REQUEST FOR RECORD: _+SPOSITION AUTHORITY T LEAVE BLANK
(See Instructions on reverse) JOB NO

NC1 - 26-76-2

TO: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 OATE RECENED —
1. FROM (AGENCY OR ESTABLISHMENT) JUN 3 ]9’“3
DEPARTMENT OF TRANSPORTATION NOTIFICATION TO AGENCY
2. MAJOR SUBDIISION In accordance with th 44 U.S C. 33032 the disposal
n accordance with the provisions o SC. a the disposal re
U. S. COAST GUARD quest, sncluding amendments, 15 approved except for items that may
3. MINOR SUBDIVISION be stamped “disposal not approved” or “withdrawn” in column 10

U, S. COAST GUARD HEADQUARTERS

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT
b-21-77
Mr. Jim Doran 42 6-2365 Date 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. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE
8 JUN 1976 6 (g ———
B. JORDAN,/ CAPT, USCG Chief, Management Analysis Division
9
\ 8. DESCRIPTION OF ITEM - 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SﬁggLESOR 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

~z oo |

15.107 STANDARD FORM 115

1
- éﬂ L/ 57 Revised April, 1975
7 Prescribed by General Services
Administration
W FPMR (41 CFR) 101-11.4
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COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO. 1

INTRODUCTION

-
->

1, T'unction of the Records Control Schedule. The records described in this
Schedule inciude 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 3e(6)
4% 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 dcc-
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, n\whmh case the Federzal
Records Center will obtain Coast Guard concurrences prior to destruction of
the records. -

21 é¢. The record copy of any pubhcatmn (Instructlon N0t1ce Manual etc.)
which documents the organization, functions, policies, decisions and pro-
cedures of the Coast Guard shall be ma1nta1ned 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. -

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 d1sposa1 of any record
before the retention period has expired is unlawful,

€. ¢#. The disposal instructions for the records described herein assume
that all operating reguiremeats b2ve boon compiled with i, e., posting or
entries have been made, originels have been proiccied as indicatod L, T O
priate operating instructions and no obvious errors have been made in filin ng

permanent or leng retention records with records of temporary value,
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COAST GUARD COMPREHEM&E’ECONTROL SCHEDULE NO. 1FEB 2.0 ol

SECTION 7, 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

sections 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 1l of this schedule.

a. Studies/Surveys

(1) Management 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.

(a) Final Repors PSRMANENT. Transfer to FRC 5 years
after publication of the Final Report. ’
Offer to NARS when 20 years oid.({|CcF®Y)

(v) 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 admindstrative 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 pertaining to
relations with Congress concerning sub-
stantive Coast Guard Programs.
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DRAFT

Description of Records

b. All other Congressional corr-
espondence and extra copies of
documents listed in a. above.

Coast Guard Budget Files

a. Budget estimates with in?erna%
justification relating to the financial
requirements of the Coast Guard.

b. Work papers, cost statments
and rough data accumulated in prep-
eration of annual budget estimates.

c. Apportionment and reapportion-
tment schedules, proposing quarterly
obligations under each authorized
appropriation.

g; Project working papers including back-.
ground materials studies, analyses, notes

o o
GER 20197/

Authorized Disposition

DESTROY as follows:

(1) If signed by the Commandant or Vice
Commandant retain for one year after
member leaves congress then Destroy.

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

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)

DESTROY 3 years after close of fiscal year
covered by the budget.

DESTROY 2 years after close of fiscal year.
inv@lved

DESTROY 6 months after
final action on project
report or 3 years after

rough drafts, interim reports and and related :
completion of report if no

papers pertaining to management projects, : :
exclusive of documents covered by items final action taken.

1, 4, and 5 above

S
-d



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 &rea and district
inspection 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 (originél of Letter
of Promulgation, -

significant background and
printed copy).

> RESERVED

16. Files, correspondence and research
papers relating to formulation and pro-
mulgation of '"USCG Regulations'.

17. Forms functional files (cone
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
coples.

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

A -2 N

QRp‘BET Authorized

® O
FER 20 977
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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 (L CFPY)

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

PERMANENT.
after superseded.
years after revision.

DESTROY individual form copy when
form is cancelled or superseded.

DESTROY 1 year after form is obsolete.

~

(

DESTROY 2 years after report is

discorntinued.
(N

~
- A 0 :S\.‘ “
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Description of Records

2Q._ Working files and background mate-
rial used in establishing procedures tor

rgchds 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
diviseions by data system services.

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

Y
: RS & 457 %}

[

~ FEB 25 577,

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. :

ly:zflﬁf_ ‘ . | N
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Description of Records

s . N

31. Copy of Coast Guard pégtion 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
Pogt Office forms and supporting
papers.

34. Official Penalty Mail Reports.

35. Audit Records

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 with pre-

a.

| ®
DRAFT
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Authorized Disposition

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

DESTROY 2 years after submission
of report.

DESTROY when 2 years old.

DESTROY when 2 years old.

"DESTROY" when 5 years old,

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

old.

"DESTROY'" Coast Guard action office
.copy .when 10 years olé& yproviding that
recommended actions have been completed.
"DESTROY" other copies when 3 .years old.

paring Coast Guerd reply to OST.

36. Correspondence pertaining to
Privacy Act Requests.

a, Accounting for disclosures,

b. Master log of requests.

37 T#ov 4o Resepvor

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

DESTROY when 3 years old.

¥4
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PNATIO’\. Am‘ns RECORDS
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Theee records reflect the development and admlmstratxon of Coast Guard proErams posltions

and relations in public and international affzirs

Desgcription of Records

1. Records created by the Nffice of
Public and International Affairs d-~cu-
renting the organizational development
and administration of the Office of
Public and International Affalrs 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 affairs:

(a) 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 adovtion of
policy or management pragraus.

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

A'3. 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 conferences.-

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

n

Authorized Disposition

L.‘*;"ZA’\TL’I” -
5 years old.
20 years old.

Transfer to FRC when
N{fer to NARS when
(.5CFPY)

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

PERMANSNT. 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 old.

DESTROY when 3 years old.

PERMANENT.
5 years old.
20 years old.

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

PERMANENT. Transfer to FRC vhen
5 years old. Offer to NARS when
~ 20 Years old. (1/5 CFPI)
t M .
a ‘ HRE 4
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Desnription 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 Desposition
= hﬂ&%

PERMANENTvq Offer to NARS 10 years old.
(7 CFPY) / A

Break Filo ey /u;a years.
I wn (”“N)J ZC‘T(NCD) 3
T>. vSCq , b-zo-TT

Destroy when usefulness has be served.

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

&4§. Master press release and release
distribution files.

4¢. Correspondence pertaining to the
Coast Guard's participation in international
and national expositions, bicenténnials, etc.

J@ 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.

b. Sound recordings - the master
tape, matric or stamper, and one 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.

e. Additional duplicate prints
and additional duplicate re-
and ¢

of a
cordings vof b

§2. Speeches, slide talks, and manuscripts.

T35
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Authorized Disposition
PERMANENT. Transfer to FRC
when 10 years old. Offer to RARS
vhen 20 years old (/5 CFPY)

PERMANENT, fransfer to FRC when
3 years old. Offer to EARS when
20 years old. (2 CFFY)

DESTROY guhen 5 years old.

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. (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, offer to HARE when

- RIS AR AT



Description of Records

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

a. The original negative or
color original and work print.

b. Existing finding aids,
published or unpublished, such as
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.

SY-60 recsrvep

Authorized Disposition

PERMANENT.
years old.

PERMANENT.
years cld.

Offer to NARS when 10
(33 CFPY)

Offer to NARS when 10
( 5 CFPY)



SECTION 3 - ROATING SM‘g{ RECORDS UN&E"’ ‘ FEB 295 1877

These records refleet the development and administration of programs for safe
boatiny {n the Unfted States {.c., boat numbering system, boating accident
activitics, cnforcement of boating laws, cooperative activities with state,
federal and private orsanizations and the role of the Coast Guard Auxiliary
din prometing nsafety and cffecting rescues.

- .

Description of Records

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

and administration of the Office of
Boating Safety consisting of the following:

a. O0Official 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) studies/Surveys which resulted

in Coast Guard wide adoption of policy or
management programsg

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

61,,. General administrative correspond-
ence files (excluding primary records
above) from various activities for the
admin{stration and gencral management:
of CG affairs.

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

6§ #. Program planning and evaluation
studies ({ssuc studies, policy studies,
position studies),

Authorized Disposition

PEPMAWENT, 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
vwhichever is later.

PERMANENT., Transfer to FEC when

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

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.

DESTROY issue studies when 10
years old, policy studies when
8 years old, position studies when
6 years old.



Description of Records

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

Authorized Nierosaition

DESTROY when superceded or obsolete.

6?&. Records pertaining to subcommittee

DESTROY 3 years after date of
on government operations for boating

hearing or publication of the

safety. report whichever is earlier.
& 7. Correspondence and reports from DESTROY when 3 years old.
District on routine law enforcement
activities.
£ 8. Boating Safety Detachment Reports DESTROY when 5 years old.

and reports on pilot programs.

& 4. Rarrastive reports of investigation,
findings, recommendations, and approvals

a. Reports on vhich a death cer- DESTROY when 10 years old. Transfer
tificate has been issued. to FRC vhen 5 years old.
b. Reports on which no death cer- - DESTROY when 50 yeers old. Transfer
t:lficaxt,:% was issued or mo body found. to FRC when 5 years 01d.

A3l ~U
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Deseription of Records

.'10. Accident reports involving Coast
Guard jurisdiction.

1. Accident reports covering sole
state jurisdiction.

\? Automatic data processing cards
\_ahd disc files containing motorboat
accident data.

N

r13. 1Index cards listing fatalities
by name, state and date.

*74. National Safe Boating Week Com=
mittee history files.

75, Documents on approved boat nums
bering systems.

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

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

8. Current computer listings of
boat registration.

719. Coorespondence concerning actual
numbers of individuals' vessels.

80. Boat Consumer Complaints.

81. Compliance Testing Resultsl

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, etc.

&% mvav 20 xe;cw@ Wi Y N AF-2

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.

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

DESTROY when' 5 years old.

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 olda

PERMANENT. Transfer to FRC when
10 years oid. Offer to NARS when
20 years old. (l CFPY)
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These records cover Regearch and Development activities effecting policies .and ex-
ecuting programs relating to t;"\f; Coast Guard R&D proarem. - "

k)

Desc’ription of Records

9. Records created by the Office of
Resesrch and Development docu-
menting the organizational development
and adninistration of the 0ffice of
Regearch 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 Develobment,

”

(1) Stvdies/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.

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

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

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

Authorized Disposition

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

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

PERMANSNT, Transfer to ¥EC when

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

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

‘PERMANENT. Transfer to FRC
after microfilming for reference

including procurment files. project authorizationPurposes. Offer to NARS when

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

20 years old. (3 CFPY) nisrosy yor

APPROVED

cations, and photographs essential to document the

project, and technical and progress reports.

? 3. Gencral administrative correspondence,
reports and related material (excluding
primary records of various activities of
research and development.

?4 Annual appropridtion summary reports
and related material.

A-H-1

DESTROY when 3 years old.

DESTROY when 5 years old.

r22Y O T "y
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Description of Records

9%. Notebooks containing technical and
scientific information duplicated in project
reports or case material, or is of such a

‘nature as to be non-essential to project
files. o

9 6. Technical reference files.

4. Control material consisting of duplicate
" coples of case material, non-essential
scientific or technical information,
Individual progress reports and administra-
tive correspondence.

98 copies of office supplies and
procurement requests (excluding project
procurement)

" @9THt Ko Kesorvep

Authorized Disposition

DESTROY 6 months after
combpletion or termination of
related project.

DESTROY when superseded or
obsolete.

DESTROY upon completion or
termination of project.

DESTROY when 3 yearsold.
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SECTION § ENGINEERING RECORDS

FEB 20

These records cover engineering activities effecting policies and executing
programs encompassing aeronautical, civil, electronics, naval and ocean

engineering.

Description of Records

10'. Records created by the 0ffice of
Ingineexring docu~
menting the organizational development
and administration of the Office of
Engineering consisting of the following:

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

b. Studies/Surveys conducted by
the 0ffice of Engineering.

