and reporting system for ance

active duty personnel at :

districts and HQ units;

establishes direct input to

the central FICA-W2 system; . —
Provides FICA and income tax :

data; assists in adjusting

payments made on estimated

matching funds to the Social

Security Administration;

prepares magnetic tapes for

the Social Security Adminis-
tration, Internal Revenue



System Description

297. Headquarters Military
Payroll System. Produces the
semi-monthly payroll and re-
lated accounting information
for all military personnel
whose pay records are main-
tained at HQ.

298. Military Allotment
System. Maintains a current
file of authorized allotments
for all active duty and re-
tired members. Magnetic tape
files are prepared monthly
for the Treasury Department,
where allotment checks and
U.S. Savings Bonds are pro-
duced.

System Description

299. Operational Statistics
(OPSTAT). Produces statis-
tical reports on aircraft,
boats, and cutters for each
district. Reports reflect
the activity within current
Coast Guard programs and
represent a bonafide method
for planning, programming,
and budgeting the program.

300. Operating Facilities
Publication System. Main-
tains a master file of all
units. System contains
name, geographical location,
city/state, OPFAC number,
District/OPFAC, remarks,
missions (coded), boats-
aircraft allowance, geo-
graphic code and cutter
specifications.

301. Investigative Case
Control System. The data
base is a five-year history
file of all cases processed
by the Intelligence Staff.
The file is updated with
cases being opened, closed,
changed, or deleted. Re-
ports consist of case list-
ings according to certain
selection ecriteria and case

User

Pers ongxe 2 i ¢ﬁﬁ$

D1V181on

Personnel Support
Division

OFFICE OF OPERATIONS

User

Plans and Programs
Staff

Plans and Programs
Staff

Plans and Programs
Staff

-
-

S msccaand

'Dls 051£.an 25 L‘;&?‘

w5

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Disposition

Dispose of in accordance -
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance. -
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302. Boat Administration

and Management Report

System (BAMS). Main-

tains a history of cost and
maitenance data on all small
boats. The cost data include
standard construction, and
maintenance costs in three
categories: hull, machinery,
and electronics. Maintenance
data includes maintenance cos
and man-hours.

303. Search and Rescue

Search & Rescue
Division

S

t

Search & Rescue

FEB 24

Disposition

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance

Statistics (SAR). Provides Division with user published guid-
statistics for the Search : ance.
and Rescue Division on three
categories of data: Case,
Response and Sortie. Source
data is from the Assistance
Reports in the Districts.
304, OFFICE OF MERCHANT MARINE SAFETY
System Description User Disposition

304. Merchant Marine
Information System, Vessel
Inspection Deficiency _ _

Information and
Analysis Staff

Subsystem. This system is
to assure more effective
cost beneficial examina-
tion of vessels subject

to CG inspection.

i
1
|
!
1
'
i
H

1
t
i
3

305. Merchant Vessel
Casualty System. Provides
statistical data concerning
the occurrences of vessel
casualties, personnel injur-
ies, death, or a combination
of the above.

T 306, Merchant Seamen T
Locator System. Maintains
files on active seamen and
merchant vessels on active
voyages.

Merchant Vessel
Inspection Division

T "Merchant Vessel
Personnel Division

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance. -

cay
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System Description User

Merchant Vessel
Documentation Division

307. Merchant Vessel
Documentation System (MVD)
Provides the capabilities of
updating, maintaining, and
publishing the Merchant

Vessel Register (GG-408) on

a timely basis and to inte-
grate the information and data
handled by this system into
the Merchant Marine Information
System.

OFFICE OF RESERVE

\

-User

System Description

Reserve Administration
Division

308. Reserve Personnel
Accounting System. A
centralized file that is
used by Headquarters for
management of the Reserve
officer and enlisted
personnel.

Reserve Administration
Division

309. Reserve Pay and Point
System. Maintains pay
records and issues pay checks
for drill duty to reservists.
Also includes record-keeping
functions to accumulate the
member's points earned for
retirement and promotion
purposes based upon his
performance (drills, active
duty for training, and
educational courses).

2/0 320 RESERYED

Disposition

Dispose of in accordance
with user published guid-
ance.

Disposition

Dispose .of in accordance
with user publlshed guid-
anece.

Dispose of in accordance
with user published guid-
ance.

FEB 25 ic77

e s L



SECTION T CIVIL RIGHTS RECORDS

¢ o @mﬁa’ § g

- S S Wi

FEB 25 1677

These record reflect civil rights activities in the Coast
Guard covering implementation and evaluation of programs
relating to the civil rights of civilian and military per-
sonnel and equal opportunity compliance as required by
Title VI of Civil Rights Act of 196l and Executlve Order

11246,

as esmended.

Description of Records

321. Records created by the Office of
-€ivil Rights————"" "~ " docu-—
menting the organizational development
and administration of the Office of
Civil Rights consisting of the following:

a. Official record copy of each
directive/publication issued by the
office with s1gn1flcant background
material.

b. Studies/Surveys conducted by
the Office of Civil Rights,

3
—— . -~

(1) studies/Surveys vhich resulted
in Coast Guard wide adoption of pollcy or__
management program .

-t

SN, v

(a) Vhich are forwarded to
higher authority and are inciuded in a
formal publication by the higher authority.

(b) Vhich are not forwarded
to or published by a higher authority.

(2) Studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs.

éﬁiza General administrative
correspondence, reports and
related material (excluding
primary records) for the
various activities of civil
rights.

323. Record material of a routine
admninistrative or nousekeeping -
nature.

A

&-

7-1

Ry

Authorized Digposition

R

Transfer to FRC when
Offer to NARS when
(.5CFPY)

PERMANLNT.
5 years old.
20 years old.

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness has been served
vhichever is later. .
PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

Destroy when 5 years old.

Destroy when 3 years old.



Description of Records

Gyz%@.‘ Records pertaining to
contract and Title VI campli-
ance including mediation
material case files and related
material.

F25. Records created in receipt
end processing of camplaints
of discrimination by civilian
employees and military members.

Civilian Employees

(1) Civilian Employees
O0fficial Equal Opportunity
Case Files, as described
by 5CFR 713.222

(2) Copies of case files
submitted to DOT per above
item. .

B. Military members case files
and all background documents
pertaining to the case.

Authorized Disposition

Destroy 15 years after subject
contractor is no longer active.

- Transfer to FRC 5 years after

inactive.

Original submitted to the
Department of Transportation for
resolution and disposal according
to their instructions.

Destroy 1 year after final adjust-
ment of the case by DOT or USCSC

Destroy L years after final
adjustment of the case.

A-7-10
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Z726. Records of appeals and Destroy 5 years after final
descisions in descrimination ad justment.
complaint cases.

22%. Periodic reports on pro- DESTROY when 10 years old. Transfer to
gram review and minority FRC when 5 years old.
group employment, etc.

328. Seminar Reports. Destroy when 5 years old.

BIT THE ¢ 330. REFpeve?
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‘SECTION 8 SAFETY PROGRAMS RECORDS
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et

f?z;:tizgoggs relate to the development, impleatation and admin-
ot e ety fora safety program to provide maximum practical degree
of Caoty for geﬁsonnel, eguipment, and other resources for which
the . =3 r 8 responsible, embrecing the fields of general
Ys ght safety, surface vesgsel safety, fire safety, driver

safety, and industrisl safety.

Description of Recordés

331 . Records created by the B _
"@gfety Programs’ Division © docu~’
menting the organizational develomment
and administration of

Safety Programs consisting of the
following: )

a. Official record copy of each
directive/publication issued by the
office with sigaificant background
material. '

b. Studies/Surveys conducted by
the Office of "Safety Programs.

rd

(1) studies/Surveys which resulted
in Coast Guard wide adoption of policy ox
management program < __ '

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(b) Which are not forwarded
to or published by & hicher authority.

(2) studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs.

J32. General administrative corre-
spondence and related material
(excluding primary records) for the

- vyarious activities pertaining to
the safety program.

A-G-1

Authorized Disposition

PERMANENT, Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.SCFPY)

DESTROY, 5 years after publication
of the study by higner authority
or when usefulness has been served
whichever is later.

PERMANENT. Transfer to FRC when

5 years old. Offer to HARS when
20 years old. (.SCFPY)

DESTROY when 5 years old or vhen
usefulness has been served, which-
ever is later.

~DESTROYwhen

5 years old.

MAR 25 1977
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Description of Records Auvthorized Disposition
£33. Routine correspondence of an ' DESTROY when 3 years old.
administrative and housekeeping S :
nature.
35!#. Original accident reports and DESTROY waen 3 years old.

annual sumaries relating to per-
sonal injury, motor vehicles and
property damage cases.

F38. Aircraft accident and incident DESTROY when 30 years old. .
analysis reports. Transfer to FRC when 5 years
old.

