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REQUEST FOR RECORD~ _.dPOSITION AUTHORITY r--
LEAVE BLANK 

(See Instructions on reverse) JOB NO 

NCl - 26-16-2 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED JUN 3 W1G1. FROM	 (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF TRANSPORTATION NOTIFICATION TO AGENCY 
2.	 MAJOR SUBDIVISION 

In accordance with the pmvrsions of 44 U.S C. 3303a the disposal reU. S. COAST GUARD	 quest, including amendments, IS 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 MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10 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 

h~/-77 ~ f)JJ ~_ L Ji.d\ .JII'o... \c 

Dote An /"1"/\/ oj thc (;1/1/,,£1 State-;Mr. Jim Doran	 426-2365 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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. 
o A Request for immediate disposal. 

[X]	 B Request for disposal after a specified period of time or request for permanent 
retention. 

c. DATE D. SIG~E OF AGEt;!fY REPRESENTATIVE E. TITLE 

2 JUN 1976 :B~~(JI~
\\ B. JORnA~)CAPT, USCG	 Chief, Management Analysis Division 

8. DESCRIPTION OF ITEM 
(With lnclusrve Dates or Retention Periods) 

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. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

RG26 677 i terns 

STANDARD FORM 115 
Rev; sed Apr; I, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



D~II!~T 
, A~~d~A 

COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO.1 

INTRODUCTION ..
• 

1. Function of the Records Control Schedule. The records described in this 
Schedule includerecords 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 3<:(6) 
~ of this manual so that authorized disposition may be established. These 
are records which will provide permanent historical ba ckg r oung 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. Application of 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 doc-
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 e tc , , 

offices are not restricted to a particular section if more appropriate provisions 
are found elsewhere. 

b. Provisions of the Schedule are manciatory. Material scheduled for dis-
posal on specific dates rnay not be destroyed prior to that pate 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, iJ\which case the Federal 
Re cor ds Center will obtain Coast Guard co~currences prior to destruction of 
the records. 

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

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

e. t The disposal instructions for the records described herein assume 
.L L ~ J ~'l "..., .. ~ T - a ' - -e- t' 1- - , - , t' . .Q .., ,;
 

1..1.
Uid.l ... '~_..J"--.I,. .:.L ....d., '-.' .,-11r":J.T.I,.C...1 ::: r~-~7'e ~ ...::..""::corrl;'l~\.":1 W.!.._.:1 1" e., pCJStlng or 
entries have been rn ad e , or i.gina.is na ve been pr ot cc t.ed ab ~"'~;f<~ ,,.1 >. ,----'(',_ _ ..,,---'---, --'~'" 

p r ia te operating instructions and no obvious errors have been made in fi~ling 
permanent or long retention records with records of temporary value. 

http:protcct.ed
http:i.gina.is
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COAST GUARD CO!4PREHENSIVE Rii:CORDS CONTROL SCHEDULE 110. 1 (HF.ADQUARTERS RECORDS) 

-

NGE 
SECTIO~ 1. Administration and Management Records ••••••••••••• A-1-1,; 4,3 

sr~TION 2. public a~d International Aff.airs Records •••••••••• A-A-l L./ 

SECTIO~ 3. Boating Safety Records •••••••••••••• '-:•••••••••••• A-3-1 z..b 

A-4-1 I / S8CTION 4.- Re sear ch and Development ~~cords •••••••••••••••••• 

A-5-1SEcrIO~~ 5. E..'9in ..re r 1:19 Reccrd~ ••••••••••••••••••••••••••••••• ~ , 6!.> 
SECTION b. Fiscal, Accounting and Supply Records ..•••••••• A-6-1 /61 

A-7-1SECTION r(. Civil nigh ts Records •••••••••••••••••••••••••••••• -- /3 

SF-CTlON 8. Safe ty Programs Records ••••••••••••••••••.•• , ••• A-8-1 

Sr:.CTION 9. :·ledical Records ••••••••••••••••••••••.••••••••••• ..-;__ 

SECTION 10. l,cg a L !1:ccor1js •••••••••••••.••••••••••••••••••••••••	 A-IO-l Z-/ 

A-ll-l~ECTlml1L 

A-12-1SECTHX'I 12.
 