-~

(1) Sstudies/Surveys vhich 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 nigher authority.

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

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

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

103. Routine correspondence of a gen-

eral administrative or housekeeping
nature.

A-5-1

Authorized Disposition

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when

20 years old.

(.5CFPY)

PR,

&2 Ny

3wt

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

PORMANENT., Transfer to FRC when
5 years old. Offer to NARS when

20 years old.

(.SCFPY)

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

ever is later.

DESTROY when 5 years old.

DESTROY when 3 years

old.

ENPPRReY

1
’
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Description of Hecords

Aeronautical Engineering Records

le¥. Drawings, specifications and photo-
graphs of aircraft, engines and other
aeronautical equipment developed by
the Coast Guard.

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

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

) 8%. Copies of construction and procure-
ment contracts with related material,

Civil Engineering Records

] @8. . Advance planning files containing
project reports for AC&I,

Authorized Disposition

PERIANENT, Transfer to FRC 3
years after equipment is no

logﬁer in use in the Coast Guard.
Offer to NARS 15 years after

equipment is no longer in gr‘G us
DESTEOY at Headquarters 1 year( CF
after equipment is no longer in
use in the Coast Guard.

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

DESTROY 5 years after completion
of contract. ‘

DESTROY 3 years after project is
complete.

=

PY)
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Description of Recoxrds

'DRAFT

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

. 109. General files on budgets and funds
related to counstruction and maintenance.

119, Constructioa progress reports
(Form CG-2617 or equivalent).

{il. Copies of comstruction contracts
with specifications, drawings and re-
lated material.

[12. Copies of procurement contracts
and purchase orders.

}113. -Card records of vehicles in
serv}ce.

14, Files on obstructive bridge pro-
jects, including reports of public
hearings, orders to alter, orders of
apportionment of costs, contracts and
plans, showing clearance and design
criteria.

/115, Photographs of shore units and
construction projectsr-the original
negative and a captioned print for
each black and white image and the
original color tramsparency or color
negative, a captioned print, and an
internegative (if one exists) for
each color image.

116. 105mm negatives of drawing of

- contract sets of shore unit structures.

}17. Microfilm from Districts and
Headquarters Units of original AS
BUILT drawings (tracings).

:Electronics Eneineering Records

)18. Avionics equipment manuals, air-
craft filcs, technical descriptions
and drawings.

— A (
A- g’.ﬂ #’\4A'l$.\
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FEB 25 1977

Authorized Disposition

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY 3 years after completion of

contract.

DESTROY 3 years after completion of

contract.

DESTROY when 5 years old.

DESTROY 20 years after completicn of - - om-
the project. Transfer to FRC 3 years
after completion of project.

PERMANENT. offer to RARS after
completion of construction project
and/or discontinuance of the unit
(1 CFPY)

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

inactive.
Maintein at CG Headquarters as an
active working file. DESTROY when
inactive.

DESTROY 6 months after equipment or
aircraft is no longer in Coast Cuerd
inventory.

‘e end WX
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Description of Records
119. Office 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.

t20. files containing re-
quests for procurement and for bid or
quotation, invcices, requisitions for
HQ controlled electronic equipment,
inspectors reports and related data.

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

|22. 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.

123, 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,

12%. Specifications for all electronic

equipment developed by or for the Cossy
Gonfd

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

}26. Electron Alterations Request and
Ship Alteration Requests,

127. Submarine cable data reports
made when cable is tested, relocated
or repaired.

,280
delivery and general malanlenance of
land line equipment.

DRAFT ® ©

Cenerol eorrastonicrnoe on Ivoauraseni

FER 25 77

Authorized Disposition

DESTROY 6 years, 3 months after
completion of delivery.

DESTROY Requests for Procurement

and Requests for Bid or Quotation

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

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

PERMANENT. Transfer to FRC when
aid is no longer active.
NARS 10 years after aid is no

longer active.

DESTROY when obsolete or superseded.

DESTROY 2 years after egquipment is

declared obsolete:

PERMANENT. offer to HARS 4- yeers
after equipment is obsolete (1 CFPY)

DESTROY when superseded or obsolete.

DESTROY 6 months after cable leaves
Coast Guard control.

DESTROY when 3 years old.’

A-6§-7% MAR 98 «nvey

Offer to
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Pescription of Records

129, Telephone construction and main-
tenance records on building of lines,
purchasing of materials, etc,

‘30.

Telephone line location reports.

|31.. 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

-
-

136. 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).

140. Technical manuals; material
failure reports.

141, Cutter/boat alteration records;
case files.

A

s 2 4

FEB 25 277

Authorized Disposition

DESTROY when 6 years, 3 months o314,
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 yearsold.

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/voat.

DESTROY when 5 years old.

DESTROY when* 20 yearsold.
to FRC when 10 years old.

Transfer
DESTROY when 5 years old.

DESTROY 3 years after life of/
equipment.

DESTROY 1 year after life of
cutter/boat class.



Degcription 8f Records

k2. Cutter/boat eyaluation/inves-
tigation cease files, hull and
machinery spscifications.

a. Por first and last cutter/ .
boat of a c¢lass add modifications
whick. significantly. dsviate

from others in the clasa.,

b. All others.

{43. Cotter/boct plans'and tracings’
and Booklet of Gerieral Pléns, Line
Drewings, ete::.:

&. For first and last cutter/
boat of a cless and modifications
which gignificantly deviate

from others in the claes.

b. All others.

4k, Boat Becords (CG-2580).

{45. Record of Cutters Cheracter-
istics.

[46. Machinery allowvance and repsir
lists.

|47, Original es BUILT drawings (tracings)
of aids to navigation equipment and

minor structures, oceanographic and
maritire enviromental protection (MEP)
equipment and gensor systems.

' Ocesn Enginserins Records

148. Acquisitiin, construction, end
improvenent (AC&I) project files
including budgeting, general pro-
curexent files and ledgers.

BSINSRTT B

®
’ FEB 25 1377

Authorized Disposition °

PERHMAREET. Offer to RARS after
disposal of the cutter/boat class.
Ciceey)

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

PERMANERT. Offer to HARS after
disposal of the cutter/boat class.
(icrry)

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

DESTROY 5 years after boat disposal.

DESTROY 10 yearz after life of
cutter. Transfer to FRC after life
of cutter.

DESTROY 10 years after life of
cutter. Transfer to FRC 5 years
after 1life of cutter.
Permanent offer.to NARS 5 years
after obsolescence.

DESTROY at HReadquarters 5 years
after close of project or when
superseded or obsclete.

A-5<BS ;
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Desceription of Recgds

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

I50. Copies of plans of marine science,
MEP and short range aids to navigation
, equipnment and structures.

S~

’ \

I531. Short range aids to navigation,
MEP and marine 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,
equipment ond systems.

I54. 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, Electronie, lLexge NHav-

fgational Buoys and Herine Envirommental
P“ot etion 7"*'"‘ﬁ? ﬂ‘“‘r‘iinﬂb and

159. Instruction books for marine

DRA ?E’
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Auchorized Disposition

PERMANENT. Transfer to FRC after

disposition of equipment or system.
Offer to ERARS 25 years

after disposition.

(1 crry)

Permanent offer to NARS when super-
seded or cancelled.

PERMARENT. Cffer to NARS when 20
years oIf. (1/10 CFPY)

DESTROY after completion of project
and disposition 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-
p031t10n of.equipment.

DESTROY at Headquarters

~F A e

after dis-

—mmd Bd man AR o~



e ko

-
-

et e e B el Bias o s

. .- DRAFT

SECTION § FINANCIAL MANAGEMENT RECORDS
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" The records in this section relate to the management of the financial affairs
.- of the-€oast Guard, i.e. fiscal travel and supply procedures, accounting,
payments and cl&im&, supply légistics, supply services and procurement.

Description of Records

170 . Records created by the Office of
Comptroller ) ., docu~"

menting the organizationail development
and administration of the Office of

Comptroller 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 0ffice of Comptroller.

(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.

(b) Which are not forwarded

10 or published by a higher authority.

(2) sStudies/Surveys which did not

result in Coast Guard wide adovtion of
policy or management prograus.

{1&. Primary records containing formal
policy and procedural issuances and
developmental data on the planning and
administration of the financial active
ities of the Coast Guard; case files
.of manuals, directives, regulations,
standards etc.

Authorized Disposition

PERMANSNT. 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 authority
or when usefulness has been served
whichever is later.

PERMANGENT., Transfer to FEC when

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

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

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



Description of Pecords

1'72. Background material and develop-
mental data for publications covering
fiscal procedures for appropriated
funds and fiscal procedures for non-
appropriated fund activities,

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

17# Correspondence files of a routine
administrative or housekeeping nature.

Accounting Records

!98. Servicewide appropriations arnd
allotment status reports.

Bl

1 96. General Ledger Trial Balances,

Al-l

~ - i d

Authorized bLisposition

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 0ld.

DESTROY fiscal year ending reports 10
years after close of FY; all others 5 T
years after close of FY. Transfer to

FRC 2 years after close of FY,

DESTROY
fiscal year ending trial balance

10 years after close ef FY; all others
5 years after close of FY. Transfer
to FRC 2 years after close of FY,



D2scription of Records

7. Accounting Reconciliation State-

ments and copies of supporting documents,

78. Consolidated Comm{ssary reports
and copies of stores statements
. recelved from Districts,

79. CG Supply Fund Financial State-
aents,

J .
]80. Copies of Accounts Current and
Statements of Transactions.

18l. FHA mortgage insurance case files
of terminated mortgages.

192. Reconciliation Statements for
Treasury Cash (SF 654) and work papers,

183. Photostat copies of individual
retirement records (SF 2806) for
separated civilian personnel.’

js&. FICA wage credit and federal in-
come tax listings of Military
personnel,

185. Allotment Statue Reports,
Registers of Transactions Allotments,
Obligations and Expenditures,

186. General Ledger Accounts and
Journal Vouchers,

187. Closed Obligation documents:

;.

188. Closed Accounts Paysble documents.

DRAFT

Authorized Disposition "
"’t B 23- '(itvaf‘;
DESTROY when 3 years old. ‘

DBSTROY fiscal year ending reports or
statements 10 years after close of FY:
all others 3 years after close of FY.
Transfer FY ending xerorts to FRC 3

ears after close of FY! .
BESTROY fiscal year ending statements 10

years after close of FY; all %%pbr%
years %ears gfter close of FY., '
er to FRC £

rans-
2 years after close of FY.

S G
DESTROY when 4 years old.

DESTROY 4 years after case files
are closed,

DESTROY whené4 years. 0ld.

DESTROY when 4 years old.

DESTROY when 50 years old. Transfer
to FRC when 2 years old. '

DESTROY whenl@ yearsold. Transfer
to- FRC when3 years old.

DESTROY Wwhen1lQ years old. Tmansfer
to FRC when4 years old.

" DESTRQY records created prior to Julg,2
1975 1Qyears,3months after the gerio
covered by the account, TROY records
created arter July 2, T years 3
months after period covéred by the
account. Traensfer to FRC 3 years after

ggrégd covered by the account (NCI-217-

DESTROY records created prfor to July,
2, 1975 10 years, 3 months after the
period covered Yy 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 perioc covered by the account
(3CI1-217-76-3).

Al-2
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189. Accounts Recaivedle documents ﬂ R A

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

]@). Statement of Transactions,SF-2hlh’
?Account Current) with copies of paid
voucher schedules, schedules of can-
celled checks, certificates of deposit,
debt wvouchers, allotment 1istings,
payrolls and othor supporting papers.

182. Accounts Current of State Dzpart-
ment Disbursing Officers together with
original invoices and supporting papers

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

[9!#. Household Goods Shipment Record
(military) (copies).

[QS. Unit Commissary and Clothing Reports
}Qé-Cross-Disbursing Statements of
Transactions

I_@'{?'Voucher copies supporting Cross-
" Disbursing Payments

@Q-Allotment Documents and Financial
% Plans

'@9 « Allotment Controls

259 .Cash Controls

Xﬁ" « Accounting Posting Media A-é'j’

-~

.luwQu uxgpﬁ(ﬁgtglg 5 7977

DESTROY records created after July2, 1975
ito} years, 3 montha after the period
covered by the account. DESTROY records
created after July2, 1975 6 yeers, 3
mwonths after period covered by the
account. Transfer to FRC after collec-
tion ection is completed (HCI-217-76-3).
DESTROY recorés created prior to July 2
1975 10 years, 3 months after the pericd
covered by the account. DESTRFY records
created after July 2, 1975 6 years 3
wonths after period vovered by the
account. Transfer to FRC 3 years after
pgr:lt;d covered by the account (NCI-217-
T6-3).