BT 7000 940 Lero s
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The records described in this section relate to

) of a medical care program for Coast Guard personnel and their dependents and
Yhe sdministrabion of a health service program for civilian employees,

Description of Records Authorized Disposition

the development and administration

341. Records created by the Office of
Heaith Services docu~
menting the organizational development
and administration of the O0ffice of
Kealth Services consisting of the

fqllowing: I

a. Official record covy of each PERMAWENT. Transfer to FRC when
directive/publication issued by the 5 years old. Offer to NARS when
officc with significant background . 20 years old. (.SCFPY)
material.

b. Studies/Surveys conducted by
the Office of Health Services.

rd

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program ’

L4

(a) Vhich are forwarded to DESTROY, 5 years after publication
higher authority and are included in a of the study by higher authority
formal publication by the higher authority. or vhen usefulness has been served

vhichever is later.

(v) Which are not forwarded PERMANENT. Transfer to FRC when
to or published by a higher authority. 5 years old. Offer to WARS when

20 years old. (.5CFPY)
(2) Studies/Surveys which did not DESTROY when 5 years old or when

result in Coast Guard wide adoption_of usefulness has been served, which-
policy or management programs. ever is later.

24R, General administrative correspondence, DESTROY when 3 years olde
reports and related material (excluding

primary records)e

343+ Routine correspondence of an admin- DESTROY when 3 years olde
istrative and housekeeping naturee

ependents and Retirees

S, Mzdical and dental appoinbment DESTROY when 6 months olde

records (daily)e :
ey
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Description of Records Authorized Disposition °

Fufs General correspondence files DESTROY when 2 years olde

", relating to Physical Evaluation Boardse

§4b. Case files of Physical Evaluation DESTROY 1 year after final aection is
Board®’s proeeedings (copies)e directed by the Commandant.

Q4% Index card of Physical DESTROY when 5 years olde

Evaluation Board cases.

$480 Medical Board Report : Ao Original report filed in official
‘ HQ health records Dispose of with
official HQ health record.
Be DESTROY all other copies when 2 years

0lde
. 349, Reports of medical examination As Original report filed in HQ health
and reports of medical histories recordes Dispose of with health -
such as SF=88, SF-=93. recorde
Be DESTROY all other copies when 2 years
olde '
%80, Laboratory Reports such as Ac Transcribe information on to SF=600
SF=-545a through SF-=557q. and file in individual's health record.
Be DESTROY all copies when 1 year olde.
481, Laboratory records ... . DESTROY when 2 years old.
Jf :f
e

A=-| O
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&2, Official military health. Bandlo 4n ceeordance with )
S re;ord includes the dental recorde Chapter 4, Medical Manuale Transter
S - to NPRC, (MPR) 9700 Page Boulevard

St. Louis MO (6) months after
seperation.

Xer Omm X~ray film) File in individual's official HQ health
383, Medicdl Kras (7 ¥ records Dispose of with official HQ

health recorde.

"

— B oo : .
// "Medical x-rays other than those DESTROY when 20 years old by salvaging.

/ covered above, x-ray logs or index Transfer to FRC when S years old.
records relating to military personnel

and their dependents. These x-rays
consist of photographic negatives made
with aid of x-rays which are used in
medical diagnosis to locate fractures,
malformations and pathological con-
ditions of tissue.

J&lse Dependents’ medical and dental Transfer to NPRC (CPR) 111 Winnebago Ste,
récorde Ste Louis, MOy 2 years after last. .
‘ . activitye DESTROY 25 years from the
date of the latest document in record.

338%: Internstional Certificate of Upon final separation from Coast Guard
Vaccination (PHS Form 731) deliver Certificate to individuale
3%£% Prosthetic case records such as DESTROY when 1 year old.
NAVMED 952,
J8%s Prescription files containing DESTROY when 3 years olde

general alcohol, narcotics and
barbiturates required by military
- personnel and their dependentse

SFeo Alcohol prescription loge . DESTROY when 5 years olde
controlled drug log and narcotic
prescription loge

i

389 Records of Public Health Upon completion of CG assignment, trans—
Service officers detailed to fer records to: Commission Personnel
. Coast Guarde , Operation Division, Parklawn Building,
N Rm: L4A-10, 5600 Fisher Lane, Rockville,
: MD, 20852 (PHS Disposal Schedules apply)e
ks 5@0 Health care and dental records Transfer to NPRC (CPR) 111 Winnebago Ste,

for retired military personnel. Ste Louis, MO, 2 years after last
. activity. RESTROY 50 vears from the
date of the latest document in recorde

3 6l Reports, logs, and forms not DESTROY when 3 years olde
otherwise yrovided for and used b
for the administration of medical pr< 3b
activities and in the treatment of -F"'f

patientae
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S63, 1og or registers of visits to : FEB 25 3::; 7‘ F
dispensaries, first aid rocms, and @2@% ﬁ%@?
Health Unifes

Ae Where information is summarized DESTROY 3 months after last date on log
-— or reglsters

Be Where information is not summarized DESTROY 2 years after date on log
elsewhere or register.

3@3@ Health record case files comprising DESTROY 6 years after date of last

forms, correspondence and related papers in the filee
papers documsniirg employee medical
historye

3%‘» Pre-employment, physical examina- Becomes a part of the Official Personnel
tion Health Qualification Placement Folders (SF-66) upon separations from
Records, disabllity retirement . the servicee May be maintained
exasminatione separately from the folder prior to

separation. (see che. 293 subchapter 3,
of Federal Personnel Manualse)

3@:’ Covies of statistical summaries DESTROY 2 years after date of summary
and reports relating to employees or reporte .

health retained by reporting unit,
and related paperse

364, Reports, logs and forms not DESTROY when 3 years olde
- otherwise provided for and used for ;pﬁgt.\

the administration of medical

activities and in the treatment of

patients.

G54 vre0 390 fraposne
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The records in this gectfon relate
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DRALET oo
&éjf’\i&t ations of the Chief Counsel

in support of Coast Guard programs and records relating to the Coast Guard legis-
lative program, military justice, claims and litigation, enforcement of federal

maritime lsws and other laws affecting the Coast Guard and its personnel.
. t

Degcription of Records

371, Records created by the Office of
" Bhief Counsel docu~
menting the organizational development
and administration of the 0ffice of
Ghief Counsel consisting of the
following:

a. O0fficial record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Office of Chief .Counsel. .

-~

(1) studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program ’

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(v) Which are not forwarded
to or published by & higher authority.

(2) sStudies/Surveys which did not

result in Coast Guard wide adontion of
policy or management programs.

Routine correspondence of a gen-

372.
eral administrative or housekeeping
nature.

2%3. Files covering claims for and

against the United States incildent to
operations of the Coast Guard.

3%4. Files relating to all litigation
by and against the United States in
which the Coast Guard has an interest.

3%5. Forral Doords of Investigotion.
4 0

8 Iﬂ-
cludes significant (oubstantial

icss or -

destruction of property or personal in-
j¥r§ Lizse of buty Jnvestigations-Bourds
of Burvey, and Cesualty Investigotions

resulting from motor wehiele, alrceraft,

Authorized Disposzition

PERMANENT.
5 years old.
20 years old.

Transfer to FRC when
Offer to NARS when
(.5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness has been served
whichever is later.

PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY when 3 years o1d.

DESTROY 8 years after close of case.
Transfer to FRC 1 year after close of
case.

DESTROY 8 years after close of case,

- Transfer to FRC 1 year after close of

case,
]
PERMANENT. Transfer to FRC 3 years
after close of case. " Offer
to HARS 20 years after final

action is taken., (3CFPY)
Yhre 95 27T
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Description of Recordn Authorized Diposition
376. Administrative reports including DESTROY 4 years after close of case.
exhibits and final action sheets re- . Transfer to FRC after close of case.
4

lating to incidents of minor importance.

377. Applications for patents by CG DESTROY. Destroy 20 years after legal
personnel and recommendations by the ‘opinion rendered. Transfer to FRC 10
Chief Counsel and related conrrespond- years after legal opinion rendered.

ence and backeround papers. for which
patents not issued.

-~

&7@. Llegal opinions as rendered
by the Chief Counscl.

a. Major opinions concern- PERMANENT. Transfer to FRC when
ing substantive decisions which 10 years old. Offer to NARS when
have far reaching effect or pre- 20 years old (1 CFPY)
cedential value .

. kb

b. Opinions other than DESTROY 10 years aftex opinion is

those covéred in a., above. rendered or when usefulness for

reference or research is served,
whichever is later.

*5‘7Eai (/EZZSLIVJG€;> . e
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% Description of Recor'd? ® m@ &g'@' Auth(.zQDispo.siti‘g_r;% uN g1t

Legislative and regulatory files. _——a. PERMANENT. Transfer to FRC 5 years
a. Legislative history of CG —
roposed legislation.

after date of final action. Offer to .
NARS 10 years after final action. (2 CFPY)

b. CG prepared comments on other b. DESTROY. when 20 years old. Transfer
:gislation. to FRC 1 year after applicable Congress
ad jurns .
¢. Background material on items ¢. Maintain at agency as an active work-
iblished in the Federal Register and ing file Pestroy when inactive.

>de of Federal Regulations.