SEeTIO:-I13. r·i.:\rinc: and Systems e •• A-13,;1 5~
E:wiro~'~\~nt u 

SECTION 14. f'Cl'::ionncl Records ••.•	 A-lftrl0 

Sl:C'ITOlt 15. ~'I:t!'ineScf te)' Council •••••••••	 A:;.' 5-] J/
0 ••••••• _ 

SEC'I'ION·16 CivJ.·lJ.·an Personnel Reco ' rd s •••••••••••••••••••••	 ,A-16-1... 



• • • • 
COAST GUARD cOHPREHEQl(Ai1IcoNTRoL SCHEDULE NO. 

SECTION 1. GENERAL HANAGEMENT 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 records re-
lating to engineering programs, merchant marine safety, etc are covered in other 
sections of the Schedule. 

Description of Records	 Authorized Disposition 

1. Documents created by special staff 
divisions at Headquarters relating to over-
all management and policy adoption of the 
Coast Guard and not covered under items 
13 or 14 of this schedule. 

a. Studies/Surveys 

(1) }~gement Studles Flies. 
One record copy of each t'easi bi i ; ty study , 
management improvement study/survey, and 
other stu~es made to evaluate Coast Guard 
programs and proposed programs. 

(a) Final	 P~Rl\W'TI':NT. to FRC 5 yearsRepor~	 Transfer 
after publication of the Final Renort. 
Offer to NARS when 20 years old. <,-eft'&"{) 

(b) Interim and Feeder Reports, DESTROY 2 years after pUblication of 
work	 papers. and background files. final report or ..,henusefulness has 

been served, whichever is later. 

2. General administrative correspond- DESTROY when 3 years old. 
ence files (excluding primary records 
above) from various activities for the 
administration and general management 
of CG affairs. 

3. Record material of a routine ad-
ministrative or housekeeping nature. 

DESTROY when 3 years old. 

4. Congressional Relations Files 

a. Correspondence, memorandum reports
and associated material pe~tainin~ to 
relations with Congress conce~ing sub-
stantive Coast Guard Programs. 

PERMANENT. Office of orlgln record 
Transfer to FRC when 10 years old. 
to NARS when 20 years old. \1 CFPY) 

copy.
Offer 

http:P~Rl\W'TI':NT.to


• ~EB 25 '8TI 
Description of Records Authorized Disposition 

b. All other Congressional corr- DESTROY as follows: 
espondence and extra copies of (1) If signed by the Commandant or Vice 
documents listed in a. above. Commandant retain for one year after 

me~ber leaves congress then Destroy. 
(2) All others-destroy one year after last 

<: session of applicable congress. 

5. Coast Guard Budget Files 

. a. Budget estimates with internal PERMANENT. Transfer to FRC three years 
justification relating to the financial after the close of the fiscal year covered 
requirements of the Coast Guard. by the budget. Offer to NARS 20 years after 

close of the fiscal year. (2 CFPY) 

b. Work papers, cost statments DESTROY 3 years after close of fiscal year

and rough data accumulated in prep- covered by the budget.
 
eration of annual budget estimates.
 

c. Apportionment and reapportion- DESTROY 2 years after close of fiscal year.

ment schedules, proposing quarterly invol~ed
 
obligations under each authorized
 
appropriation.
 

DESTROY 6 months after~ Project working papers including back-. final action on projectground materials studies, analyses, notes 
rough drafts, interim reports and and related report or 3 years after 

papers pertaining to management projects, completion of report if no 

exclusive of documents covered by items final action taken. 

1, 4, and 5 above. 

\ 



• • FE 8 25 1877 
Description of Records DRt\,FT Authorized Disposition 

7. General subject files containing
 
correspondence, reports and related
 
oaterial pertaining to personnel
 
2llowances.
 

-8. Organization Manuals and Charts. 

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

10. Copies of area 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 copyr
 

14. Publications (original of Letter
 
of Promulgation, .
 

significant background and 
printed copy). 

15. j?EsER. U E J) 

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

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

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

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

DESTROY when 5 years old. 