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 yesars 3
months after period covered by the
account. Transfer to FRC 3 years after
period covered by the account (NCI-217-
76-3)

DESTROY records cresated prior to July, 2
1975 10 years, 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
pgrh;d covered by the account (FCI-217-
T6-3

DESTROY 3 years after final action.

DESTROY upon separation of member
fmm _COa.st Guard.

'Destroy when 4 vearsold.

Destroy when 6 yearsold.
Transfer to FRC wher‘l 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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' 262.

General subject files containing
coxrespondence, reports and related
matters on planning and administration
of CG Supply Systems,

203. 1Interservice Support Agreements
between CG and other goverpment
agencies.

20%. Host/Tenant Agreements between
Coast Guard and other govermment
agencies,

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

Q66. Contract and Procurement Files:

(&) Procurement files involving

transactions of $10,000 or less
(except construction).

Procurement files involving
construction of $2,000 or less.

(b)

® O (o5,

DESTROY when l years old.

DESTROY 3 years after expiration

date,

. 3
LX

DESTROY 3 years
date,

after expiration

DESTROY when 3 years old.

DESTROY 3 years after final payment.

DESTROY 3 years after final payment.

~



.

Description of Records

' §¢) Contract files involving
transactions over $10,000 but
less 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,

407. Memorandum copies of Government
Bills of Lading.

208-

Bills of Lading Registers.

289 1ssuing office memo copies of
.passenger transportation requests,

2h0.

(correspondence,
tions, etc.).

281

Passenéer transportation records
household applica-

Transportation request registers,

ﬂéan Reports of Excess Personal Proe
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 weapons.
M.ﬁ-‘-‘-—"» W T
11§1f Unsolicited Contract proposal files.

i%é‘- Monthly Stores Statement.

.

e

| DRAFT

®
FEB 29

Authorized Disposition
SM,UTH‘
DESTROY 6 years after final payment
Transfer FY block to FRC after 2 years

L’J)
"’wi

ane 3NNJTH5
DESTROY 6 years after final payment.
Transfer;FY block to FRC when 2

-years old.

¢ +3”’”f""

DESTROY ¥* years’/after final payment
Transfer FY block to FRC after 2 years.

DESTROY when & years old.

DESTROY 4 years after final entry on
register.

DESTROY 4 years after period covered
by related account,

DESTROY when 3 years ©0ld.

DESTROY 4 years after all entries
on records are cleared.

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

"aftex disposal action completed.

DESTROY 3 years after disposal action.

DESTROY 3 years after final action.

DESTROY when 3 years old.

-y sy — . . e
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3.56 Correspondence on policy mar‘Di’:RAE?DESTROY when 6 years old.

cffecting CG participation in Federal
Catsaloging program.

4287. DOD Federal Supply Cataloging
HMaterial.

§U§B. Federal and Military Standards
&nd Specifications Qualified Products
List including CG MIL specifications
and Purchagse Descriptions.,

a89. Cconcurrences (with or without
- comments) on Standardization pro-
jects and simplification studies,

A4%0. Federal Item Identification :
Guides.

ﬂ}l‘l- Title papers and easements for
CG property.

;Lﬁﬁ&. . Permits and licenzes ..
granted by the Coast Guard. T
243. Permits and licenses

granted to the Coast Guard.

ﬁﬁ%‘- Boards of Survey relating to real
and related personal property (land
~and appurtenance).

DISPOSAL NOT

l (a) Land and/or appurtenances. — pooooucn
1
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.
t .
L]
Payroll and Pay Administration Records

" leaves Coast Guard control. —

\

DESTROY when superseded by revised
edition,

DESTROY when superseded or complete
revision occurs,

DESTROY when CG is no longer regis-
tered as a user of the item,

DESTROY as superseded.

PERMANENT.
after property leaves CG control. f
Offer to NARS 10 years after propertg

Transfer to FRC 3 yearsy

APPRQVgg

a.
2
3
Il e

DESTROY 1 year after expiratio

DESTROY 2 years after expiration.

PERMANENT. Transfer to FRC 3 years
after completed disposal. Offer to
NARS 8 years after disposal (1CFPY)
DESTROY 3 years after final endorse-
ment,

DESTROY 3 years after final endorse-

ment,

DESTROY 3 years after final endorse-
ment.

0" Description of Record

ﬁgﬁg Workintfiles of directives urd poiicy
.+ making material pertinent to payment and
clgims activities,

Authorized Disposition

DRETROY when obsolete or superceded.

B Y

MER 05 77



286. Jeckets containing originsl allot-
wment authorizetions original or copies
of forms approving end disspproving of
dependency allotments paid to depend-
tents of active duty military personmnel
end pertinent information.

24%7. Closed military pay records of
separated members.

248. Claims files containing claims
for military pey and allowances with

supporting papers.

249. GAO Exception files.
230. Uncollectible over-paymeant files.

291. Supporting documents submitted
by Havy Disbursing Officers and CG
Authorized Certifying Officers.

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

inactive duty for training of C& Re-
serve pergonnel

23%. Reserve Pay files on deceased
pexbors (final Poyment, date of death)

| ®o 0o
DRAFT FEB 2513

DESTROY records created prior to July 2,
1975 10 years, 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
accouvnt. Transfer to FRC 3 years after
perigd covered by the account (KCI-217-
76-3).

DESTROY records crested prior to July 2,
1975 10 years, 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{NCI-217-
13-3).

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

”ROY 5 years after completion of
vaivar,

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

determination of uncollecitbiliuI
DESTROY records created after y 2, 197°

6 years, 3 months after date of determina

-tion of uncollectibility. Transfer to

gF g%% rﬁter date of determination
Eo%?ﬂ records created prior to July 2
1975 10 years, 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 { agter
{(Fex

period covered by the accoun 17-
BESQ Y records created prior to July 2

1975 10 years, 3 months after the period
covered 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 after

pgriod covered by the account (KCI-217-
76~3)

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

.. 1ransfer to FRC 2 years after
date of settlement. (NCI-2iT-T6-3



¢ Drpr: @ Q@ reposy

3 Dedeription of Record

4% Meworandun copies of military
payrolls, certification sheets and
fiscal echedules infolved in mili-

tary poyroll procaessing.

395: TD Porm W-4 "Employee With-
holding Exemption Certificates."

;&36 Control Registers and copies of

change slips on retired payrolls
(military).

Z,Wo Retired Military Pay Case files,

"38- Copies of Comprehensive Listings

(civilian) covering a pay period.

Z23Q- Copies of Employee Service Record

Record Report,

z‘i‘-ﬂ- New normal pay listings for re-
tired milicary personnel.

ZW Supporting documents submitted

by HQ Authorized Certifying Officers.

A6~

Authorized Disposition

DESTROY when U4 years old.

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

DESTROY 2 years after issue date.

DESTROY 25 years after termination

of retirement status or paymend of an
Shmaity OF benificiaries under the .

grovisions of the Retired Serviceman's
amily Protection Plan, and Survivors

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

tion of retirement or payment of
avnuity under RSFPP and SBP whichever
is later.

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

!

DESTROY on receipt of subsequent
listings,

DESTROY 6 years 3 months after issue

date. Transfetr to FRC 3 years after
issue date. . .
DESTROY records created prior to July2,
1975 10 years, 3 months after the period
covered by the account. DFESTROY 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).

+
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AUTOMATIC DATA PROCESSING RECORDS
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FEB 25 ig77

Data Automation. This table covers documentation relating to ob-
jectives, concepts, policies and plans involving data automation,
and the design of management and operational information systems,
including equipment selectionr and evaluation.

ﬂ#ﬁ, Planning documents; master
plan; feasibility studies with
associated charts, and diag;ama

and supporting data.

ﬂﬁ’g 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.

2‘]51 Performance evaluation
reports.

zﬁ%ﬁ Benchmark reports.

zqz. . Documentation relating
to National, Federal, DOT
and Coast Guard ADP stan-
dards.

Q%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 system.

DESTROY when superseded or
obsolete.

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

relating ©o all aspects of applicaticn ?ﬁgggaﬁgﬁ

Jopment operation.

These

include ADP systems specifications, applications program manugls, systems
operating imstruction and various manegement aids.

File designation

Data system

A48

specifications -

ﬂgq File speci-
fications

280 User guides

Consisting of

Documents conteaining
definitions of the
system including
functional requirements,
data requirements, detae
requirements, system/
subsystem spacifications
request for the systen

and authorized directives.

\

definitions of the logi-
cal and physical charac-
teristics of each record
element or item of data

. in the file, including

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

information which suffi-
cliently describes the
functions of the system
in non-ADP terminology
so that users can deter-
nine its applicability
and when end how to use

it; serves for the prepara-

tion of input data and
the interpretation of
results

Which are

a) for a disapproved
proposed system

b) for an approved
system for wvhich all
related magnetic
data files are suth-
orized for disposal
¢) for en approved
system for which- any
related magnetic

a) for a system for
which all related
megnetic data files
are authorized for
disposal

b) for a system for
vhich any related
magnetic data file
is not authorized
for disposal

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

Then

dispose of

one yeer after
final action
dispose of one
year after ter-
mination of
system

maintain with
related magnetvic
data file.

destroy with
final related
nagnetic data
file

maintain with re-
lated magnetic
data file

maintain with
data systems
specifications
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A8} Report

printed...;.ne.l report
containing the statis-
tical tabuletion and
an analysis of the
findings of a study
or survey including

& nerrative descrip-
tion of methodo-

logy gmployed

s s oo, @

retention of related data

FEB 25 1577
maintain one copy

with related file
spectifications.

4182 Infor- Series of machine a) general purpose pro- dispose of when no
mation instructions de- grams longer needed
retriev- signed to re- b) special purpose pro- dispose of with re-
al rou- trieve information grems for data files for lated data file.
tine from specific data vhich disposal is auth-

Eresable Media.

systens

orized

¢) special purpose pro-
grams for data files for
which disposal is not
authorized

maintain with re-
lated data file

The term"eraesable'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', "erased", and "blank.

12533 Scratch  temporary msgnetic new tape or tape not available for im-
tape tape used by the included in a tape mediate use or

' (blank console operators library control or reuse
tepe) or tape handlers files whose retention

28% Test

to facilitate
general computer
runs such as sort
and merge runs

magnetic tape used

dates have expired

é) used by“programmer

dispose of after

tape in testing a pro- for individual run system has been
posed system testing gnd not under accepted or discon-
library control tinued, whichever is
) R ) sooner
®) system debugging retain until re-
test data or systenm lated program is
‘ ‘acceptence test data discontinued
2 M Initial media containing data a)nsed for updating and dispose of after third
data abatracted from sourece required to support update cycle

documents or other
redia and entered into
system for first tire

. reconstruction of

magter file

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

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

time study, survey or experiment

¢) officially designated
to replace or serve as

dispose of in accordance
with instructions ap-

e Lty st

] ' the basic source data in
) lieu of th= herd copy or

other inmubk source Coc-
urent

pliceble to the hare copy
or other filea dceow :otin
the g2 DProcscy, Liill-
action, or cecse

2
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@?MOmtion

%@ Security

Re-format-
ted file

27
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media containing output
within or from ons run
to a subsequent run
that manipuletes, sorts,
and/or moves data
through the systenm; in-
cludes check-point,
edit, correction, re-
Ject list,unmatched
data eliminating erroy,
and rerun files

b) used in & one-time study
or survey

a) cumulative index to
gelentific and technical
publications, and biblio-
graphic and other non-
record material

redia containing data .
created by the wmerging
of prior master file
with valid trarseglioa
dats to creats a new
master file.

redia that iz idemti-
cal in format ¢o raster
file and retained as
gecurity in case nmester

file is damageéd or
inadvertently ecrased

&) updated

b) one-time study or sur-
vey

a) crested for the speci-
fic purpose of information
interchange

meadia containing
egsentially duplicate
data from the nmaster
data file but which is
created for use with
other computer hard-
ware

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

[ L N [

FEB 29

pdated system

L

. .
b NS T Y

dispose of after

subsequent mag-
netic files that
contain the
accepted detsgil
data have been
created and
proved satig-
factory

dispose of after
master data file
has been proven
satisfactory

* . dimpose of efter

third update cycle

disposed of efter
third update
cycle

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

dispose of as
provided for
related master
data file
dispose of when
determination .
is mede that
such format is
unnecessary
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Ronerasable Media. Nonerzsable media refers to ADP punched cards,
paper tape, 2nd other nonerasable machine readable media.