$831. Merchant Seaman Appeals. Origi-
nals of final agency actions consist-
ing of Cormandant's appeal decisions
in suspension and revocation proceed-
ings against merchant seasmen's docu—
ments., See Section K for related data.

Maintein at ggency (G-IMI) &s an
sctive vorking file. Destroy when
inactive. -

DESTROY 10 years after close of case.
Transfer to FRC 5 years after close of
case,

282. Civil penalty appeals case files.

283. Navigable waters determinatioms Maintain et ekency (G-1MI) as an

end research nzterials provided Ly
District Staffs.

384. Courts-Martial Case Files
a. All General Courts-Martials,

and Special Courts involving Bad
Conduct Discharge.

b. Special Courts-Martials other
than those involving Bad Conduct Dis-
charges

¢. Summary Courts-Martial Files.

(1) Courts convened after

5 May- 1950

(2) Courts convened prior
to 5 May 1950.

385. Court of Military Review

S84, Contrects ereals ceve £ilcc.

EOT TS KOO Les o pv e

getive vorking file end as documentetion
of further jurisdictional determinations

PERMANENT. Transfer to FRC 2 years
after date of final action. Offer
to NARS 10 years after final action
(6 CFPY)

DESTROY. 10 years after date of
final action. Transfer to FRC
2 years after date of final action.

DESTROY. 10 years after date of
final action. Transfer to FRC 2
years after date of final action.

PERMANENT. Transfer to FRC 2
years after date of final action.
Offer to NARS 10 years after date

‘of final action.

Upon completion of review transfer
to appropriate case file and dis-
pose of accordingly.

DESTRAY 1IN veoors efian oloss of cose
Teémspen ta FRE octrer tlose of casw
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};fheee records fc}ﬂte to the organization and adwinistrstion of the Coast Guard
* Commercial Vessel Safety Prouram with ultimate responsibility for che enforcemcnt

‘= of navigation and vessel inspection laws and laws
- gutject to the provisions of the Outer Continental Shelf Lands Act. The records

zoverning safety on structures

v reflect relations with maritime industry, including seamen's organizations, ship
“.operators, shipbuilders and manufacturers of equipment, etc. on safety mattlers.

<
. i

N Description of Racords

LO1,  Records created by the Office of
Merchant Marine Safety docu-
menting the organizational development’
and administration of the 0ffice of
Merchant Marine Sarety consisting of
the following:

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Office of Merchant Marine Safety.

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program

(2) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(b) Vvhich are not forwarded
{0 or published by o higher authority.

(2) sStudies/Surveys which did not
result in Coast Guard wide adoption of
policy or management prograins.

#¢&. Generzl administrative corres-
pondence, reports and related material
(excluding primary records) from
various activities of Merchant Marine

i
#58, Record material of a routine ad-

minigcrative or hnusekeéaing aaiure,

Authorized Disposition

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.SCFPY)

~

DESTROY, 5 years after publication
of the study by higher aunthority
or when usefulness has been served
whichever i? later.

PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when
20 yedrs old. (.S5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY ywhen 2 vyears old.

DESTROY when' 1 year o01d.
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Description of Records Authorized Disposition

oY

RESERVED

405, Merchant Seaman Appeals. Copies Maintein et egency &s en ective working
of final agency actions consisting of file (2 CFPy) Destroy when inactive.

. Commandant's appeal decisions in sus-
peasion and revocation proceedings
against merchant seamen's documents.
Included avre cross reference files and
background material,

#88. Merchanc Marine Industry Tralning A, Hold so long as individual remains ¢
Program records. Contains correspond- active duty, When inactive status taxes
t ence between student and Office Chief place, wittidraw final report and transg?
either direct or via the industrv it te FRC. DESIROY when 30 years pld.

training facility.
: B, DESTROY remainder of file,

1

A-ll-1 A
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407. Traveling Inspectovs records con-
sisting of corrcspordence, reports and
other data related to inspcction acti-
vities of Merchant liarine Safcty

408. Ixtra copies of Tntergovernmental
Maritime Consultative Crganization (INCO)
documents relating to tecnnlgal mectings
at which the United States is represented
on matters such as f{ire protection, sub-
divisions and stability, Tishing vessels,
bulk cargos, tonnice mcasurement,

areas for which INCO is responsible,

409. Merchant Marine Safcty

410. Commercial Vessel Case Files.

a. Correspondence and forms relat-
ing to individual merchant vessels on al-
teration, construction, conversion, de-
sign, cqu:pmcnt and inspection, plans,
some ''type" approval and dangerous arti-
cles data.

(1) Case files Nhlch have
been microfilmed.

(2) Case files which have not
been microfiimed.

b. Ioadline certificates calcula-
tions, annual inspection reports.

(1) Loadline certificates/cal-
culations.

(2) Annual inspection reports.

c. Admeasuremant case files con-
taining plans, forms, related data, ex-
cluding Subchapter T Vessels.

411. -
RESERVED

412,

413. Plans and corresvondence for
"type" approval cquiprment for merchant
vessels. Included but filed scperately
are:

a. Life Saving Equipment

(Cc-130, ]61 e

carraige
of hazardeus materials and other technical

Project Files.

1 orj Disposition
Transfer to comwmercial vesscl case {iles
on completion of inspection or relaced
action. Sce items 10 and 20. DESTRCY
with related file.

Maintain at agency as an active working/
reference file. DESTROY when superceded
or obsolete or usefulness has been
served, which cver is later.

DESTROY 3 yecars after completion of
project.

DESTROY after vessel case file is micro-
filmed and quality content cdit of ’
microfilm is completed. DESTROY micro-
film 1 year after vessel is listed as

lost, abdndoned, destroyed, or scrapped
(LADS). Microfilm in accordance witl:

MR 101-11.5 applying standards for non-
permancnt recerds te be held for 10 vears

or morc.

DESTROY 1 year after vessel is lost,
abandoned, destroycd or scrapped.

Scparately maintain the certificates and
calculations in the CFA. DESTROY 1l vear
after vessel is lest, abandoned, destroy-
ed or scrapped.

Maintain the annual inspection reports in
the CFA. DESTROY 1 ycar aftcr vessel is
lost, abandoned, destroyed or scrapped.

e

Seperately maintain paper copy in CTA.
Subchapter T admeasurement case files re-
main at MIO's. DESTROY 1 ycar atfter
vessel is lost, abandoned, destroyed or
scrapped.

~

2
DESTRCY 15 years after termination of
eppruval. | Transfer to FRC 3 years
tevamination of approval.

L“,ijﬂY 5 years after t -r~ination of
Teproval. Trans fer 2 y- after termin-
I apprOvul.
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Ce Enalnocrlnx DTUIRIY 1 g@EarWlhifter terminatica of L gﬁ
5-180, 162 series) /%z“ ,f . apgroval, Transier to F&& 3 vears #d{tar
i termination of . proval, .
- d. Materials * HE3 Ry s vears after termination of
) o 25-190, 164 series) approval, . Transfer to FRC 3 years after
~ termination of approval,
e. Acceptable bydraulic Come DESTKROY 5 years after listing is terminated
A ponents {CG-190) , (i.e,, becomes a standard).
f. Watertight Doors {Letter of DESTROY 20 years after memufactuer dig-
Approval) (cc-wo, 163 Series) contipues design. Tramsfer to FRC when
: : mepufectuer discontinues design.
g. Nuclear Pressure Vessels (Plans DESTROY 20 years after nuclesr vesgel is
} and Letter of Approval) deactivated. Transfor to FRC vhen mmlaar
[ o L vessel is deactivated. .
A®. Boiler Drawings (Plans and "MICROF?LM after veisel,hzz
Letters of Approval)" last veéssel of a class
been completed. DESTROY
microfilm after vessel or
[ last vessel of a class has f
! been officially listed as g
- lost, scrapped, destroyed “
or abandoned."
ﬁ. Pressure Vessels (Plans and DESTROY 5 years after last activity,
. .. . Letter of Approval)
J B, Welding and Nondestructive Maintain &t agemcy as an active vorking
. Examinatior Frocedures file. Destroy when inactive.
"% Electrical Equipment Listing DESTROY when cancelled from listing.
(CG-293) -
N fwm Affidavits for valves, fit- ESTROY 2 years after termination.
tings, flanges (Form CG-235A).
* . pw @. Manufacturers' Plan File (alpha- DESTROY 5 years after review date.
betical by manufacturer and
chronolojicai by date of plan
B review; consists of plan(s) of press-
' ure veagsels and piping system(s)
’ component(s).
M o, Affidavited Manufacturers Catalog D"STROY after 5 years or on receipt of
’ (CG~-190) new catalog. .
o ®. Unfired Pressure Vessel Data DESTROY 15 years after ‘
Report (Manufacturers' Certi- ‘ receipt from marine R
fication) CG-2936, inspection office (20 i
: years from date of - i
° approval)." —— 5
&8%8, Corresoondence of dimenzicns and DESTROY 5 years after initial submission OIHHE
degiga with builders aud naval archi- design if preject is canceélled. Merge with °
.~ec & for progoced ship building. cordercial vessel case file if project is

develqggd. See item 10, OIZSTROY with
related file,

- g
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Dageription of Records

41§, Antomated Commerclal Vessel Cas-
vaity File - Automated system contain-
ing data rclating to vessel casualties
as defined by 46 CFR 4,05.