PER~~NENT. Transfer to FRC I year 
after superseded. Offer to NARS 20 
years after superseded. (1 CFPY) 

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 years after delegation.
(1 CFPY) 

PERMANENT • Transfer to FRC when 5 
years old. Offer to NARS when 20 
years old. (1 CFPY) 

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

PERMANENT. Transfer to FRC 1 year
after superseded. Offer to NARS 20 
years after revision. (ICFFY) 

DESTROY individual form copy when 
form is cancelled or superseded. 

DESTROY 1 year after form is obsolete. 

DESTROY 2 years after report is 
discorit1nued. 

Cr--', , ' 
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Description of Records 

2?,	 Working files and background mate-
rla.L used an estab.L1Shing procedures 1·or 
r~c~rds management, correspondence and 
fll1ng 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. Backgr-ound 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-
meat 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 
divisions by data system services. 

30. Studies of specific applications 
of data processing and infor~tion 
retrieval techniques. 

FEB 2 5 ~9l1~ 

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. 

14 ../-'1
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Description of Records 

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

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

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

34. Offici,al Penalty Mail Reports. 

35. Audit Records 

a.	 General Administrative 
cor reapond eace (exc Iud+ng 
primary records listed below)
on audit activities conducted 
at HeadqUarters, District 
offices, Headquarters units,
afloat and ashore activities. 

b.	 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. 

c.	 Office of the Secretary of 
Transportation audits reports
issued by OST Director of 
Audits, coordination papers,
and related documents accumu-
lated in connection 1t1th. pre-
pU1ng-- Coast Guard replJ' to OS1'. 

36. Correspondence pertaining to 
Privacy Act Requests. 

a.	 Accounting for disclosures. 

b.	 Master log of requests. 

Authorized Disposition 

DESTROY I 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 provid1Dg that 

recommended actions have been completed.
"DESTROY" other copies when 3 years
old. 

"DESTROY" Coast Guard action office 
,coN ,whel1' 10 y,eara,- 014~Y1d1Jlg that 
recommended actions have been completed.
"DESTROY" other copies when 3.years old. 

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

DESTROY when 3 years old. 



SECTIN. 2&LIf\\Q) /ftrtEJ~~·~ATJO_.1 AF.nS HECOHOS . '.c~-{·-I
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The se records reflect the development and administration of Coast Guard prog-riims, positions 
and relations in public and international affairs 

Description of Records 

41. Rcco rds created by the ()ffi.~8 o f 
Public and Intern~ti0n~1 Affa)rs o~cu-
mentinf-"the organizational development
and administration of the Off~ce of 
Public and International Affairs consistin~ 
of the folloHiIl{';: 

a. Official record copy of each
 
directive/publicatoan issued by the
 
office with si gnificant background
 
material.
 

b. Studies/Surveys conducted by

the Office of Public and International
 
Affairs.
 

(1) Studies/Surveys which resulted 
in Coast Guard wide adGpti8n of policy or 
management program in the area of public 
and international affairs: 

(a) "!hich are f'o rvraz-ded to 
higher authority and are included in a 
formal publication by the higher authority. 

(b) ""hich are not f'orwa'rded
 
to or published by a higher authority.
 

(2) Studies/Surveys which did not
 
result in Coast Guard wide ado~tjon of
 
po Ldcy or management pr:)e;ra'lIs.
 

If~ General administrative correspondence, 
reports and related material (excluding 
prImary records above) for the various 
activities of public and international affairs, 

/la. Routlne correspondence of a general 
administrative 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 (:rgani-
zations concerning U.S. position and 
representation qf various conferences. 

'15: International Association of Lighthouse 
Authorities records containing minutes and 
agenda of Executive Committee meetings, 
reports, correspondence and administrative r1 

Authorized Disposition 

Pi~~V!1\N'E!TT. to when'Pransf'er- FRC 
5 years old. Offer to NARS waen 
20 years old. (.5CFP¥) 

DSSTR0Y, 5 years after pUblication
of the study by higher authority 
or when usefulness has been served 
whi.cheve r is later. 
PER.::·1ANENT.Transfer to FRC when 
5 years old. Offer to NARS when 
20 years old. (.5CFPY) 

D~STROY when 5 years old or when 
usefulness has been served, which-
ever i.slater. 

DESTROY wen 3 years old. 

DESTROY -when 3 years old. 