3{123 Source program deck and
- control cards contain source
program.,

44 Program object decks
and control cards.

Z‘gi Job control cards.

4 Punched cards or paper

)

tape containing data abstracted
from source documents.

165){\ Card files and nonerasable
media which has been converted
to erasable media.

;zéug Punched cards that contain
original entry data on film or
written inserts. (Apeture cards)

Authorized Disposition

DESTROY when no longer
needed.

DESTROY when no longer
needed.

DESTROY individual eards or
sets of cards when no longer
needed.

Dispose of in accordance
with user's published
guidance.

DESTROY when no longer
needed.

Dispose of in accordance with
instructions applicable to
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 billets 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.

Programs Division

DRAFT

Programs Division

Budget Division

Administrative
Services Division

N A e

{

Dispose of in accOr&arice !
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.



System Description

270. Motorbepat 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.
file contains 150,000
records of boats register-

ed in Alaska, New Hampshire,
Washington, and American

Samoa. N

Management Support
Staff ’

The

Management Support
Staff

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.

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

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

2 s

FEB 290 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.

Disposition

Dispose of in accordance
with user published guid-
ance.

w?
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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~anrual 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 emable Coast
Guard-wide reporting and
reconciliation and to pro-
duce a historical record
of all financial transac-
tions processed.

C e

Financial Management
Staff

Accounting Division

Accounting Division

Accounting Division

PO PP [ U ——

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.

&



System Descriptivn User

278. Plant Property
Reporting System. This
system provides an interim
plant property system for
the Cape May and the York-
town plant property officers.
A master inventory plant
property file is maintained.

Division

Supply logistics
Division

279. Supply logistics=-Phase
II (Buoy Body Inventory
System). Supplies an annual
inventory of buoys by type
for each buoy support base.

Properfy and
Resale Division

280. Real Property System.
Supplies an inventory and
management type report on
real property holdings owned
by or leased to the Coast
Guard.

Information Systems
Division

281l. Project Analysis and
Control System (PAC).

Provides a tool for manage-
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

System. Specific information
about each system and its pro-
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.

Information Systems
Division

283. District Disbursment and 5TH District
Check-Writing System. This is

an adjunct to the District

Interim Accounting System. It

provides facilities for moni-

toring and reporting disburse-

ments and for printing vendor

payment checks.

Supply LO@&:L% Wi ,

OIS i .

.DlS 051tE>gB 2 IQf7

Dispose of in accordance
with user published guid-
ance.

m

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.

)



System Descript.d .

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.

DRAFT

5TH District

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

5TH District

All District
Comptrollers

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.

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

287. District General
Ledger. A sub-system of the
District Interim Accounting
System. It maintains each
district's General lLedger
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.

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

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.

A .12

-

.Disgosition

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.

FEB 25 i57
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System.Description

289. Standardized Aids to
Navigation Data System ‘
(SANDS) TPhase 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- Marine 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-

marm TUA A A A .

User

Aids teo Navigation
Division :

Aids to Navigation
Division

Aids to Navigation
Division

Protection Division

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.

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
base to the National Archives

TE anA cthAan bk dAm kAl ansad



System Description

293. Civilian Personnel
Accounting System. A
personnel record is maintained
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
Accounting System (JUMPS)
Contains comprehensive data
for each active duty officer
and enlisted member. The
gystem will provide, personnel
management reports, payrolls,
leave and earning statements,
financial accounting and
find management reports, and
other internal control and
audit reports.

295. Retired Pay and
Personrel Accounting System.
Produces monthly pay checks
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
(FICA-W2). Provides a balanc-
ing and reporting system for
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

[ JP R - LRI | a1 L .

OFF ICE' OF PERSONNEL
SIS
D@éeé’ﬂﬁ

Civilian Personnel
Division

8

Personnel Support
Division

Personnel Support
Division

Personnel Support
Division

FEB 25 177

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 on accordance
with user published guid-
ance



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 criteria and case

User
Persontie ‘;,‘,}‘ﬁgg&% 4

Division

Personnel Support
Division

-

OFFICE OF OPERATIONS

User

Plans and Programs
Staff

Plans and Programs
Staff

Plans and Programs
Staff

£
DisEosiLE_an 25 ?Q?
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 din accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

7



System Description .

302. Boat Administration

and Management Report

System (BAMS). Main-

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

data includes maintenance cost

and man-hours.

303. Search and Rescue
Statistics (SAR). Provides
statistics for the Search
and Rescue Division on three
categories of data: Case,
Response and Sortie. Source
data is from the Assistance
Reports in the Districts.

304.

- DRAFT

T Iy

Disposition

Dispose of in accordance
with user published guid-
ance.

Search & Rescue
Division

Dispose of in accordance
with user published guid-
ance.

Search & Rescue
Division

OFFICE OF MERCHANT MARINE SAFETY

System Description

304. Merchant Marine
Information System, Vessel

Disposition

User

Dispose of in accordance
with user published guid-
ance.

Information and
Analysis Staff

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

to CG inspection.

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

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

“Merchant Vessel

A}

v

'

Merchant Vessel
Inspection Division

Dispose of in accordance
with user published guid-
ance.

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

Personnel Division

® FEB2Y.7



System Description User
307. Merchant Vessel Merchant Vessel
Documentation System (MVD) Documentation Division

Provides the capabilities of
updating, maintaining, and
publishing the Merchant

Vessel Register (CG-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
System Description ~ﬁ§g£
308. Reserve Personnel Reserve Administration
Accounting System. A Division

centralized file that is

used by Headquarters for

management of the Reserve
officer and enlisted

personnel.
309. Reserve Pay and Point Reserve Administration
System. Maintains pay Division

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

3/0-320 RESERYED

® & pDRar7® @

Disposition

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.

FEB 25 ig77
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SECTION T CIVIL RIGHTS RECORDS

° o DRAFT 9 J

FEB 25 1577

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 Executive Order

112l,6, as amended.

Description of Records

321. Records created by the Office of
€Civil 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 s1gn1f1cant background
material.

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

-~

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

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

(b) Uhich are not forwarded

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

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

323. Record matsrial of a routine
adninistretive or housekeeping
nature,

a/"" 7"1

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 servead
vhichever is later. .
PERMANENT. Transfer to TRC when

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

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

Destroy when S years old.

Destroy when 3 years old.



Description of Records

‘32%$.‘ Records pertaining to
contract and Title VI compli-
ance including mediation
material case files and related
material.

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

a. Civilian Employees

1 (1) civilian Employees
) Official Equal Opportunity
i Case Files, as described

ERW by SCFR 713.222
' (2) Copies of case files
submitted to DOT per above

item. *

B, Military members case files
and all background documents
pertaeining to the cass,

e - - .

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 li years after final
ad justment of the case.

A-7-10
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Destroy 5 years after final

726. Records of appeals and
adjustment.

descisionsg in descrimination
canplaint cases.

DESTRCY when 10 years old. Transfer to

JA1?. Periodic reports on pro-
FRC when 5 years old.

gram review and minority
group employment, etc.

328. Seminar Reports. Destroy when 5 years old.

ST THE L 330. REpRYes

A-7-2
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SECTION 8 SAFETY PROGRAMS RECORDS

saart

gs:::tiggozgsargiggi to the development, impleatation and admin-
y program to provide maximum i
of safety for personnel, eg i D mocs for veioh
, eauiment, and other resources i
gigegoasglguagd is responsible, embracing the fields of égieﬁgiCh
Ys ght safety, surface vesgel nrafety, fire safety,)driver

safety, and industrial safety.

Description of Records

331 . Records created by the ]
®afety Programs Division docu~ '
menting the organizational develorment
and administration of

Safety Programs consisting of the
following:

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

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

e

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

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

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

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

J32. General administrative corre-
gpondence and related material
(excluding primary records) for the
various activities pertaining to
the safety program.

Authorized Disposition

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

PERMAWENT.
5 years old.
20 years old.

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

PERMANENT. Transfer to FRC when

5 years old. Offer to HARS vnen
20 years old. (.5CFPY)

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

DESTROY vhen 5 years old.

MAR 25 1977
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Description of Records

333. Routine correspondence of an
administrative and housekeeping
nature.

$38. Original accident reports and
annual sumaries relating to per-
sonal injury, motor vehicles and
property demage cases.

F385. Aircraft accident and incident
analysis reports.

SFE14 340 Koo sy

A-9-1 Q4

Authorized Disposition

DESTROY when 3 years old,

DESTROY when 3 years old.

DESTROY when 30 years old.
Trensfer to FRC when 5 years
old.
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The recox.'ds described in this section relate to the development and administration
of a medical care program for Coast Guard personnel and their dependents and

the admindstrabion of a health service program for civilian employees,

Desgription of Records

341. Records created by the Office of
Headith Services docu~

menting the organizational development
and zdministration of the Office of

Health Services consisting of the
fqllowing: |

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

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

rd

(1) Studies/Surveys which reculted
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
to or published by a higher authority.

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

242, General administrative correspondence,
reports and related material (excluding
primary records)e

343. Routine correspondence of an admin-
istrative and housekeeping naturee

Military, Dependents and Retirees

Jen, Midicol and dental appoinbmerny
records (daily)e

A9

Authorized Disposition

PERMAWENT.
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 autnority
or when usefulness has been served
vhichever is later.

PERMANENT. fTransfer 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 olde

DESTROY when 3 years olde

DESTROY when 6 months olde

',“u‘\ H r '-:.“?ﬁ.
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Description of Records

J48. General correspondence files
relating to Physical Evaluation Boardse

$46. Case files of Physical Evaluation
Board's proeeedings (copies).

34%. Index card of Physical
Evaluation Board cases,

F48. Medical Board Report

349. Reports of medical examination
and reports of medical histories
such as SF-88, SF=93.

380, Laboratory Reports such as

SF=545a through SF-557q.

441, Laboratory records

A-a-1 A

oL

Authorized Disposition °

DESTROY when 2 years olde

DESTROY 1 year after final action is
directed by the Commandante.

DESTROY when 5 years olde

A
Be
A,
Be

A,

Original report filed in official

HQ health record. Dispose of with
official HQ health record.

DESTROY all other copies when 2 years
old.

Original report filed in HQ health
records Dispose of with health -
records

DESTROY all other copies when 2 years
old.

Transcribe information on to SF=600

and file in individual's health record,

B,

DESTROY all coplies when 1 year olde

_ DESTROY when 2 years olde
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982, Official military health
record, includes the dental records

383, Medicel X-rays (70mm X~ray £ilm)

- Vedical X-rays other than those
covered above, x-ray logs or index
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.

4, Dependents' medical and dental
récorde

385, International Certificate of
Vaccination (PHS Form 731)

25% Prosthetic case records such as
NAVMED 952,

J87. Prescription files containing
general alcohol, narcotics and
barbiturates required by military
personnel and their dependentse

JXE€e Alcohol prescription loge .
controlled drug log and narcotic
. preecription loge

339s Records of Public Health
Service officers detailed to
Coast Guarde.

ke g éﬂ. Health care and dental records
for retired military personnele

3@3.. Reports, logs, and forms not
othierwise provzded for and uced
for the administration of medical
ectivities and in the treatment of
patientae

e e e o - g

FeR 251977

Hendle in sccordance vith .
Chapter 4, Medical Manuale. Transfer

to NPRC, (MPR) 9700 Page Boulevard
St. Louis MO (6) months after
seperation.

File in individual's official HQ health
records Dispose of with official IR
health record.

DESTROY when 20 years old by salvaging.
Transfer to FRC when § years old.

Transfer to NPRC (CPR) 111 Winnebago Ste,
Ste Louis, MO, 2 years after last, .
activitye DESTROY 25 years from the
date of the latest document in record.