486, Autcmated Vessel File. Autonated
systewn containing certain data elements
which appear on a vessel's Certificate
of Inspection.

Merchant Marine Technical Kecords

417. RESERVED. N

#8g. a, Equipment Approval (5x8 cards)

b. CGHQ-10030 fiimsy {advance
copy)

Hre, Ship Structure Committea records
containing minutes and agenda of meet-
ings, reports, correspondence 2nd ad-
ministraiive papers of joint interde-
partmental investigations and meetings.

Merchant Vessel Tanspection Records

L

420. Merchant Vessel Inspection Files.
Active certificates of Inspection Amend-
ments, Applications for waiver of navi-
gation laws and waiver orders and Divi-
sion Inspection records. Permits to
carry excursion party passenger ship

AU

RARLS.. ®.....F5825 1577

Updated annualiyv,

for life of Agency.

Tape maintained g4 sgency

Updated monthly. Tape maintained gy ggency
for iife of the Agency.

White cards: DESTR™Y on receipt of white
Tenewal or bluc terminatien card.

Blue cards: DISTRIY cn receipt of white re:s
statement card.

On receipt of anproval white card, transfer
to 5 year renewal suspeuse filc; DSIELY on
completion or renewal action. If approval
is terminated use flimsy to prepere ~lue
termination card; DESTKCY on completion
distrubution of blue card,

of

PERMANTNT, Transfer to FRC afrer 2 fiscal
years. Offer to KARS 20 ~° years aftet
event. (1 CFPY)

a. Maintain active records in
G-MVI CFA,
b. Tran‘sgf ﬂrn inactive records to
FRC wmlods vessel becomes inactive.
DESTROY one year after vessel is
lost, a&andoned,'destroyed or

* scrapped.
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Descrintion of Records

.

Safety Certificates, keport of Struct-
ural Failure on Inzpected Vessel, Re=-
port of Iguipment Tailure wn Taspected
Vessel, Cargo Ship safety Certificates,
Report of Traveling lnspectors and

related papers, letters reporting change

of stitus of vessels,

428, Peports of iHaterial Insﬁectlon
Forms CG- 23901,

422° Annual Summary Reports of
Material luospection, Form CG-2801,

423, Lists of merchant vessels under
construction or conversion, Form CG-
23014,

#2%., Lotter rzports of loss, thefi, or
transfier of custody to another office
of boiler sealiny plier dies.

425. C.-noalty voard czse f
to Investizate major marin
including pancrs suci 2 ot
ing to orzanization of “the
cezdiuzs, hearirng, decisions, and the
investizarive rencrt and thn Action of
tha National Transportation Safety
Boara {(NTS3), tozether with inquiries,
exhibits, plotegrapbhs and AD?P print-
outs,

#26. Casuzlty case files of investia-
ations of marine casualties including
personal injuries containing reports
of marine casvalties and records in-
cludiog tranceriptc of testimeony, in-
quiries, exhibits, photonraphe and.1DP
print-outs,

ST, Miscellaneous Vessel Cascalries,

Merchant Vessel “ersonnel fecords

{Custoudian of record copy ot history of

eadorscoents and shipment and discharge
of uerchant seaneuj}.

L SV \ PSS N

A,

IR e ST ... S

DESTERUY when

1

y

® O
Bithorized Disposition
BIR A gstorizes Dpossrion o

car old.

DESTRIY whén 17 yesrs old.

DESTROY when

! year old.

1 year old.

\ : .
> L
‘ ik
PR PR = <o

25 {577

&. Record copy of investigation report main-
tained at agency as active reference file

b. Case File-DESTROY 25 years after report
Transfer to FRC 1 year after
report is published.

is published.

t

Transfer to FRC when 5 years old.
when 10 years old.

DiESTROY when

All-§

5

y

[

ars old.

DESTROY

]
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$28. 4cumen's pmozennel jackets and Trancfer to I'.C 2 years after last
indeaxcn therare, dischav is aidded to jacket or eviieonce

of ueath is receividwhichever is sooner

DESTROY S0 years stiter last diecio: re
or evidencs ov desth is reccived, whichever
_ is sooner
43%. Orizinal Cord Records of licenses DESTROY 30 years &fter license expires.
issuel to marciant marice efficers con- Transfer to FRC 12 years after license
tainin date and place of bivth, cici- expires.
zeaship, tyvpe and <cvial opumber of 1li- .
ceust wnd vhevre and when igsued, sus-
pensfon, reveocation, restoration, re-
newal, notice of F:i ure in examination
and, record of endorszwment on license,

#3Q. Originzl of Shinping wticles con- DESTROY when 50 years old. Transfer to FR
taininy acresnente Delicen sounon aud vhen 3 years old. .
WASLErs hel o Lunoncics, o |

(@]

43}, Coast Suard Administroztive Lau PLESIAN T NY,  TranTev to FbC > yeors atrev
Judnes Decision 2nd Crders. final adwinistrative acticn, Offer to NARS 20
yYears after final administrative action(2CKFY)
432. deviie L osoioaan stvoognsion and —> Transfer ro ¥97 when 1 ,-ar old. DESTROY
revecat ion ~ppral riles. Record copy when 25 “ears old.

of traascripl of slurecidlliys atd ra-
lated corrcspendence,

433, Disciplinary record cards, Treasfer to geamzn's jacket u-en nacice of
ecath, (See item 28). wrwise roua Ir
deatlt, (See it 28 Gthorwi i

CFA.

434, Statist ty of marine DESTRIY when 10 years old,
investizsations, bearinge, shipment and
discharizs ccontaining rezerds of mer-
chant vessel versounel actions with
related sunmarics.

435, Locord cony of Harioaal appeal Transfer to ¥KI after Cownacdant
Bourd Securicy :fearing vire recocds, holder of dosuvu:int or applicant for ducu. oot
stemozraphic tap-s or noczs in all . that appeal is denied, DLSTROIYpg years
cases wi.ich bave reculied iu continaed after appeal is denied.

denial Yor lort Security Tavd or Mar-
iners Docu-ent,

436. “ortificave of Wischar-e to DESTRGY wicn infarmation is trancierred o
Merel ot Sonmen VCG-T71E

‘h) avd Records Certificate of S=aran’s Service {(C3-723),
. of an:; in Cortinumus Disclarse Book See itew 28,
((1" 7 -\la

A-ll-6

LY R S
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437. File folders (covering currently
documented Vessels) labeled with current
vessel name, filed alphabetically, and
containing documentation pertaining to

designation of home port and correspondence -

‘relating to the specific wvessel.

L38.

Files containing
hockvound matersal vied in

of nrocedures on documcntation
ing and reouild,
siiiyp, hemre
chane. n? S rViee uvse of

c docurents, coll-
nanalties.

~reperation

irelud-
owner-

port,

title aund
nd hail

an.d

Hoiid
mortzanin:,
Nins
;

: . s
i surpnee ob

agseassnen o

vesseis,

ection of Yeeg,
#39.

rmation concerning documentation.

&. Precedent files containing
unigue ceases apd specific legal de~’
eizions.

b. All others

G0, Original reports of Monthly
Documenvat on ~oaroninna,
LL1. Marine Documents (License, enroll-

ment and license, or Register) filed
numerically by official number and con-
taining a copy of the award of official
number, original of last surrendered

bome Yagsel focmpencation ooc @%&FE

General correspondence files concerning
requeats for procedures in effect and info-

Offer to EARS 30
...been removed from documentations. (3 CFEY)

MhdBE e b s e Aet e e P

®
Fr,q 22\3 &'i?

PERMARENT. Transfer to FRC 2 years
after vessel has been removed Prom
documentation. Offer to HARS 20
.years efter.removal from documentetion.
{3 .CFPY)

.

DESTROY when 10 years old or when
usefulness has been served whichever is
sooner.- : - -

Maintain at Headguarters as an active
working file. DESTBOY when inactive.

DESTROY whaen 2 years old.

DESTROY when 5 vyears old.

1

sfer to ¥YRC ¢ years atfc
removed from docunientat
years after vessel has

PoRMANENT, Traon
vessel has been

document and a copy of the current marine document.

¥42. Card incex of official numbers
awarded, showing history of vessel,
4u3, Card index of bhistory of veasscls

by name which have been wichdrewn from
Gocuvaentation.

Hazardous Materials Rocerds

and dirzotives

Reloo, rocglations
\ crogund ranere

consainine Do

PN e .
IS AVE SN U

rulos ans

in r;

Maintain§ at Headgquarters as an active!
working file. DESTROY when inactive.

Maintain at Headquarters as an active
working file. DESTROY when inactive.

DESTROY 30 years after publication. b

Transfer to ¥RC 10 years after publication.

£y
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HYF, Ciemical EZnpiveering {iles con- DESTRIY when administrative needs have been
faininy correspondence, venorts and met,

vilated cateriuls on zeneral policies

for transporting chesicals and ctlier

hazardous materials.