PERMANENT. '!'ransfer to FRe when 
S years old. O~fer to KARS Yhen 
2~ yea.rs old. (1/5 CFPY) . 

PERMANENT. Transfer to FRC when 
5- y.ears old. Offer to NARS _~en 

-:..,..·20 Years old. (1/5 CFFY).
'~I r. f' ;, ~; 

,~~ ,$ ,,' ~ ~ ',. ~.~"'"....., I 

http:Pi~~V!1\N'E!TT.to
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nCS~T'iption of Records 

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 transparancy or color 
negative, a captioned print, and an 
inter-negative (if one exists) for 
each color image. 

a. Duplicate prints of items 
above. 

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

Authorized Despositio~ ). . - iJ1Auf 
PERMANE~~. Offer to NARS to years old. 
(7 CFPY) 1 /\ 

(jyeo..k. f-/~ 'dI~ yewrS, 

~ rY\. (tJ tJ ~ J \2.G \' ( N G j) ) 

~. ~. 0 ScGt ) to - -z.o - " 

Destroy when usefulness has be served. 

PERMANENT. Offer to NARS when 20 
years old. (1! CFPY) 
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r~~f.t\ t') ~ ~1~A1if' . r. 1~7_'";< ~DRACY 

::::--::___ vescriptlon of Records 'I'. Master press release and release--
dlstrtbutlon files. 

1/9. -correspondence pertaining to the
Coast Guard's participation In international 
and national expositions, blcentennlala, etc. 

Sca 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. Add i t LonaL dup Lf ca te prints

of a and add Lti.onaL duplicate re-
cord:i.ngsof band c .
 

.r:t. Speeches, slide talks, and manuscripts. 

Authorized Disposition 

PERMANENT. Transfer to FRC --
wen 10 years old-. otfer to ltU{S""" 
wen 20 years old (4/5 CP'P.l) 

PERMANENT. 
3 years old. 
20 years old. 

DESTROY when 

PERMANENT. 
years old or 
ever occurs 

PERMANENT. 
years old or 
ever occurs 

PERMANENT. 
years old or 
ever occurs 

PERMANENT. 
years old or 
ever occurs 

Destroy when 

Offer 
wh en 

first. 

Offer 
when 

first. 

Offer 
when 

first. 

Offer 
when 

first. 

to 

Tr8ll8fer to FRC wen 
Offer to !lARS when 

(2 CFP'f) 

5 yenre old. 

NARS when 10 
obsolete which-

(1 ~rpy) 

to NARS when 10 
obsolete which-

-(1 CFPY) 

to NARS when 10 
obsolete which-

(1 CFPY) 

to NARS when 10 
obsolete which-(.5 CFPY) 

obsolete whichever occurs first. 

PERMANENT . Ofter to DARSubcn 

10 years old or when 



• 

Description of Records Authorized Disposition 

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

a. The original negative 
color original and work print. 

or PERMANENT. 
years old. 

Offer to NARS when 
(35 CFPY) 

10 

b. Existing finding aids, 
published or unpublished, such as 
data sheets, shot lists, scenarios,
revLew sheets, catalogs, indexes,
scene descriptions, and other 
textual documentation which is 

PERMANENT. 
years old. 

Offer to NARS when 
(5 CFPY) 

10 

necessary for the proper identi-
fication, retrieval, and use of 
the footage. 
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fEB 25,977 
These records reflect the development and administration of programs for safe 
boatin)~ in the Unt t cd St~te9 L,e , t boat numbering system, boating accident 
activitics. c nf orccmcnt of boating laws, cooperative activities with state, 
federal I1l1d pr Ivat c on;.lnizations and the role of the Coast Guard AuxiU,ary 
in pro~~tfng ~~fcty nnd cff~cting rescues. 

D~~crlrtion of R~cords 

61. Records created by the Office of 
'Boating Safety docu-
menting the organizational development 
and administration of the Office of 
Boating Safety consisting of the following: 

a. Official record copy of each 
directive/publicat~on issued by the 
office with sienificant background 
material. 

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

(1) Studies/Su."t"veys whLch r8sul ted 
in Coast Guarxl vri de adoption of policy or 
management programs: 

(a) '·1hich are fOri"arded to 
higher authority and are included in a 
formal publication by the higher authority., 

(b) v!hich are not forwarded 
to or published by a hig.'1er authoz-; ty. 