Upon final separation from Coast Guard
deliver Certificate to individuale

DESTROY when 1 year olde

DESTROY when 3 years olde

DESTROY when 5 years olde

Upon completion of CG assignment, trans-—
fer records to: Commission Personnel
Operation Division, Parklawn Building,
Rm: 4A-10, 5600 Fisher Lane, Rockville,
MD, 20852 (PHS Disposal Schedules apply)e

Transfer to NPRC (CPR) 111 Winnebago St.,
Ste Louis, MO, 2 years after last
activityes DESTROY 50 vears from the
date of the latest document in recorde

DESTROY when 3 years olde

+Q
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64, Log or registers of visits to
dispensaries, first aid rocms, and
Health Unitse

3

VYhere information is summarized

—

Ao

Be Where information is not summarized
elsewhere )

;?éBa Health record case files comprising
forms, correspondence and related
pepers documsntirg employee medical
historye.

Pre—employment physical examina-
tion Health Qualification Placement
Records, disability retirement
examinatione

3%': Covies of statistical summaries
and reports relating to employees
health retained by reporting unit,
and related paperse

éb. Reports, logs and forms not
otherwise provided for and used for
the administration of medical
activities and in the treatment of
patiemntse

G 140 399 frayasae
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DESTROY 3 months after last date on log
or registers

oY

!:—i/
¢

DESTROY 2 years after date on log
or registers

DESTROY 6 years after date of last
papers in the files

Becomes a part of the Official Personnel
Folders (SF—66) upon separations from
the servicee. May be maintained
separately from the folder prior to
separation. (see che 293 subchapter 3,
of Federal Personnel Manuale)

DESTROY 2 years after date of summary
or reporte

DESTROY when 3 years olde.
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The records in this gection relate
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terminations 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 laws and other laws affecting the Coast Guard and its personnel.

1

Degscription of Records

371, Records created by the Office of
fhief Counsel docu-
menting the organizational development
and administration of the Office of
Chief Counsel consisting of the
Jollowing:

a, Official 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) Vhich are not forwarded
to or published by & higher authority.

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

372. Routine correspondence of a gen-
eral administrative or housekeeping
nature.

273. Files covering claims for and
against the United States incident to
operations of the Coast Guard.

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

375, Forral Ioards of Imvestiz~%ion. In-
cludes nigaisicaat (subssonbicl less or

deut ¢tion of properiy or al -
5u o% nﬁtyp§nvns%1g§§§§3§ Boggds
rvey, end Casualty Investigations

resultin& frcam wmotor wehicle, elrcraft,

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 vhen usefulness has been served
vwhichever is later.
PERMANENT, Transfer to FRC

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

DESTROY when § years old or when
usefulness has been served, which-
ever 1s later.

vhen
vhen

DESTROY when 3 years old.

DESTROY 8 wyears 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
aftar clese of case. - Offer
to QNARS 20 years after final
action is taken. (3CFPY)

7
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Description of Recordn

J?6. Administrative reports including
exhibits and final action sheets re-—
lating to incidents of minor importance.

377. Applications for patents by CG
personnel and recommendations by the
Chief Counsel and related correspond-

ence and backeround papers. for which
patentis not issued.

87@- Llegal opinions as rendered
by the Chief Counscl.

a. Major opinions concern-
ing substantive decisions which
have far reaching effect or pre-
cedential value

PERMANENT .
10 years old.
20 years old (1 CFPY)

L N
FEB 251377

Authorized Diposition

DESTROY 4 years after close of case.

. Transfer to FRC after close of case.
Vi

DESTROY. Destroy 20 years after_ legal
opinion rendered. Transfer to FRC 10
years after legal opinion rendered.

Transfer to FRC when
Offer to NARS when

.

. - 7
R

b. Opinions other than
those covéred in a., above.

DESTROY 10 years after opinion is
rendered or when usefulness for
reference or research is served,

whichever is later.

379, (Kesens 4;) . B

A-10-{ ¢
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a. Legislative history of CG —
roposed legislation.

b. CG prepared comments on other
egislation.

c. Background material on items
vublished in the Federal Register and

;ode of Federal Regulationms.

§81. Merchant Seaman Appeals. Origi-
nals of final agency actlons consist-
ing of Cormmandant's appeal decisions
in suspension and revocation proceed-
ings against merchant seamen's docu-
ments. See Section K for related data.

382. Civil penalty appeals case files.

283. Navigable waters determinations
and research nmzaterials provided ty
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

c. Summary Courts-Martial Files.

(1) Courts convened after

5 May 1950

(2) Courts convened prior
to 5 May 1950.

385. Court of Military Review

S8A. Contracts r~wels caen f£ilcc.

FEPTHGI MO fcs rpv e

Freo v {Jri

@ .Description of Records. . nRﬁFT Auth’z!Dispogit{O% w\\( ‘\gﬂ

Legislative and regulatory files. _——a. PERMANENT. Transfer to FRU 5 years

after date of final action. Offer to

NARS 10 years after final action. (2 CFPY)
b. DESTROY. when 20 years old. Transfer

to FRC 1 year after applicable Congress

ad jurns

c. Maintain at agency as an active work-

ing file Pestroy when inactive.

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

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

Maintain et ekency (G-IMI) as an
ective working file end as documentation
of further jurisdictional determinetions

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.

DECSTPAY 10 varyg rfieon olese of cose

Todmsper ta FRE otter close o€ casa

-

A—{&)"/


http:Mainta.in
http:Destr.oy

- '
- snc*xu\z u ngw MARINE SAFETY RECORDSE }R &F?

e

[P

FEB 25 577

V‘Thece records fc}tte to the orzanization and adiministvation of tha Coast Guard
" Commercizl Vessel Safety Proeram with ultimate responsibility for the enforcemcent

.- of navigation and vessel inspection laws and laws governinz safety on structures
- subject to the provisions of the Outer Continental Shelf Liands Act. The records

" reflect relations with maritime industry, including seamen's organizations, ship
. 7. operators, shipbuilders and manufacturers of equipment, etc. on safety matters.

i

Description of Racords

401, Records created by the Office of
Merchant Marine Safety docu~
menting the orgenizational development'
and administration of the O0ffice of
Merchant Marine Sarety consisting of
the following:

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

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

-~

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

(a) Vnich 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 o higher authority.

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

462, Generzl administrative corres-
pondence, reports and related material
(excluding primary records) from
various activities of Merchant Marine
L Safeﬁy.

M#@ Record material of a routine ad-
ministrative or hougekeeping nature

]

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 authority
or wnhnen usefulness has been served
whichever is later.

PERMANENT., Transfer to ¥RC when

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

2STROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY when 2 vyears old.

DESTROY when' 1 year 01d.
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Description of Records Authorized Disposition

Hoy

RESERVED

405. Merchant Seaman Appeals. Copiles Maintain at egency as an active working
of final agericy actions consisting of file (2 CFPY) Destroy when inactive.

. Commandant's appeal decisions in sus-
peusion and revocation proceedings
against merchant seamen's documents.
Included ave cross refereance files and
background material.

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

training facility.
’ B, DESTROY remainder of file,

A-ll-1 A
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407. Traveling Inspectors records con-
sisting of correspordence, reports and
other data related to inspcction acti-
vities of Merchant larine Safety

405. Extra copics of
Maritime Consultative Orpanization (INCO)
documents relating to technical meetings
at which the United States is ropresented
on matters such as {ire protection, sub-
divisions and stability, fishing vessels,
bulk cargos, tonnage rmecasurement, carraige
of hazardecus materiais and other tcchnical
areas for which II:CO is responsible.

409. M

Intergovernmental

ferchant Marine Safcty Project Files.

410. Commercial Vessel Case Files.

a. Coxrespondence and forms relat-
ing to individual merchant vessels on ai-
teration, construction, conversion, de-

sign, equipment and inspection, plans,
some ‘'type' approval and dangerous arti-
cles data

(1) Case files whlch have
been microfilmed.

(2) Case files which have not
becn microfiimed.

b. Loadline certificates calcula-
annual inspection reports.

1)

culations.

tions,

Loadline certificates/cal-

(2) Annwal inspection reports.

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

411. Lo

RESERVED
412,
413. Plans and correspondence for
“type' approval cquiprent for werchant
vessels. Included but {iled scperately
arc:

a. Life Saving Equipment

(CG-190, 160 Sevics)

b, FNirciri

(CG-1%0, 161 Sevi

/ ori Disposition

Trensf{er Lo comrcrcial vessel case {iles
on completion of inspection or relacd
action., Sce items 10 and 20.
with related file.

DESTRCY

Maintain at agency as an active working/
reference file. DESTROY when superceded
or obsolete or usefulness has been

scrved, which ever is later.

DESTROY 3 ycars after completion of
project.

DESTROY aftcr vessel case file is micro-
filmed and quality content edit of
microfilm is completed. DESTROY micro-
film 1 year after vessel is listed as
lost, abdndoned, destroyed, or scrapned
(LADS). Microfilm in accordance with
FPMR 101-11.5 applying standards for non-
permancent reocerds te be held for 10 vears
Cr morc.

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

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

Maintain the annual inspection reports in
the CFA. DESTROY 1 ycar after vessel is
lost, abandoned, destroyed or scrapp:zd.

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

~

(
DESTRCY 15 ycaws after termination of
eppruval.,  Trauwsfer to FRZ 3 years alioer
Lerminaction of approval.
}§VEQ 5 years after L. -ination of
avprovale Trensfer 2y after termin-
sfion of pLoval.

Fali LPr s PR
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[ald l.Ll wont

sesign with builders and naval archi-
tects for propoced ship building.

r-.

Lpbsrriows -

i

AvTH 01D

design if prcject is cancelled., ierse with
cosaercial vassel case file if project

devcloped. See item 10, DESTROY with

ER
-2

related file.

Ce. Enalnoorln’ DTHiROY 1ol fter terminatica T L i
o 5-120, 162 ac*lcb) 15140/;7 approval, Transfer to Fal 3 years =dltar
T tevminatiocn of . aroval,
- d., Materials ﬁaul ™Y 15 yeanrs after termination of
.j ", (2G6-190, 164 series) approval, . Transfer to FRC 3 years after
e : : termination of approval,
e. Acceptable hvdraulic Come DESTROY 5 years after listing is terainated
ponents {CG-190) (i.e., becomes a standard),
f., Watertight Doors (Letter of DXSTROY 20 years after mamufactuer dis-
Approval) (CG-190, 163 Series) continues design. Transfer to FRC when
o '- namfactuer discontimues design.
g+ Nuclear Pressure Vessels (Plans DESTROY 20 years after nuclear vessel is
and Letter of Approval) desctivated. Trancfer to FRC vwhen nucla&r
[Ficarl ' - X vessal is deactivated. -
A™@. Boiler Drawings (Plans and "MICROFILM after veisel,hZ:
Letters of Approval)" last vessel of a class
been completed. DESTROY
% microfilm after vessel or
‘ last vessel of a class has }
: been officially listed as |
f o lost, scrapped destroyed t
or abandoned
' i. Pressure Vessels (Plans and DESTROY 5 years after last activity,
; Letter of Approval)
J B, Welding and Nondestructive Maintain &t agency as an active working
Examination Frocedures file. Destroy when inactive.
K, " Electrical Equipment Listing DESTROY when cancelled from listing.
4 (CG-293) -
Lw Aifidavits for valves, fit- DESTROY 2 years after termination.
tings, flanges (Form CG-935A).
Y. aw @. Manufacturers' Plan File (alpha- DESTROY 5 years after review date.
betical by manufacturer and
chronoloyical by date of plan
review; consists of plan(s) of press-
ure vessels and piping system(s)
component(s).
M o, Affidavited Manufacturers Catalog DZSTROY after 5 years or on receipt of
(CG=-190} new catalog., —
o0 ™. Unfired Pressure Vessel Data DESTROY 15 years after’ .
Report (Manufacturers' Certi- receipt from marine =
fication) CG-2936, inspection office (20
years from date of
- approval)," e s ;
#3848, Corresovondence of dimenzicns and DESTKOY 5 years after initial submission or

;

——y g
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Daseviption of Rocords

#1§. Automated Cewmerclai Vessel Cas-
vaity File - Automated system contain-
ing data relating to vessel casualties
as defined by 46 CFR 4.05,

© 46, Avtcmated Vessel File. Automated
system containing certain data elements
which appear on a vessel's Certificate
of Inspection,

Merchant Marine Technical Kecords

417. RESERVED. ' .

H#b8. a,

Fquipment Approval (5x8 cards)

b. CGHQ-10030 flimsy {advance
copy)

‘?i?. Ship Structure Committez records
containing minutes and agenda of mect-
ings, reports, correspondence and ad-
ministruitive papers of joint interde-
partmental investigations and meetings,

. 7. Merchant Vessel Inspectiou Records

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

- .