X 444, Certificaticus for dangerous DESTROY 10 years after expiration of
articles, as ships stores and supplies approval, .

including pertinent corresponderce,
“type" approval case files (CG-190).

447. Special exvuptions (letter of DESTROY 10 years afier permit is expired
exception) for explosives and other or revoked. Transfer to FRC when permits
dangerous articles including corres- expire or are revoked.

pondence {case file). .

488, Copy of Department of Trans~- DESTROY when expired or revoked,
portation Evewmptior with corcvrrence

by Coast Gusrd and relatved cerrespond-
ence.

HED 1089 458 goopseps

ey
o
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These records describe the operational responsibilities of the Coast Guard
as they relate to search and rescue, marine sciences, military readiness,
intelligence and communications activities.

Descxiption of Records

451, Records created by the Office of
Operations docu-
menting the organizational development
and administration of the Office of
Operations consisting of the following:

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Office of Operations.

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adoption cf policy or
management program .

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

‘ (b) Vhich are not forwarded
to or published by a higher autherity.

(2) Studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs.

4¢2. General administrative correspond-
ence, reports and related material
(excluding primary records) for the
various activities of operation.

482. Correspondence files of a routine
administrative or housekeeping nature.

484, Special programs project files
consisting of correspondence, re-
ports, etc. on administrative matters
such as budget, coordinating operation-
activities.

Authorized Disposition

PERMANENT,
5 years old.
20 years old.

Transfer to FRC when
Offer to NARS when
(.5CFPY)

DESTROY, 5 years after publication
of the study by higher authoritiy
or vhen usefulness nas been served
vhichever is later.

PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when
20 years old. (.S5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-

ever is later.
/s

DESTROY when 10 years old.

DESTROY when 3 years old.

DESTROY record material from case
files when 3years old.

AR 29 1977

_a A



Description of Records

4£¢6.  Annual Inventory of Operational
statistical report of Cutters , Boats
and A/C.

V7. jpecénvap

#5?‘ BESELIER

¢5¢. Operating Plans with Change Orders

#EG. Longterm impact or policy studies
with related material pertaining to
operational plans.

égjhorized Disposition

PERMANENT. Transfer to FRC when
10 years old. Offer to HARS
when 20 years old. (1 CFPY)

DESTROY when 20 years old. Transfer
to FRC when 5 years old.

DESTROY when 30 years old. Transfer
to FRC when 12 years old. (1CFPY)

4090 O3 AR 25 1077



4Ei.

462.

464

i

@ég
466

i

¥ E9.

Description of Records

Intelligence Records

Intelligence files (personnel-
type folders consisting of various
intelligence data including corre-
spondence, reports of investigations
on military and civilian personnel,
(merchant seaman and waterfront work-
ers previously sent to FRC)pursuant
to EO 10173 and 10450 with alpha-
betical index thereto.

Operational intelligence case
files containing correspondence, re-
ports and collected intelligence in-
formation pertaining to law enforce-
ment, foreign fishing vessels, merchant

‘marine vessels, Coast Guard sea

patrols and general intelligence

‘activities within the Coast Guard,

46S.

Index cards showing approval

~and/or disapproval of applications
"for Port Security Cards maintained
as central control.

Records of Port Security Cards'
issued (CG-3177).

: Communications Records

Communications Summary.

Inventories, reports such as
transfer and destruction reports and
related papers on registered publica-
tions used as controls over security
of classified records held throughout
the Coast Guard.

Communication Center copy of
messages sent and received.

® _
FEB 25 87

@% a %? Authorized Disposition

DESTROY 20 years from date of trans-
fer to FRC. Transfer to FRC 1 year
after date of last action. Trans-
fer will be held in abeyance for any
individuals still on active duty in
the Coast Guard.

PERMANENT. Transfer to FRC ywhen 3
years og_d,Offer to HARS gbest” 15 years
old (2CFPY)

DESTROY superseded cards 10 years
from date of issue,

DESTROY 10 years from date of
issue/denial.

DESTROY when 2 years old.

DESTROY in accordance with effective
editions of CMS-4.

DESTROY when 6 months old.

| |
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488@. Flag Plot duty officers 1ogs ‘of
daily operations.

45@. Correspondence files containing
inquiries from congressional and civ-
ilian personnel about current opera-
tional activities.

4#86. Copies of Inten ational Civil Avia-
tion Organization files (ICAO) con-
sisting of manuals published by the
organization, preparation for meetings,

. records of significant meetirigs, etc. .

@?? Copies of meetings of Interagency
roup for International Aviation(IMCO).

-

@@3! Copies of Intergovernmental Maritime
. Consultative Organization (IMCO) SAR
documents and correspondence.

&/68. Master files gf Interagency
ommittee on Search and Rescue (ICSAR)
Meetings, Establishment and Membership.

4#%. Flag Plot Search and rescue case
. files consisting of correspondence and
reports on specific cases which have
‘been retained for their importance for

"historical reasons or otherwise.

Y-

Message Situation Report Files.

~ Assistance Reports. (CG-3272)

196

et L

°
FEB 25

Authorized Dlsp051t10n

PERMANENT., Transfer to FRC when

b year old. Offer to NARS when
20 years old. (.5 CFPY)

DESTROY when 10 years old. Transfer

to FRC when 2 years old.

DESTROY as superseded.

DESTROY when 2 years old, after re-
moval of items of historic value.
(CG policy input)

DESTROY when 5 years old, after re-
moval of items of historic value. '
(CG policy input)

PERMANENT. Transfer to FRC when
15 years old. Offer to HARS
when 20, years old. (.5CFPY)

PERMANENT. Transfer to FRC when
3 years old. Offer EARS
when 20 years old. (.5CFPY)

)
DESTROY when 2 years old. Remove
those to be filed with SAR case
files,
DESTROY when 10 years old. Transfer
to FRC when 1 year old.

MAR 25 1977



Description of Records

Aviation Records (SAR) @@&FY

%9. Aircraft records concerning status,
assignments, overhzuls,; IRAN and
deployment. T

%?@. Copies of Aircraft accident and
incident reports submitted in accord-
ance with CG-405.

#%9. Aircraft disposal documents and
attached history card.

48@. Aircraft Inventory Reports.

4&L. Semi-annual Pilot and
Qualification Reports.

45%. Executive Flight Schedules.

#Q@. Executive Flight Requests and
Hassehger Manifests.

S Surface Facilities Records (SAR)

484. SAR Cutter files consisting of
.action documents giving brief operat-
ional and biographical history of
each ship with information on building,
acquisition, commissioning, alter-

" ations, movements and actions.

4#88. Shore SAR units, Group offices
and facilities files with copies of
correspéndence, pictures and related
materials on the operation of each
SAR unit or Group office from
establishment to disestablishment.

488. Small boat case files containing
construction and alteration records
for small boats used by Coast Guard.

498%. Files containing correspondence -
" with districts and units on use and
allowances of small bcats.

i

o0 FEB 25 1577

Authorized Disposition

DESTROY 3 years after aircraft
leaves CG control.

DESTROY when 3 years old.

DESTROY when 7 years old.

DESTROY when 20 years old. Transfer
to FRC when 10 years old.

DESTROY when 3 years - old.

DESTROY when 3 months old.

DESTROY when 3 months old.

PERMANENT, Transfer to FRC when
vessel leave CG control. Offer to
EKARS 5 years after vessel leaves CG
control. (2 CFF¥)

PERMANENT. Transfer to FRC when
2 years old. Offer to EARS
when 20 years old. (.2CFPY)

DESTROY 3 years after boat leaveé
Coast Guard control.’

DESTROY when 3 years old.

o | A-l2-¢



Description of Re‘zds. u%{ﬁ}\% i i‘ori%i Diif-)gs%tr?f;ﬁ 5{?7

»» High Endurance Cutter Ship records
id characteristics cards documenting
;atus and movement. DS

'« Enforcement of Laws and Treaties
icident report and Data report.

t Military Readiness Records

{. Periodic inventory, status, train-
ig and competition report concerning
rdinance and munitions (including loss
'), weapons systems, unit training

id achievement and similar reports

1 readiness training. Reports of
reakage or loss of radiac sets and/

: operational test sources.

3. Reports on mobilization of re-
ired regular and reserve personnel.

)@ Summaries of Gunnery and ASW
raining Exercises.

% Monthly summaries of operations
1 Vietnam.

. Ice Operations

H

#& Ships, files ( Icebreakers) as
32 ELT section above.

z

38 Icebreaker Cruise Reports.

84§ Icebreaking Report.

56 rety S0 Guosdocd)

POSAL
APPROVED

B RMAMEN T e Er
o -

: ro-years

PERMANANT. Transfer to FRC 25 years
after date of report. Offer to
RARS 2830 years after date of
report. (1CFPY)

sc 4-13-7¢

DESTRQY when 3 years old.

DESTROY when. 2 years old.
DESTROY when 5 years old.

Transfer to FRC when
Offer to HARS

PERMANENT .
5 years old.
when 20 years old.