(2) Studies/Surveys whi.ch did not 
result in Coast Guard wide adoption of 
policy or managewent programs. 

''1.. Gencral administrative correspond-
ence files (excluding primary records 
above) {rom various activities for the 
administration and general management' 
of CC affairs. 

''3. Reco rd rna to rial 0f a 
istrative or hqusekecping 

, II. Program planning and 
studies (issue ~tudies, 
position stu~ics). 

rout ine admin-
nature. 

evaluation 
policy studies, 

, . Authorized Disposition 

F:E:P.MAN'E,,'HT.Transfer to FRC when 
5 years old. Offer to lIARSwhen 
20 years old. (.5CFPY) 

DES'J1ROY,5 years after publication 
of the study by h.i.ghe r authority 
or "Thenusefulness bas been served 
whichever is late:r.. 
PER'WIENT. Tr2..rlsfer to I'RC when
5 year-s old. Of'f'e r to H.4.BSwhen 
20 years olel. ( .5C}'PY) 
DESTROYwhen 5 years old or when 
usefulness has been served, '\olhic.n-
ever is later. 

DESTROY when 5 years old. 

DESTROY when 3 years old. 

PESTROY issue studies when 10 

years old, policy studies when 
8 years oldL_poaition studies '",hen 
6 years old. J J 

- -- ", 



Descrintion of Records	 Authorized Din~nsitinn 

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

~". Records pertaining to subcommittee 
on gover~nt operations for boating 
safety. 

6'1. Correspondence and reports from 
Distri"ct on routine law enforcement 
activi.ties. 

I'. Boating Safety Detachment Reports
and reports on pilot programs. 

'-9. Narrative reports ot investigation,
findings, recommendations, and approvals 

8.. Reports on which 8. death cer-
tificate bas been iSBued. 

b.	 Reports on which no death cer- -,
t1f1c8.te was issued or DO body found. 

DESTROY when superceded or obsolete. 

DESTROY 3 years after date of 
hearing or publ~cation of the 
report whichever is earlier. 

DESTROY when 3 years old. 

DESTROY when 5 years old. 

DESTROY when 10 years old. Transfer 
to FRC \-Then5 years old. 

DESTROY when 50 years Qld. Transfer 
to FRC when 5 years old.. 

A"3-/ - a
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DcBcription of Records 

I}O. Accident reports involving Coast 
Guard jurisdi~tion. 

1J. Accident reports covering sole 
state jurisdiction. 

,~I Automatic data processing cards 
'-a~d disc files containing motorboat 

accident data. 

",. Tndex cards lis ting fatalities
 
by name, s tat.e and date.
 

~. National Safe Boating Week Com-
mittee history files. 

~. Documents on approved bont num-
bering systems. 

~,. State/Coast Guard coordinated 
law enxorcement agreements (copies). 

". Hinutes of regional and national 
boating administrators meetings (cop-
ies). 

~t. Current computer listings of 
boat registration. 

~f. Coorespondence concerning actual 
numbers of individuals' vessels. 

Boat Consumer Complaints. 

81. Compliance Testing Results. 

a. Passing Test. 

,b. Failing Test. 

,a. Notifications of Defects or Com-
pliance Failures 'and related documents. 

13.	 Boating Safety Advisory Council 
(BSAC) records; minutes, records, rec-
ommendations, etc." \flf 1'IIICII ff) tes<:f.II~ \1,\\""--\;,~\\ 'I~'\ ~ ...Z 

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. 

PERMANENr. Trans fer to FRC when 
5 years old. Offer to NARS ~hen 
20 years old. ~ CFPY)
DESTROY when" 5 years old. 

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

DESTROY when 5 year~ old. 

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

DESTROY when 3 years old. 

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

DESTROY when 5 years old. 