@@Aﬁiﬁ’ﬁ,cd ’Lspositinnr‘-cq 25 1977

Undated annually, Tape maintained

at ne
for life of Agency. sgency

Updated monthly, Tape maintained

at anc
for life of the Agency. seeney

White cards: DISTRYY on receipt of while
renewal or Llue termination card.

Blue cards: OISTROY cn receipt of white re:n
statement card,

On receipt of anproval vhite card, transfor
to 5 year renewal suspeuse file; D SIKeY on
completion or renewal action. If approva:
is terminated use flimsy to prepere ~lue
termination card; DESTKOY on completica of
distrubution of blue card,

PERMANTNT, Transfer to FRC after 2 fiscal
years. Offer to NARS 20 years after
event., (1 CFPY)

a., Maintain active records in
G~-MVI CFA,

b. Tranisﬁﬁ’inactive records to
FRC weloe® vessel becomes inactive.
DESTROY one year after vessel is
lost, abandoned, destroyed or
scrapped.

| A"I‘/" 17‘ ~ : ' oy
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Descrintion of Records

0

Safety Certificates, keport of Struct-
ural Failurc on Inzpected Vessel,
port of Zguipment Tailure wu Taspected
Vesuel, Cargo Ship Safery Certificates,
Report of Traveling Inspectors and
relatcd papers, leétters reportipgz change
of stitus of vessels,

Re-

H2l. Pvpo"ts of vlaterial Insnectlon,
Forms CG- 23!

422. Annual Summary Reports of
Material lnspection, Form CG-2801,

423, Lists of merchant vessels under:
construction or conversion, Form CG-
2201a,

#24, Letter rzports of loss, thefi, or
transfier of custody to another office
of boiler sealinz plier dies,

425. Concaley voard
to investizate major wma
including sancrs 2

ing to orzaznization of the foar

cezdiuzs, heiring, decisionz, an
investisative rencrt acd tihn Act;on of
tha National Transportation Safecy

Board {(NTSB), tozether with inquiries,

exhibits, photoaraphs and ADP print-

outs,

SUCH:

?

(\

ad

426, Casuzalty case files of investiz-
ations of marine casualties including
persotal injuries containing repor<s
of marine casuvalties and records in-
cluding tranccripuzc of testireny, in-
quiries, exhibits, photoaraphe and.1DP
print-outs.,

Miscellancous Vessel Caszualties,

#27.

Merchant Vessel “ersonnel Records

(Custodian of vecord copy of history of
endorscoents and shipment and discliarge
of merchant seanet}.

LI M éé‘_ﬁ.b.pgzed

et

Dl L N, P P \

Digsposition

4}

EB 25 {577

DESTROY when ! ycar old.

DESTRIY whenm 1% yesrs old.

DESTROY when 1 year old.

DISTROY when 1 year old.

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

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

.

Transf{er to FRC when 5 years old.
vhen 10 years old.

DESTROY

DESTROY when 5 years old.

All-§

- esnlE:
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428, Scumen's perveenned jackets aond Treneler vo FaC 2 years aftec last
indexen cherote, digchiar o is added to jacket or eviience

of deatl is receividwhichever is sooner

DESTROY SO years niter last dieciv: e
or evidencr ou death is received, whichever
) is sooner
‘429. Orizinal Card Records of licenses DESTROY 30 years &fter license expires.

issuec to wmerciant marice cificers con- Transfer to FRC 12 years after license
taininy date and place of birtlh, cici- expires.

zeaship, tvpe and werial nurber of li- .
ceuse and wheve and when isgu=d, sus-

pension, revocation; vestorat.ion, re-

newal, notice of fzilure in examination

and, record of cndovrszwent on license,

43Q. Orizinal of Siinping ‘rricles con-  DESTROY when 50 years old. Transfer to FRC

1
taining acreonente Deluocan oo aud when 3 years old. ‘
masters ownd/ oo cungniics, o i

rd Administ.-otive Law PUESMAN N, TranTov fo Tl 3 veors alrev

#3). Coast Sua J
Judnes Decision znd vrders, final adwinistrative acticn. Offer to NARS 20
years after final administrative action(2CKFY)
432, evile L ozoimam ostopension and -~ Transfer o ¥02 when 1 y-ar old. DESTROY
revocation —ppratl files, Record copy when 2% @wears old.

of traascripi of giovcectings aid ra-
lated correspondence,

#33. Disciplinary vecord cards, Treansfer to seaman's jacket uwnen nacice of
deathr, (See itew 28). COthbuerwise rovai~ Ir
Fal sl
CFA.

#34. Statistical veports of marine DESTROY when 10 years old.
investl ations, hearinge, siipment and
dischars2s ccntaining rezerds of mer-
chant vessel ovarscunel actions with
related sunmarics,

‘ )~ s.‘l

43§, Reocord cony of Harnioaal appeal Transfer to FKC aftevr Cownacdunt necifi
Boavd Security Jdearing vire recocds, holder of dosuw:int or applicant for duca.cnt
stewosrapiic tap-s or noLzs in all that appeal is denied, DLSTRIY g years
cases wiich bave recclied iuv concinaed after appeal is denied.

.

denial for Yort Security Tavi or Mar-
iners Docurent,

#436. Corrvificave of Vischar-e to DZSTROY when infoarmation is traacierred ro
Yered oot Sonaen (CU-715A) aud Records Certificate of S=araa’s Serwvice (C3-723),
of Zoty. din Cortinumus Disclarse Book See itam 28.

A-tl-6
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L37. File folders (covering currently
documented vessels) _
vessel name, filed alphabetically, and
containing documentation pertaining to

designation of home port and correspondence -

‘relating to the specific vessel.

L38. Files containing .
pacasvound swaterial vsed in oreperation

of nrocedures on docuventatica, includ-
ing »wii¢ sed reouild, title and ocwner-

ship, mortzanins, here and hail port,
: E M

chanso R servieos  and uvse of
vessely, § surnce of docurents, coll-

. for . -
ectinn of Yeeg, agsgessnent

#439.
mation concerning documentation.

a. Precedent files containing
unique cases and specific legal de~’
eisions.

b. All others

#40.

Documenitat . on

LL41. 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

Original reports of Monthly

L
PR S S S

®
DRAFT

labeled with current

nanalties.

General correspondence files concerning
requests for procedures in etfect cnd info-

@ o
FFB 20 (.7

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

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

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

DESTROY vhen 2 years old.

DESTROY when 5 vyears cld.

1

PERMANENT,., Travsfer to YRS ¢ years 2

vessel has been removed from docunent

Offer to NARS 30 years after vessel has
..heen removed from documentations. (3 CFPY)

document and a copy of the current marine document.

B4, Card incex of official numbers
awarded, showing history of vesscl,

443, Card index of history of vasscls
by name which have been withdrswn from

docuvaentation.

Yazardous “aterials Xocords

Sy, 1.5, rocclaniens and dirzotives
case Filoa econtninins bacnoround maners
i3 ugen in orpeonrotios of rules and

. .
1 K 1 L. e e e LRI

Maintain§ at Headouarters as an active!
working file. DESTROY tshen inactive.

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

DESTROY 30 years after publication.
Tranefer to FRC 10 years after publication.

o Sontt
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HYy. Ciemical Znpineering {iles con-
taininy corrsspoundence, venovrts and
v.lated caterials un zencral gpelicies
for transvorting chericals and cthler
hazardous materials,

446, Certifications for dangerous
articles, as ships stores and supplies
including pertinent corresponderce,
“type" aprroval case files (CG-190).

447. Special exenptions (letter of
exception) for explosives and other:
dangerous articles inciuding correg~

" pondence {case file).

448, Copy of Department of Trans-
portation Exemptior with concvrrence
vy Coast Gusrd and relavdd correspond-
ence,

HAT 1020 450 Leerivpo

N e St s s s e N

_llg:__scrip‘t"iu(m cf 1‘..'_-.r:£\'?".§_:’-',~ D&AFTAUU\OT&E od Dispositior‘FEB 25 ?977

DESTR:Y when administrative needs have been
met.

DESTROY 10 yvears after expiration of
approval.,

DESTROY 10 years afier permit is expiréd
or revoked. Transfer to FRC when permits
expire or are revoked.

. ¢ e

DESTROY when expired or revoked,

A ll.o
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SBCTION 12 OPERATIONS AND READINESS RQ@AF ? FFRB 95 ‘?

These records describe the operational responsibilities of the Coast Guard
as they relate to search and rescue, marine sciences, m111tary readiness,
intelligence and communications activities.

Description of Records

U451, Records created by the Office of
Operations docu—
nenting 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 of pollcy or
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 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.

#$3. Correspondence files of a routine
administrative or housekeeping nature.

4$54. Special programs project files
consisting of correspondence, re-
ports, etc. on administrative matters
such as budget, coordinating operation-
activities.,

Authorized Disposition

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

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 wvhen
usefulness has been served, which-
ever is later.

DESTROY when 10 years old.

DESTROY when 3 years old.

DESTROY record material from case
files when 3years old.

HBAR 29 1077
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Description of Records

¢¢G.  Annual Inventory of Operational
statistical report of Cutters , Boats
and A/C.

¥67.  pecenven
4B  pecgpvee

¢5¢. Operating Plans with Change Orders

(0. Longterm impact or policy studies
with related material pertaining to
operational plans.

A-12-1  HAR 25 1577

Authorized Dispg;ifion
PERMANENT. Transfer to FRC when
JO years old. Offer to HARS
when 20 years old. (] CFFY)

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)



Description of Records

Intelligence Records

4&l. 1Intelligence 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.

462. oOperational 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.

#468. 1Index cards showing appreval
~and/or disapproval of applications
for Port Security Cards maintained
as central control.

#‘AL Records of Port Security Cards
issued (CG-3177).

i

Communications Records

465,

Q‘é- 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,

4‘7. Communication Center copy of
messages sent and received.

Communications Summary.

DRAFT

® o
FEB 2o is77

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 yhen 3
years oldOffer to HARS 4" 15 years
01& te : (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.,

A)2.9
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Description of Records

v

o :
FEB 25 1377

Authorized Disposition

Search and Rescue Records b ..
469. Flag Plot duty officers logs of PERMANENT. Transfer to FRC when
daily operations. § year old. Offer to NARS when
20 years old. (.5 CFPY)
<4‘Q. Correspondence files containing DESTROY when 10 years old. Transfer

inquiries from congressional and civ-
ilian personnel about current opera-
tional activities.

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

. records of significant meetings, etc. .

lfz’. Copies of méetings of Interagency
roup for International Aviation(IMCO).

-

] Copies of Intergovernmental Maritime
Consultative Organization (IMCO) SAR
documents and correspondence.

4e8. Master files of Interagency
ommittee on Search and Rescue (ICSAR)
Meetings, Establishment and Membership.

#44. 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.

4?8. Message Situation Report Files.

&9B. Assistance Reports. (CG-3272)

A 1A A

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. (.S5CFPY)

Transfer to FRC when
Offer EARS
(. 5CFPY)

PERMANENT,
3 years old.
when 20 years old.

)

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)

4%3. Aircraft records concerning status,

assignments, overhzuls, IRAN and
~ deployment. )

l{?a. Copies of Aircraft accident and
incident reports submitted in accord-
ance with CG-405.

#49. Aircraft disposal documents and
attached history card.

450-

Aircraft Inventory Reports.

4$). Semi-annual. Pilot and
Qualification Reports.

4.

488. Executive Flight Requests and
Bassenger Manifests.

Executive Flight Schedules.

Surface Facilities Records (SAR)

¢54. SAR Cutter files consisting of
.action documents giving brief operat-
ional and bipographical history of
each ship with information on building,
acquisition, commissioning, alter-
ations, movements and actions.