PERMANENT, Transfer to FRC when ship
is no longer a CG facility. Offer to
HARS 10 yvears after transfer to
FRC. (1iCFPY)

PERMANENT. Transfer to FRC when ship
is no longer a CG facility. Offér to
KARS 10 years after transfer to
FRC. (1CPPY)

DESTROY when 5 years old.
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Description of Recoxrds

Marine Sciences Records

488. Reports of oceanographic opera=-
tions and statutory patrol (includes
International Ice Patrol Bulletins and
CG Oceanographic Repocrts).

489.

"49F 1International Civil Aviation
Organization forms and reports.

H4@}. CG originated operations plans
and orders for all special patrols
and operations.

Marine Science Cogni:zance Report.

+ Non-CG originated plans and
orders for all special patrols and
operations. :

4¢3. Ship files (oceanographic) docu-
menting construction, acquisition, com~-
missioning, alteration, movements and
other actions.

y Enforcement of Laws and Treaties

4494 High Endurince Cutter Ship allowance
files containing requests, authorization
and related papers on equipment allow-
‘ances for housekeeping and operational
" needs

%%?51 High Endurénce Cutter Ship allowance
nemorandums, lists to individual ships
and listings issued to entire Service
relating to approved equipment allow-
ances for various types of ships.,

e

@ FEB 25 1977

Authorized Disposition

DRAFT

PERMANENT. Transfer to FRC 20 years

after date of report. Offer to HARS

20 years after date of report.(1CFPY)
}

DESTROY when 3 years old.,

DESTROY when 5 years old.

PERMANENT. Transfer to FRC when 5
years old. Offer to NARS when 10
years old. (1 CFPY)

DESTROY when 5 years old.

PERMANENT. Transfer to FRC when ship
is no longer a CG facility. v~
Offer to FHARS 10 years after

transfer to FRC (1CFPY)

DESTROY when 10.years old.

DESTROY 6 months after obsolete or
superseded.

X o A-l2-C
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SECTION .13 MARINE ENVIRONMENT AND SYSTEMS RECORDS

These records relate to the management and coordination of marine envirommental
protection, port safety and law enforcement, aids to navigation and bridge ad-

ministration activities.

Description of Records

511, Records created by the Office of
“Marine Environment and Systems docu-
menting the organizational development

and administration of the 0ffice of
marine Enviroment and Systems consisting
of the following:

e. Official record copy of each

directive/publication issued by the
office with significant background
material.

the Off{ice of Marine Enviroment and Systems,

-

b. Studies/Surveys conducted by

I

-~

(1) sStudies/Surveys vhich resulted

in Coast Guard wide adoption of policy or
management program : ’

(a) Vhich are forwarded to

higher authority and are included in a
formal publication by the higher authority.

(b) Vhich are not forwarded

{0 or published by a higher authcrity.

(2) Studies/Surveys which did not

result in Coast Guard wide adoption of
policy or managementi prograws.

S/2. General administrative corres-

pondence files (excluding primary
records abtove) from various activities
of marine environmental protection and
ports and waterways activities.

&423. Correspondence files of a routine

administrative or housekeeping nature.

S/1Y. Reports, summaries and routine

correspondence from other agencies

- AR U PPV

Authorized Disposition

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.S5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or when usefulness has been served
vhichever is later.

PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or vhen
usefulness has been served, which-
ever is later.

DESTROY when 3 years old.

DESTROY when 3 years old.

DESTROY when 2 years old.. . -
MAR U5 1077



5)5. Message reports of vessel movement. DESTROY when 6 months old.

S/ 6. Aids to navigation master 'files
consisting of epplications and
i suthorities granted to them by the
Commandent with supporting papers,
cherts and photogrophs for esteb-
lishment, change or discontimuance
of aids to mavigetion.

y ) awb Mmino” 3
§;I'/ ,rf"i) é. M&JorAAidz PRRMARENT. Tranafer to FRC vwhen -20
- ,}k"jﬂ : yeers old. Offer to EARS when 20
;Lm‘ yeers old (1 CFPY).

: m t WA .Zf.'t_‘ ARG

S17. DMAHC Notices to Mariners concern- DESTROY when 10 years old.
ing changes to aids to navigation.

S18. 1local Notices to Mariners concern- DESTROY when 5 .years old.
ing changes in aids to navigation o
forwvarded from CG Districts.

/\;11\—-—-)/1
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Description of Records

S19. Monthly reports furnishing tech-

S20.

Sat.

nical data, etc. on loran stations
and compilations.

fonthly compiletions of reports
on loran stations.
E,H,:‘;-( Coples oy )

Light lists of aids to naviga-
tion; bound copy.

522. Light lists of aids to naviga-

[
LSQ,S .
Violations.

tion, loose-leaf master light list
with sources of information for
correction.

Copies of reports of International
Marine Pollution Prevention Convention

. ‘ T

Authorized Disposition

DESTROY when 1 year old. £Ep 98 1477

DESTROY when 1 year old.
DESTROY when 25 years old.

PERMANENT. Transfer to FRC when
15 years old. Offer to HARS vhen
25" years old. (2 CFPY)

Y

DESTROY when 3 years old.

$2Y. Permits for bridges across navi-
gable waters (case files).

§2§. Drawbridge operation regulations-

(case files).

i
|
§26. Obstructive Bridge (case files).

£2%. Deepwater Port License Applica-
tions.

$28. Deepwater Port Licenses.

$49. Copies of American Bureau of

Shipping Classification for Single
Point Moorings at Deepwater Ports.

$36. Proof of Bonding for Removal of
Deepwater Port Components.

S@L. Deepwater Port Environmental
Impact Statement.

S22 Annual report to Congress on
Deepwater Port Act.

PERMANENT. Transfer to FRC 1 year safter
completion of the project. Offer to HARS
10 years after completion of project (3CFPY)

Destroy 2 years after bridge is made a
"tixed bridge' or bridge 1s removed from
waterway. Travster to FRC when 5 years

T old.

DESTROY 2 years alter bridge is removed
from the waterway. Transier to FRC 10
years atter alteration.

PERMANENT. Transfer to FRC 1 year after
termination of license. Offer to HARSS year:
after termination of license (1 CFPY)
PERMANENT. Transfer to FRC 1 year

after termination of license. Offer to

HARS 5 years after termination (1/10 CFFY)
DESTROY 3 years after port license

is terminated.

DESTROY after port components removed.
DESTROY 3 years after termination

of license.

PERMANENT. Transfer to FRC whén
5 years old. (1/20 CFPY) Offer to EARS
when 20 ysars old.
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Description of Records _ Authorized Disposi® IR 25 @977
J33. Report of Deepwater Port 0il DESTROY when 3 years old.
Throughput.
S8%. Report of Deepwater Port Casualty DESTROY when 5 years old.

or Accident

$35. Report of Sabotage or Subversive DESTROY when 5 years old.
Activity at a Deepwater Port.

,5"36 Letters cf Personnel Qualifications  DESTROY 3 years after termination

for Deepwater Ports. of employment.
m. Deepwater Port Operations Manusl. PERMANENT. Transfer to FRC 1 year after
S port license terminated. Offer to HARS
SBEwer 540 fesctvss 5 years after termination. (1CFPY)

A-13-3



et e s e e -
U R S J \ e
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The records described'in this section'?%‘gie %

¢ th 0 the planning and administration of
personnel programs for military (Coast Guard and Coast Guard Reserve) and civilian

p?rﬁonnel; The items are grouped as follows: Military Personnel Records (General)-
M%l%t?ry Training and Education Records - Military Personnel Services Records -
Civilian Personnel Records) - Military Recruitment Records.

PS4

FEB 25 1977

Description of Records Authorized Disposition

M -

L

541, Records created by the Office of

.+ _ Persommel docu- ‘
menting the organizational development
and administration of the Office of

i Persormel consisting of the
following: :

PERMANKENT, Transfer to FRC when
5 years old. Offer to WNARS when
20 years old. (.5CFPY)

a. Official record copy of each
directive/publication issued by the
office with siguificant background
material.

b. Studies/Surveys conducted by
the Office of Military Personnel.

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program ’

+
~ -

(a) Which are forwarded to
higher authority and arz included in a
formal publication by the higher authority.

(b) Vhich are not forwarded
to or published by o higher autherity.

(2) studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs.

$424. General administrative correspondence
(excluding primary records above), covering
personnel administrative activities.

S43. Routing correspondence of an admin-
istrative or housekeeping nature.

‘5g$" Studies, estimaties, reports and
related material on the adminsstration of
funds.

DESTROY, & years after publication
of the study by higher authority
or vhen usefulness has been served
whichever is later.

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.5CFFY)

PESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY wher 10 years old.
'

DESTROY when 3 years old. .

DESTROY when 10 years old.

AR & w. bl i
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Neanription of Records

&yﬁﬁ Proceedings of officer personnel boards
for promotion/demotion with related papers.
(Selection Boards Investigetions)

Jﬁ?6. Records pertaining to the administration
of the Permanent Uniform Board and main-
tenance of Regulations.