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

DESTROY when 20 years old. .Transfer 
to FRC when 5 years old... 
PERMANENT. Transfer to FRC when 
10 ye~rs Gid. Offer to NARS when 
20 years ~ld. (I CFPY) 

http:tes<:f.II


•• 
!hese recorda cover Re(Jea.rchand DeveloPR~ntactivities ef'tect1ng ..poJ.:f..c.1e&-.aDCt ex-SOU,. pr9sre!!! relcLt1pg to tb~~Coyt Guard R&D progra.." fl 

. jlescription of Records	 Authorized Disposition 

91. Records created by the Office of 
Research and Development docu-
menting the or~dnizational development
and ad.ninistration of the Office of 
Research and Development consisting of 
the following: 

a. Official record copy of each PERV~NENT. Trrulsfer to FRC when 
directive/publicati~n issued by the S years old. Offer to HARS when 
office ,OTi th sien-ificant background 20 years old. C.SCFPY)
material. 

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

(1) Studies/Surveys which resulted 
in Coast Guard wide adoption of policy or 
management pro:?,TaID 

(a) "!hich are f'o rvar-ded to DESTROY, S years after publication
hi~ler authority and are included in a of the study by hig..':wrauthority 
formal publication by the higher authority. or when usefulness has been served 

whichever is later. 
(b) Which are not f'orwarded PER."'1ANl:'"TI.fr.	 Transfer to 1"11Cwhen 

to	 or Jlublishcd by 6. higher authority. S years old. Offer to NAB.S when 
20 years old. (.5CFPY)

(2) Studies/Surveys which did not DES'l'ROYwhen S years old or "hen 
result in Coast Guard wide adoption of usefulness has been served, which-

everpolicy or management progrwos.	 is later. 

92. Research and Development project records, ·PERMANENT. Transfer to FRC 
refecting a COIDI)letehistory of each project after microfilming for reference 
including procurment files. project authorizationpurposes. Otfer to NARS Vhen 
documents, project cards, technical character- 20 years. olcl. (3 CFPI) DISPOSAL NOr 
istics, test ,~ trial results, drawings, specifi- APPROVED 

cations, and photographs essential to document the 
project, and technical and progress reports.

'i. General administrative correspondence, DESTROY when 3 years old.
 
reports and related mater-ial (excluding
 

.. primary records of various activities of
 
research and development.
 

'11. Annual appropriation summary reports DESTROY when 5 years o Ld ,
 
and related mater-ial.
 

A..J/-/
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•• 
Description of Records'50 Notebooks containing technical and

sclentlflc information duplicated in project 
reports or case material, or Is of such a 
nature as to be non-essential to project 
flIes. . 

'S. Technical reference files. 

9'1. Control material consisting of duplicate 
. copIes of case material, non-essential 
scientific or technical information, 
Individual progress reports and adminlstra-
tIve correspondence. 

". Copies of office supplies and 
procurement requests (excluding pr?ject 
procurement) 

ft·(NAu IDI A.~p 

Authorized Disposition 

DESTROY6 months after 
completion or termination of 
related project. 

DESTROYwhen superseded or 
obsolete. 

DESTROYupon completion or
termination of project. 

DESTROY when 3 years old. 
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SECTION 5 ENQ!..NEERINGRECORDS 

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

~escr1ption of Record_~ Authorized Disposition 

1m. Records created by tho Office of 
Cngineerinz docu-
menting the orGanizational development 
and administration of the Office of 
Engineering consisting of the following: 

PEPtVLANEHT. er 
directive/publicati on issued by the 5 years old. Offer to HAIlSwhen 
office wi th Si;~;ilificant background 20 years old. (.5CFPY) 
ma,terial. 

a. Officio,l rp.cord copy of each Transf to FRC when 

b. Studies/Surveys conducted by
 
the Office of Enginee~ing.
 

(1) Studies/Surveys whi ch resulted
 
in Coast Cua.rd "lide adoption of policy or
 
management program
 

(a) "lhich are fOr1-Tardedto DESTROY,S years after publication 
higher authority and are included in a of the study by higher authority 
formal pUblication by the higher authority. or when usefulness has been served 

~lhichever is later. 
(b) Hhich are not f'ozwa'rded PER..1ANENT. Tra.nsfer to FHCwhen ...

to or published by ~ higher authority. 5 years old. Offer to N.~lS when 
20 years old. (.5CFPY) 

(2) Studies/Surveys whi ch did not DESTHOYwhen 5 years old 0r \Then 
result in Coast Guard wide adoption, of usefulness has been served, ,...hich-
policy or management programs. ever is later. 