#85. Shore SAR units, Group offices
and facilities files with copies of
icorrespéndence, 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.

4#37. Files containing correspondence
" with districts and units on use and
allowances of small bcats.

1

® O FEB 25 1577

Authorized Disposition

DRAFT

DESTROY 3 years after aircraft
leaves CG control.

DESTROY when 3 years old.

DESTROY when 7 years old.

DESTROY when 20 years cld. Transfer

to ¥RC 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
RARS 5 years after vessel leaves CG
control. (2 CFFy)

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

DESTROY 3 years after bpat leaves
Coast Guard control.’

DESTROY when 3 years old.

A-12- 4
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p. High Endurance Cutter Ship records
nd characteristics cards documenting
tatus and movement. mmnyl

. Enforcement of Laws and Treaties
acident report and Data report.

¢t Military Readiness Records

B. Periodic inventory, status, train-
ng and competition report concerning
rdinance and munitions (including loss
f), weapons systems, unit training

nd achievement and similar reports

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

¥ operational test sources.

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

09 Summaries of Gunnery and ASW
raining Exercises.

9§ Monthly summaries of operations
n Vietnam.

’ Ice Operations

$8& Ships, files ( Icebreakers) as
n ELT section above.

38 Icebreaker Cruise Reports.

bﬁ# Icebreaking Report.,

\§ redy $10 Guceloed

Nl
APPROVED

SR T
1Eii-i-n—ohrp—:rwuriuﬂgﬁf'XHJT‘

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¢

DESTRCY 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.

PERMANZENT,
is no longer a CG facility.

Transfer to FRC when ship
Offer to

HARS 10 yvears after transfer to
FRC, (1CFPY)
PERMANENT. Transfer to FRC when ship

is no longer a CG facility. Offeér to
RARS 10 years after transfer to
FRC. (1CEPY)

DESTROY when 5 years old.
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Description of Records

-
S

@ @  Fre25uy

Authorized Disposition

Marine Sciences Records @%AFF

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

489. Marine Science Cognizance Report.

‘Rep International Civil Aviation
Organization forms and reports.

H#4]l. CG originated operations plans
and orders for all special patrols
and operations.,

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

44#3. sShip files (oceanographic) docu-
menting construction, acquisition, con-
missioning, alteration, movements and
other actions.

P Enforcement of Laws and Treaties

‘fgé& High Endurance Cutter Ship allowance
files containing requests, authorization
and related papers on equipment allow-
‘ances for housekeeping and operational
needs

46§. High Endurdnce 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.

PERMANENT. Transfer to FRC 20 years

after date of report. Offer to NARS

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 HARS when 10
years old. (1 CFFPY)

DESTROY when 5 years old.

PERMANENT. Transfer to FRC when ship
is no longer a CG facility. v *
Offer to RARS 10 years after
transfer to FRC (1CFPY)

DESTROY when 10 years old.

DESTROY 6 months after obsolete or
superseded.

: - A-12-8
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SECTION .13 MARINE ENVIRONMENT AND SYSTEMS RECORDS

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

Description of Records Authorized Disposition

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:

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

b. Studies/Surveys conducted by
the Office of Marine Enviroment and Systems.

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

(a) Vhich are forwarded to DESTROY, S years after publication
higher authority and are included in a of the study by higher autnority
formal publication by the higher authority. or when usefulness nas been served

vhichever is later.

(b) Vhich are not forwarded . PERMANENT. Transfer to FRC when
{0 or pudblished by & higher aunthcrity. ' 5 years old. Offer to NARS when

20 years old. (.5CFPY)

(2) sStudies/Surveys which did not DESTROY when 5 years old or when
result in Coast Guaxrd wide adoption of usefulness has been served, which-
policy or management prograws. ever is later.

$12. General administrative corres- DESTROY when 3 years old.
pondence files (excluding primary
records above) from various activities
of marine environmental protection and
ports and waterways activities.

G12. Correspondence files of a routine DESTROY when 3 yesrs old.
administrative or housekeeping nature.

S'/Y. Reports, summaries and routine DESTROY when 2 years old.. .....
correspondence from other agencies MAR Q’{) }?77

mantadinine +a mavement aof merchant ~
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5/5‘5 Message reports of vessel movement.

S/ 6. Adds to navigation mester files
consisting of epplications and
authorities granted to them by the
Cormandent with supporting papers,
charts and photogrephs for estab-
lighment, change or discontinuance
of aids to navigation.

G b mne”
Vlb ﬁeo &. Msjor Alds
W 4
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DESTROY when 6 months old.

3
PERMAWENRT. Traansfer to FRC when 20

years cld. Offer to EARS when 20
years old (1 CFPY).
~EERMANRND w—Toons fer—teo—FRe—vrer——

—FRALE L)L QT @b~ NN —vire - £0—yeaTE”
—oM— - CFRE

S17. DMAHC Notices to Mariners concern-
ing changes to aids to navigation.

S18. Iocal Notices to Mariners concern-

ing changes in aids to navigation
forwarded from CG Districts.

A;P\—wl e

DESTROY when 10 years old.

DESTROY when 5 years old.
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Description of Records Authorized Disposition

S19. Monthly reports furnishing tech- DESTROY when 1 year 37
old. . ¥
nical data, etc. on loran stations v FEB 25 197?

and compilations.

S20. Monthly compilations of reports DESTROY when 1 year old.
on loran stations.

Fatid Copres o
521, Light lists of aids to naviga- DESTROY when 25 years old.
tion; bound copy. :

S22, Light lists of aids to naviga- PERMANENT. Transfer to FRC when
tion, loose-leaf master light list 15 years old. Offer to NARS when
with sources of information for 25 years old. (2 CFPY)
correction. , g

e 4
S23. Copies of reports of International DESTROY when 3 years old.
Marine Pollution Prevention Convention

Violations.
ﬁli Permits for bridges across navi- PERMANENT. Transfer to FRC 1 year after
geble waters (case files). completion of the project. Offer to NARS

10 years after completion of project (3CFPY)

$2§. Drawbridge operation regulations Destroy 2 years after bridge is made a

(case files). "tixed bridge'" or bridge is removed ifrom
= waterway. Travster to FRC when 5 years
old.

|

/|

§26. Obstructive Bridge (case files). DESTROY 2 years after bridge is removed
from the waterway. Transier to FRG 10
years after alteration.

S$S27. Deepwater Port License Applica- PERMANENT. Transfer to FRC 1 year after
tions. termination of license. Offer to HARS S fear:
after termination of license (1 CFPY)

$28. Deepwater Port Licenses. PERMANENT. Transfer to FRC 1 year
: after termination of license. Offer to
HARS 5 years after termination (1/10 CFFY)
J29. Copies of American Bureau of DESTROY 3 years after port license
Shipping Classification for Single is terminated.
Point Moorings at Deepwater Ports.

$3$0. Proof of Bonding for Removal of DESTROY after port components removed.
Deepwater Port Components.

S2. Deepwater Port Environmental DESTROY 3 years after termination
Impact Statement. of license.

J22. Annual report to Congress on PERMANENT. Transfer to FRC when
Deepwater Port Act. 5 years old. (1/2© CFPY) offer to NARS

wien 20 ysars old.
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Description of Records Authorize'd DisposiE o8 25 1@77
TV e W e
JS33. Report of Deepwater Port 0il DESTROY when 3 years old.
Throughput.
.{3‘}. 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 of Personnel Qualifications  DESTROY 3 years after termination

for Deepwater Ports. of employment.
537. Deepwater Port Operations Manual. PERMANENT. Transfer to FRC 1 year after
' . port license terminated. Offer to NARS
SPE 1wt 54D fesctres 5 years efter termination. (1CFPY)

A-13-3
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The records described in this section relate

o0 |
FEB 251977

0 the planning and administration of

personnel programs for military (Coast Guard and Coast Guard Reserve) and civilian

personnel. The items are grouped as follows:

Military Personnel Records (General)-

M?l%tary Training and Education Records - Military Personnel Services Records -
Civilian Personnel Records) ~ Military Recruitment Records.

Description of Records

541, Records created by the Office of
. Personnel docu—
menting the organizational development
and administration nf the Office of

) Personnel consisting of the
folloving:

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.

P

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

(a) Which 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 o highex autherity.

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

S$4&. General administrative correspondence
(excluding primary records above), covering
personnel administrative activities.

S43. Routing correspondence of an admin-
istrative or housekeeping nature.

\fygu Studies, estimaties, reports and

related material on the administration of
funds.

/1 IA//

Authorized Disposition

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

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

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.S5CFFY)

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

DESTROY when 10 years old.
?

DESTROY when 3 years old.

DESTROY when 10 years old.

MAR & w i
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Nes~ription of Pecords

Jyﬁi Proceedings of officer personnel boards
for promotion/demotion with related papers.
(Selection Boards Investigations)

.5?6. Records pertaining to the administration
of the Permanent Uniform Board and main-
tenance of Regulations.

JY7. 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

JY9. Service number index logs and registers.

Jﬁgﬁl Identification cards for military
personnel and dependents with related

- Application Froms (CG-4Cll and DD 1172},

I E S [V U Y
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Arthavized ™M enasition

PERMANENT.
years old.
years old.

Transfer to FRC when 10
Offer to NARS when 20
(5 CFPY)

Transfer to FRC when 10
Offer to NARSwhen 20
(5 CFrpY)

PERMANENT .
years old.
years old.

Transfer to NPRC (MPR)
St. Louis 3 to 6 months after dis-
charge, death or retirement. - r

DESTROY- Transfer to FRC 1 year after :
date. DESTROY 5 yeears after run
date.

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.



» Descri;gtiox.r ’ords

.5'51 Record of Identification Cards BRAFT

TIssued (CG-3133) (Military).

S$82. Original eligibility lists and
authorizations for advancement in rating
and proficiency pay.

JY3. Servicewide examination results
with supporting documentation for career
advancement.

S84. Listings and related material on
approved personnel retirement.

N

S5%. Enlisted Transfer Orders issued by
Headquarters.

S56. officer Summary Records (CGHQ-
4255) on individual officers.

J&7. Records and related corresyondence
relative to the Reserve Awards Programs.

S48. Correspondence documenting personnel
action on appointment, promotion, retire-

ment etc.

Training and Education Records

S&9. Training and course materials related
materials (case files) including Volunteer
Training Unit and Aviation Training records

G 80. Requests for end-of-course examination

‘JBL. School and training files containing
correspondence, reports and related papers
on CG and Navy schools, the Institute,
training aids and courses. ‘

~5§2. Individual applications for post-
graduate, petty officer and other refresher
or short courses.

JFES. Reccrds of Boards of Visitors to the
Coast Guard Academy.

Jﬁ%ﬁi Records of CG Advisory Committee to
the Academy consisting of minutes,
correspondence, reports, lists of personnel
and related materials.

R h
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DESTROY when 6 years old.

DESTROY when 25 years old. Transfer
to FRC when 5 years old.
DESTROY when 25 years old. Transfer

to FRC vhen 5 years old.

DESTROY of CG Reserve (inactive)
results when 2 years old.

‘-DESTROY when 3 years old.

DESTROY when 5 years old or earlier
if needs have been met.

DESTROY when member is removed from
active duty.

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY when 1 year old.

DESTROY when 5 years old.

Transfer to
service record on non-selection
or completion of training.

PERMANENT .
20 years old.

Offer to NARS when
1/10 CFPY)

Offer to EARS when
(1/10 CFPY)

PERMAWENRT.
20 years old.



Description of Records DRAFT

JF‘S: Officer Educational Record (CG-4082).

[/

\féé Requests for Procurement of materials
and services for officer and enlisted
training and procurement. )

1jﬂ§7. Conformed copies of Navy PostGraduate
School Contracts.

558 SF-1080 copies with supporting
papers covering reimbursements for
all types of aviation training.

559 Copies of requests for reimbursement
for monies expended for required tests,
copies of University invoices for books
and supplies, approval correspondence, etc.

Military Personnel Services Records

£10 _
RESERVED

1
|

A

S9). Claims files of correspondence and
related papers pertaining to decedent affairs
of deceased military and former Lighthouse
Service personnel.

,571. Claims files of correspondence and
related papers on military personnel
rembursement claims.

J93. Card file containing summaries
of claims processed by the office.