S47. Military personnel service records
including medical folders and fitness report
folders, service record cards. '

S%¥8. Personnel rosters showing location and
status of personnel at Coast Guard units.

a. PMIS source documents and roster
created subsequent to 1 October 1974

F49.
S50 Identification cards for military

personnel and dependents with related
- Application Froms (CG-4Cll and DD 1172),

Service number index logs and registers.

A R I o . g 155
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frihovized Nismneition

PERMANENT.
years old.

Transfer to FRC when 10
Offer to NARS when 20

years old. (§ CFPY)

PERMANENT. Transfer to FRC when 10
years old. Offer to NARSwhen 20
years old. (5 CFPY)

Transfer to NPRC (MPR)

St. Louis 3 to 6 months after dis-
charge, death or retirement. - r

DESTROY- Transfer to FRC 1 year after :
daete. DESTEOY S yesrs efter run
date. é!ii%%%!?

Maintain at agency as an active work
file. Destroy when inactive.
DESTROY ‘"turned-in" ID cards upon
issue of new card. File Forms DD-
1172 in military personnel files
and dependents' case file.
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5@1 Record of Identification Cards @%&g?
Iseued (CG-3133) (Military).

£82. Original eligibility lists and
authorizations for advancement in rating

and proficiency pay.

S33.

n‘\.Q

DESTROY when 6 years old.
DESTROY when 25 years old.

: : Transfer
to FRC when 5 years old
Servicewide examination results DESTROY when 25 years old. Transfer
with supporting documentation for career to FRC when 5 years old
advancement.
DESTROY of CG Reserve (inactive)
results when 2 years old
$E4. Listings and related material on DESTROY when 3 yeérs old.
approved personnel retirement.
$5%. Enlisted Transfer Orders issued by DESTROY when 5 years old or earlier
' Headquarters. if needs have been met.
S86. oOfficer Summary Records (CGHQ-
4255) on individual officers.
S37.

Records and related corresyondence

DESTROY when member 1is removed from
active duty.
relative to the Reserve Awards Programs.

Sg8.

DESTROY when 5 years old
Correspondence documenting personnel

action on appointment, promotion,
ment etc

DESTROY when 5 years old.
retire-

Training and Education Records

S&9.

Training and course materials related
materials (case files) including Volunteer

Training Unit and Aviation Traiming records
S60.

'Jé}.

DESTROY when 5 years old

Requests for end-of-course examination

DESTROY when 1 year old
School and training files containing
correspondence, reports and related papers

on CG and Navy schools, the Institute,
training aids and courses.

Séa.

DESTROY when 5 years old.

Individual applications for post-

graduate, petty officer and other refresher
or short courses.

S63.

Transfer to
Reccrds of Boards of Visitors to the
Coast Guard Academy.

service record on non-selection
or completion of training
PERMANENT, Offer to RARS when
20 years 0ld 1/10 CFPY)
@i@: Records of CG Advisory Committee to
the Academy consisting of minutes

PERMANENT
i )

correspondence, reports, lists of personnel

Aarnd valarad marardiala

Offer to HARS when
20 years old. (1/10 CFPY)
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Description of Records éj}’ Authorized Disp05i§§;nij'J tof f
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JféS: Officer Educational Record (CG-4082).

File original in service
record.

DESTROY office copy when 2 years old.

¢

Jéé Requests for Procurement of materials
and services for officer and enlisted
training and procurement. ’

DESTROY after 2 years for off-duty
training; 5 years for full time r
resident training; 3 years for pe
personnel procurement requirements.

g§¥§?. Conformed copies of Navy PostGraduate

DESTROY after 3 years if utilized
School Contracts.

by CG; end of FY for others.

J§é%%. SF-1080 copies with supporting , DESTROY when 3 years old.
papers covering reimbursements for
all types of aviation training.

4ﬁ§§i Cbpies of requests for reimbursement DESTROY when 3 years old.
for monies expended for required tests,

copies of University invoices for books
and supplies, approval correspondence, etc.

Military Personnel Services Records

|

i,

 &170 _ L
RESERVED i

S%). Claims files of correspondence and
related papers pertaining to decedent affairs

of deceased military and former Lighthouse
Service personnel.

DESTROY 5 years after death of
member or death of survivor receiving
Retired Serviceman's Family Annuity.

,é;?ﬂb Claims files of correspondence and
related papers on military personnel

DESTRQOY 5 years after date of claim.
rembursement claims.,

. Card file containing summaries DESTROY when disestablished.
of claims processed by the office.

.54, Agenda and minutes and general PERMANENT.

Retain at HQ. Offer to
documentation of CG Board of Awards.

NARS when 20 years old. (5 CFPY)

§95. Case files of copies of individual DESTROY upun seperation from CG or
citation and awards, actions by Board CGR, '
of Awards and the Commandant;
general documentation information.

g86. Register of recipient of Lifesaving PERMANENT, Offer to NARS whem?20
Medals.

years old. {1l CFPY)
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§%7. Case files on approved plans, policies,
programs, projects and procedures concerning
military discipline including clemency,
mental incompetency appointment of trustee/
guardian, and remission of indebtedness.

§4%8. Interagency agreement and case files
on approved plans, policies, programs and
procedures concerning dependents' identifica-
tion cards, recreation and morals, movies
and inter-service sports competion.
S L,;a{':_!‘(_': .1:”_‘ ~
§%9. Case,’subject, planning and control
and legislative history files on military
and civilian personnel security boards,

programs, policies and procedures.

4?&&. Significant and substantive information
in individual civilian and military personnel
security files.

S&1. Atomic Energy Commission Clearance
Record Cards.

§ 8% case, subject, planning and control
files on approved family hcusing projects
with correspondence and memorandums con-
cerning the program, other than items
contained in item 1 of this section.

Military Recruitment Records

583. Officer candidate file containing
copies of application in the appointment
in the Coast Guard, interview reports,

medical examination reports and related

C N KX
Description of Records %%ﬁ?? . Authorized DispoEE:Pbrgs 197?:

DESTROY when disestablished.

DESTROY 5 years after disestablished

DESTROY 20 years after obsolescence.
Transfer to FRC § years after
obsoleacence.

DESTROY 5 years after termination

of employment or retirement except
DISPOSE @f investigating and non-
significant information in accordance
with DOT Order 1630.2.

DESTROY 1 year after termination of
clearance.

DESTROY at Headquarters when 20
years old.

a. Selected Applicants-File in
Official Personnel Folder.

b. Non Selécted Applicants-Destroy

papers. 6 months after deadlines date
for class which applicant is
made. 1
584. Direct Commission Programs, Application !
Files containing copies of applicantion for appoint- a. Selected Applicants-File in
ment in the Coast Guard, interview reports and related Official Personnel Folders
papers. '
b. Non Selected Applicants-
Destroy 1 year from date of
board by which considered.
5"

Used examinations and ansuer

R e
shaets with gqualificaticon tesis.

TEATRAY by burnins or chredding uvhon
LA

- T
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Déscription of Records

596 Correspondence files with the
public on officer procurement
programs.

S General information files on
recruiting and enlistment.

4536 Periodic reports of enlistments
received from districts.

s8¢q Reports and forms used by examiners
in accounting for examination books or
certifying that examinations were given

in accordance with instructions. .

580 RESERVED

. . - P . . s )
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Authorized Disposition

DESTROY when 1 year old.

DESTROY. when. 2 years old.

DESTROY when.3 years old.:

DESTROY. when 3 years old.
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SECTION 35 MARINE SAFETY COUNCIL

These records relate to the Coast Guard regulatory system, administered
by the Marine Safety Council, and include jtems of a public and non-

public nature.

Description of. Records

591. .Records created by the =
Marine Safety vouncil docu~
menting the organizational dcvelopmcnt

and administration of the .
Marine Safety Council consisting of
the following:

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Office of Marine Safety Council

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adopt:on of policy oxr
managenﬁnt prosram .

<

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(b) Vhich are not forwarded
to oxr published by a higher zuthority.

(2) sStudies/Surveys which did not
result in Coast Guard wide adootion of
policy or management prograus.

J92. General administrative corres-
pondence, reports and related material
(excluding primary records).

S¥2. Record material of a routine
administrative or housekeeping
nature.

\

Authorized Disposition

PERIMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.S5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness has been served
whichever is later.

PERMANENT, Transfer to FRC when

5 years old. Offer to WNARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY when- 3 years old.

DESTROY when 1 year old.

MAR 02K 4077
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‘5‘73# * f{jﬁ‘sﬁt%égﬁlations and directives
files with background material used
in preparation of rules and reg-
ulations published in the Federal
Register and/or CG issuances.

S75. Records and transcripts of public
hearings held by Marine Safety Council
and written comments received con-
cerning proposed regulations.

¢. Records of meeting of Marine
Safety Council.

597. Records of Marine Safety

Council Advisory Committee con-
sisting of decision-making cor-
respondence, Committee Agenda &
Minutes of meetings

S98. Printers' copy, galleys and
page proofs of CG marine safety
publications.