.$P4. Agenda and minutes and general
documentation of CG Board of Awards.

§95. Case files of copies of individual
citation and awards, actions by Board
of Awards and the Commandant;
general documentation information.

SP6. Register of recipient of Lifesaving
Medals.

A-14-3

O e T

L £y o
Authorized Disposi§§gﬁj»w\) S
File original in service

record.

DESTROY office copy when 2 years old.
DESTROY after 2 years for off-duty
training; 5 years for full time r
resident training; 3 years for pe

personnel procurement requirements.

DESTROY after 3 years if utilized
by CG; end of FY for others.

DESTROY when 3 years old.

DESTROY when 3 years old.

DESTROY 5 years after death of
member or death of survivor receiving
Retired Serviceman's Family Annuity.

DESTROY 5 years after date of claim.

DESTROY when disestablished.

Offer to
(> CFPY)

PERMANENT. Retain at HQ,
NARS when 20, years old.

DESTROY upen seperation from CG or
CGR.

PERMANENT,
years old.

Offer to NARS whem20
&l CFPY)

L S T R N S
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817. 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.

$48. 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.

FTAICES + ¥ PP

$99.° C;se,"éuﬁject, planning and control
and legislative history files on military
and civilian personnel security boards,
programs, policies and procedures.

$80. Significant and substantive information
in individual civilian and military personnel
security files.

S$81. Atomic Energy Commission Clearance
Record Cards.

§ 88 Case, subject, planning and control
files on approved family hcusing proQjects
with correspondence and memorandums con-
cerning the program, other than items
contained in item 1 of this sectiom.

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
papers.

| 581 .

papers.

' ?5- .
7 Used examinations and ansver

shecls with qualificaticn toss.

o0 oo
Description of Records DRAF? Authorized Dispogﬁgorgls 1972

Direct Commission Programs, Application
Files containing copies of applicantion for appoint- a.
ment in the Coast Guard, interview reports and related

S W

- e fmmaris An e e et -

DESTROY when disestablished.
DESTROY 5 years after disestablished

DESTROY 20 years after obsolescence.
Transfer to FRC 5 years after
obsolescence.

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.

8. Selected Applicants-File in
Official Personnel Folder.

b. Non Selected Applicants-Destroy
6 months after deadlines date
for class which applicant is
made.

|
Selected Applicants-File in
Official Personnel Folders.

b. Non Selected Applicants-
Destroy 1 year from date of
board by which considered.

NIy 3> «
TRETRAT b burnirs or chredding vhes

L
2N T3 Uk
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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.

538 Periodic reports of enlistments
received from districts.

$a9q Reports and forms used by examinérs

in accounting for examination books

certifying that examinations were given

in accordance with instructions.

520 RESERVED

or

]

2 2}

pr—
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FEB 25 14977

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 15 MARINE SAFETY COUNCIL

These records relate to the Coast Guard regulatory system, administered
by the Marine Safety Council, and include items of a public and non-
public nature.

Description of Records Authorized Disposition

591. .Records created by the ~
Marine Satety Council docu~
menting the organizaiional dcvelopment

and administration of the .
Marine Safety Council consisting of
the following:

8. Official record copy of each PERMANENT. Transfer to FRC wvhen
directive/publication issued by the * § years old. Offer to NARS when
office with significant background 20 years old. (.5CFPY)
nmaterial. -

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
managempnt progran

(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) Vhich are not forwarded | PERMANENT. Transfer to FRG when
to or published by a higher authority. 5 years old. Offer to WARS when

20 years old. (.5CFPY)

(2) Studies/Surveys which did mot =,  DESTROY when 5 years old or when
result in Coast Guard wide adootion of usefulness has been served, which-
policy or management prograus. ever is later.

JSPL. General administrative corres— DESTROY when- 3 years old.

pondence, reports and related material
(excluding primary records).

.5'93 Record material of a routine DESTROY when 1 year old.
administrative or housekeeping
nature.

VA S \ . &ﬁ!&R :253'ﬂ}f?°
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£ by o
ST4. " Rufé b regulatlons and directives

files w1th background material used
in preparation of rules and reg-
ulations published in the Federal
Register and/or CG issuances.

S¥8. 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

S38. Printers' copy, galleys and
page proofs of CG marine safety
publications.

"amﬁfwlv‘loﬂbxﬂuh’
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Authorized Disp-sition
DESTROY when 20 years old. Transfer
when 5 years old.

PERMANENT.

Transfer to FRC when 5 years old.
Offer to KARS when .20 years
old. (1.5 CFPY)

PERMANENT. Transfer to FRC when

5 years old. Offer to EARS when
2.0 Ygd (4R,
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.

A-ls=l &
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SECTION 16

DRAFT

Civilien P-rsonnel Records

Coast Cuard civilian personnel records relate to the supervision over

and management of Pederal Civilian Employzes.

This Schedule covers

the disposition of all official Perconnel folders of civili
1 an empl
and all otper record relating to civilian personrel. poyees

DESCRIPTIOR OF RECORDS

601, .

RESERVED

602. Correspondence and subject
files relating to the administra-
tion and operation of personnel
functions &t District efficcs
or Headquarters units level.

60 3. Correspondence, reports and
related materiel on civilian treine
ing oand service -awerds progrems.

60k, Individual enployeé files on

training.

605. Certificate files (requests
for certificates and certificates
of eligibles).

406. TFotification of personnel
actions-Journal.

&¢T. Heelth improvement and health
benefits programs and reports.

608. Personnel folders excluding
(a) folders or groups of folders
selected by the FKational Archives;
(b) folders covering periocds of
employment terminated prior to
Japuary 1, 1921; and (c) papers
on the left or the go-called -
"temporary" side of the folder,
vhich are authorized for disposal

* by ‘General Records Schedule 1,
item 10.

AUTRORIZED DISROSITIOR

DESTROY when 3 years old.

DESTROY vhen 3 years old. -

DESTROY 2 years after completion
of {raining.

DESTROY efter inspection require-
ments (by Civil Service Commission
or Coast Guard) have been met.

DESTROY when 3 yrars old or after
inspection requirements have been met.
L

DESTROY when 3 years old.

(a) See Chapter 293, Subchapter
2, Federal Personnel Mamual for
instrucftions 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 NPRC, (CFR), St. Louis,
Missouri, 30 dsys after separation.

(coxt) "
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DESCRIPTIOR OF RECORDS

ORAFT

609. Service Record Card (Stenderd
Form T or its equivalent)

8. Cards for employees separated
or transferred on or before
December 31, 1947.

b. ;Curds for employees separated
or transferred on or aftexr

Jenuery 1, 1948.

610. Correspondence, letiers, and
telegrems offering appointments to
potential employees. -

61}]. Certificate files, consisting
of:
a. Requests for certificeates
of eligibles.

b. Certificates of eligibles.
612. Employee record cards used for

informational purposes ocutside per-
gonnel offices (such as SP T~3).

‘ ‘ FEB 25 177

AUTBDRIZED DISPOSITION

(b) (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 at leest 5 years.

Transfer to FPRC, (CFR), St.
Louis, Missouri.

DESTROY 3 years after year of
employee's separation or transfer
to another agency.

(a) If appointment is accepted;

- destroy irmmediately.

(v) If eppointment is declined:

(1) Return to Civil Service
Commicsion with reply and application,
if name wzs received from certificate
of eligibles;

(2) File inside application, if
offered es a result of applica-

tion for temporery or excepted
appointment and dispose of in
sccordance with provisions in

item 15; (3) All others; dispose
immediately.

DESTROY 2 years after date of
cercificates.

DESTROY 2 yeers after date of
certificates.

DESTROY or transfer to another
egency or bureszu or on ﬂeparntion

of cmployae.

A-16 -2
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DESCRIPTION OF RECORDS

613. Position dsscriptions.

614. Employee interview records.

-

615. Duplicate case files of
performance rating boards
of review, copies of which
have been forwarded to the
Civil Service Cozmission.

616. All copies of correspondence
and forms meintained es
temporary records on the
left side of the 0fficisl
Personnel Folder in accordance
with the Federal Personnel Manual,
Chapter 293, and Supplement 293-31.

617. Position identifecation strips,
used in service control file (such
as Standard Form 7) to provide
sumary data on each position
occupied.

618. Incentive awards case files.

619. Reports pertaining to the
incentive awards program.

620. Fotifications of persomnel
action, exclusive of those in
Official Personnel Folders.

&. Carcnological f£ile coxnica,
Laoaillilg s08v wauskbbe

b. All other copies.

[ O P

DRAFT._
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RIZED DISPOSITIOR

DESTROY ore copy 5 years

after position is sbolished or
description is superscded;

(b) DRSTROY other copiies vhen
pesition is ebolished descrip-
tion 1z supersceded, ‘

Flace 1in ipnctive file on transfer
or separation of caployze and
otart @ nev lusctive fille cvery

6 months; DESTROZ fusctive £ile

6 months after it is cloced, If
filing arrangement differs from
that suggested herein, PESTROY
records 6 months after transfer
or separation of employee.

DESTROY 1 year after completion of: case.

;-

DESTROY on transfer to another

egency (except in & transfer of
functions), ceparation of the

exployee, or vwhen 1 year old

providing purpose has been served.

DESTROY when position is canceled
or new gtrip is prepared.

After closing case traansfer to
Insctive closed file end destroy
2 years eftter closing.

DESTROY when 3 years old.

D8 0¥ vhen 2 years old.

DESTROY when 1 year old.

”
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DESCRIPTION OF RECORDS

£21. Applications for employmeant
and related papers, excluding
(a) records relating to appointments
- and requiring Senatorial confirmetion,
and (b) applications resultiig in
appointwent filed in the Official
¥ Perconnel Folder (covered 4n item
1 of this schedule).

622, Statistical reports in the
opersting personnel office.

623. Correspondence ard forms in
operating persommel offices
relating to individuel employees
not meintained in Official Personnel
Folders end not provided for else-
where in this schedule,

a. Correspondence and forms

relating to pending personnel
actions.

b. Retention registers (including
card files and related papers)
from which reduction-in~force
ections have been taken.

c. Retention registers (including
card files and related papers)
from which no reduction-in-force
actions have been taken

d. All other correspondence forms.

624, Copics of docuren: duplicated
in Official Personnel Folders end
not provided for elsevhere in this

. schedule,

625. Records releting to individual
employee operation of Government-
owned vehicles, including driver
tests, euthorizetion to use, safe
driving evards, crd rolatod .- -

T | DRAFT
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AUTEORIZED DISPOSITION

DESTROY upon recipt of

Coagl Guard report of

raview inspection or vhen 2 years old,
vhichever is earlier, providing

the requirements of Chapter 333 ,
Section A-L of the Federal

Personnel Msnunl are observed,

DESTROY when 3 years old or after next
program. reviev vhichever is later.

DESTROY when action is completed,

DESTROY when 2 yearsold.

DESTROY when superseded.

DESTROY 6 months after file
18 closed or 6 months after date
of docunent

DESTROY 6 months after file
48 closed

DESTROY 3 years after separation

of employee or 3 years after

after rescission of authorization
to opercte Covarrment-ovned vehicle,
vhalchovaz do tho cexvlier

A 1z 41
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€26, Kccords created in receipt
end processing of compleirts of
discrimination by ezmployees or

epplicants for employment with

Federsl Civil Saervice.

a, Official Rquxl Baployment
Opportunity Case Files, as
deseribed by 5 CFR Tl3.222:

1) vhen case ig resolved
within agency or origin

DESTROY 4 yesrs after final
Linal adjustment .

2) then case is resolved
by U.S5, Civil Service
Commission; or & U.S. Court;

The official case file

1s retained by USCSC 2ccording
to their records control
schedule.

b. * A1l other copies of EXD
complaint case files or duplicates
of documents pertaining to case files
which are included in files retained
under Item 26(a) sbove;

DESTROY 1 year after final
ad justment.

c. All background documents
pertaining to the case but not
included in case files retsined
under Item 26(a) above;

DESTROY 3 years after final
ad justment.

627. Position Management
Studies. DESTROY when 5 years old.
628. Inspection Reports of

Position Management. DESTROY when 5 years old.
629. Position Classification

Appeals. ’ DESTROY 5 years after position
is abolished. Transfer to FRC

3 years after close of case.

A-16-8
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