S8R c64v 680 Resonsey

-

Aets-l & C

Anthorizrd Disn~s®tion
DESTROY when 20 years o0ld. Transfer
vhen 5 years old.

PERMANENT.

Transfer to FRC when 5 years old.
Offer to EARS when .20 years
old. (1.5 CFPY)

PERMANENT. Transfer to FRC when

5 years old. Offer to EARS when
2.0 Yepiet (AR,
PERMANENT. Transfer to FRC when

3 years old. Officer to NARS when
20 years old. (2 CFPY)

DESTROY at time of next revision
of publication or when declared
obsolete.

o
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- Civilien Yorsonnel Records
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SECTION 16

5’53 25 "’}";?

Coast Cuard civilian personnel records relate to the su

pervision ove
and manegement of Pederal Civilian Employees. This Schedule cover;mr
the disposition of all official bersonnel - folders of civilian employees

P X L

end all otper record relating
DESCRIPTIOR OF RECORDS

601, '

RESERVED

602. Correspondence and subject
files relating to the administra-
tion and operation of personnel

~ functions et District eoffices
er Headquarters units level.

60 3. Correspondence, reports emd
related matoricl om eivilian traine
ing ond service awaxds Progrems.

60k, Individual employee files om

training.

605. Certificate f£iles (requests
for certificates and certificeates
of eligibles).

£06. Totification of persounnel
actions-Journal.

‘ “507'. Health improvement and health
benefits programs and reports.

608. Personnel folders excluding
(&) folders or groups of folders
selected by the Fational Archives;
(b) folders covering pericds of
employment terminated prior to
Jemuary 1, 1921; end (c) papers
on the left or the so-called -
"temporary" side of the folder,

_which are euthorized for disposal

© by ‘Generel Records Schedule 1,

item 10.

to civilian personnel.

"~ AUTFORIZED DISFOSITION

DESTHOY wien 3 years old.

N

DESTROY when 3 years old. -

DESTROY 2 years after completion

DESTROY aftter inspection require-
ments (by Civil Service Commission
or Coast Guard) have been met.

DESTROY when 3 yrars old or efter
inspection requirements heve been met.

L.
DESTROY when 3 years old.

(a) See Chapter 293, Subchepter
2, Federal Personnel Mamual for
instructions relating to folders
of employees transferred to
enother agency. (b) Transfer
folders of separated employees
t¢ inactive file on separation
in accordance with the Federal
Personnel Manual, transfer
folder to FPRC, {CFR), St. Louis,
Hissouri, 30 days after separation.

(comr)

e o oo 77
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DESCRIFTIOR OF RECORDS

608. Service Record Card (Stendard
Form T or its equivalent)

a. Cards for employees separated.
or transferred on or before
December 31, 1947.

b. ;Curds for employees separated
or tranaferred on or after

Jenuery 1, 1o48.

610. Correspondence, letiers, and
telegrans offering sppointments to
potential employees. -

64L. Certificate flles, consisting
of:
&. Requests for certificaties
of eligibles.

b. Certificates of eligibles.
612. Euployee record cards used for

informational purposes cutside per-
gomnel offices (such a&s SF T=i).

ORISR VPSR R SOOI PO PR IRFE SEMPYRIR (P QST IORPRR' USSR S
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FEB 25 1977

AUTEDRIZED DISEOSITION

(t) (CORT) DESTROY 75 years after
birth of employee or 60 years
after date of earliest document

in the folder if date of birth
cannot be ascertained, provided
employee has been separated or

- retired for st least 5 years.

Trensfer to. FPRC, (CPR), St.
Louis, Missouri.

DESTROY 3 years after year of
employee's separation or transfer
to another agency.

{(a) If appointment is accepted;

- destroy immediately.

(b) If eppointment is declined:

(1) Return to Civil Service
Commission with reply end epplication,
4if neme wves received from certificate
of eligibles;

(2) Pile inside application, if
offered &5 & result of applica-

t¥ion for temporery or excepted
eppointiment and dispose of in
eccordance with provisions in

item 15; (3) All others; dispose
izmediately. T

DESTROY 2 years after date of
cergificates.

DESTROY 2 years after date of
certificates.

DESTROY or trensfer to another
egency or bureau or on separation

of employse. -

A-16 -2
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DESCRIPTION OF RECORDS

€613, Position descriptions.

614, Employee interview recoxis.

-

615. Duplicate case files of
performance rating bhoards
of review, coples of which
have been forwvarded to the
Civil Service Commission.

616. All copies of correspondence
end forms maintained as
temporary records on the
left side of the Official
Personnel Folder in accordance
vith the Federsal Personnel Menual,
Chapter 293, &nd Supplement 293-31.

617. Position identifecation strips,
used in service control file (such
as Standard Form T) to provide
sumnary data on each position
occupied.

618. Incentive avards cese files.

619. Reports perteining to the
incentive awards program.

620. Fotificeations of personnel

action; exclusive of those in
Officis) Personnel Folders.

&. Chrenclogical file copies,
Aﬂ!&w&&n’*ﬁ:&g a :-.‘1-{3@ Efs “'\bf‘i

b. All other copies.

_ DRAFT.
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RIZED DISROSITION

DESTROY ore copy 5 years

after position iz abo &shed or
deseription is superseded;

(b) DESTROY other copiies when
position is sbolished descrip-
tion iz supsracded,

Flace in imactive file on transfier
or separction of employce end
gtart. & .row iunactive filla every

6 months ;. DESTROT insctive file

6 months efter it iz closed. If
filmg arrangement differs froa
that suggesied herein, BESTROY
roeprds 6 months sfter tremsfer
or separation of employee.

DESTROY 1 year after completion of. case.

DESTROY. on’ transfer to enother
egency (except in & transfer of
functions), separation of the

employee, or woen 1 year old
providing purpose has been served.

DESTROY vwhen position is cenceled
or new strip is prepared.

After closing case transfer to
inzetive cloged file and destroy
2 years after closing.

DESTROY vhen 3 years old.

DESTENY when 2 years old.

DESTROY when 1 year old.

[ - «_dl- T e B et e e it 2 s Tt T T s e o e e - Y- Y. 9.4
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DESCRIPTION OF RECORDS

£21. Applicetions for employment

and related papers, excluding
(a) records relating to sppointments

end requiring Senatorial confirmetion,

end (b) applications resultiig in
eppointment £iled in the Officiald
Personnel Folder (covered dn item
1 of thie schedule),

/
622, Statistical reports in the

operating personnel office.

623, Correspondence arnd forms in

cperating persommel offices

relating to individual employees

rot malntained in Official Personnpel
Folders end not provided for else-
where in this schedule,

a. Correspondence and foixms

relating to pending personnel
actions.

b. Retention registers (including
card f£iles and related papers)
from vhich reduction-in=force
ections have been' teken.

c. Retention registers (including
card Piles and related papers)
£rom vhich po reduction=in-force
actions have been tazken

d. All other correspondence forms.

624, Copies of document duplicated

in Official Personnel Foldexs and
not provided for elsevhere in this

_ schedule.

625, Records releting to individual

employee operation of Governmsnte
owned wvehicles, including driver
teste, euthorizetion to use, safe
riving owvards, end reiomot ..
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AUTHORIZED DISPOSITIOR

DESTRGY upon recipt of
Cosst CGuard report of

ravisey

inspection or vhen 2 years old,

vhichever is earlier, providing
the requirements of Chapter 333,
Section A=k of the Federal
Personnsl Msoual are observed,

DESTROY. vhen 3 yesrs old or after next
progrem. review wiichever is later,

DESTROY when action is completed.

DESTROY Vflén 2 years old.

DESTROY when superseded.

DESTROY € months after file

i8 clos

ed or 6 months after date

of document

DESTROY 6 months efter file

is clos

ed

DESTROY 3 years after separation

of employee Oor 3 years efter

after rescission of authorization
to omerete CGovermment-owned vehicle,
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26. Rccords crssted in xeceipt

and processing of compledirnts of
discrimination by ezployees or
epplicants for employment with
Federsl Civil Service.

8. Offieial Equsl Eaployment
Opportunity Cese Files, as
deseribed by 5 CFR Tl3.222:

1) vhen case is resolved
within agency or origin

DESTROY 4 yeurs after final
£inal adjustment.

2) ¥hen case is resolved
by U.S. Civil Serxrvice
Commission; or & U.S. Court;

The offliclal case flle

is retained by USCSC accoxrding
to their records control
sckheduie,

b. * A1l other copies of EED
complaint case files or duplicates
of documents pertaining to case files
vhich are included in files retained
under Item 26(a) sbove;

DESTROY 1 year after final
adjustment.

c¢. All background documents
perteining to the case but not
included in case files retained
under Item 26(a) above;

DESTROY 3 years after final
ed justment.

627. Position Management
Studies. DESTROY when 5 years old.
628. Inspection Reports of

Position Management.

€29. Position Classification
Appeals. :

DESTROY when 5 years old.

DESTROY 5 years after position
is abolished. Transfer to FRC
3 years after close of case.

RSV -

e

N-16-5


http:pertain:l.ng