'D2. General correspondence files, ex- DESTROY 5 years when old. 
cluding primary records, accumulated
 
by engineering activities in carrying
 
out their programs. /
 

1~S. Routine correspondence of a gen- DESTROY when 3 years 01d • 
eral,administrative or housekeeping
nature. 

A-S-I
• 
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Descripti~-2f Recprds 

h~ronautical Engineering Records 

1~'1. Drawings, specifications and photo-
graphs 'of aircraft, engines and other 
aeronautical equipment developed by
the Coast Guard. 

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

I ()6. Reports of unsatisfactory or de-
fective material and reports of air-
craft and engines maintenance, use 
and effectiveness. 

l". Copies of construction and procure-
ment contracts with related material. 

~vil Engineering Records 

108 •. Advance planning files containing

project reports for AC&I.
 

Authorized Disnosition 

HMANENr. Trans fer to FRC 3 
years after equipment is no 
longer in use in the Coast Guard.Ofrer to NARS 15 years after 
equipment is no longer in ~G use. 
~£Sr~QY at Headquarters 1 year ( CFPY) 
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 completi?n
of contract. 

DESTROY 3 years after project is 
complete. 

II /--- I 
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~escription of Records	 Authorized Disposition 

or equtva lent ) and unit development

plans describing work proposed, cost
 
estimates, justifications with related
 
charts, dr~wings, maps and photographs •
 

. I D90 General files on budgets and funds DESTROY when 5 years old. 
related to construction and maintenance. 

110.	 Constructio~ progress reports DESTROY when 5 years 01d •
 
(Form CG-2617 or equivalent).
 

Ill. Copies of construction contracts DESTROY 3 years after completion of
 
with specifications, drawings and re- contract.
 
lated material.
 

Itt. Copies of procurement contracts DESTROY 3 years after completion of
 
and purchase orders. contract.
 

Ulo .Card records of vehic les in DESTROY when 5 years old.
 
service.
 

,~. Files on obstructive bridge pro- DESTROY 20 years after completion of -_.._._.jects, including reports of public the project. Transfer to FRG 3 yearshearings, orders to alter, orders of after completion of project.apportionment of costs, contracts and
 
plans. showing clearance and design

criteria.
 

lur. Photographs of shore units and :rERMANENT. O~fer to NAP,saf'ter
 
construction projects~the original eomp~etion or construction project
negative and a captioned print for snd/or discontinuance of the unit
 each black and white image and the (J. CFPY)
o~iginal color transparency or color
 
negative, a captioned print, and an
 
internegative (if one exists) for
 
each color image.

Il6. l05mm negatives of drawing of Maintain _ at CG Headquarters as an
 
- contract sets of shore unit structures. active working file. DESTROY when
 

inactive.
 
Il7. }licrofilm from Districts and Maintain at CG Headquarters as an
 
Headquarters Units of original AS active working file. DESTROY when
 
BUILT drawings (tracings). inactive.
 

:Electronic~ Engineering Records 

/
fus. Avionics equipment manuals af.z-- DESTROY 6 months after equipment or 

craft files, technical descriptions aircraft is no longer in Coast C"C:2.rd 
and drawings. inventory. 

I 
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DescriQtion of Records 

'19. Office ot En81Deering COP7 
ot contract files for construction,
installation, alteration, etc of 
electronic equipment, including draw-
ings, photographs, technical descrip-
tion, specifications and related data. 

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

121. Project fi.les pertaining to
 
development and testing of electronic
 
systems at CG units.
 

---- ----- --------- .._, 

121.	 Case files on electronic nave-
gational aids containing requetts for 
author Laa t Lon, approvals for install-
ation, photographs, blueprints, corre-
spondence, related pap~rs on changes
and maintenance. 

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

12~. Specifications for all electronic 
equipment developed by or for the Coa~ 
G-"J\~Q 

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

,26. Electron Alterations R~quest and 
Ship Alteration Requests. 

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

1')8'". r,cn~r0J. eorl~~-.~ ..::Il:d.::T...C-;con 'f~l""Oeur:.'!:r£lntdelivery and ge ne raI rna Lnuenance of
 
land line equipment.
 

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.
 

PER1ANENT. Transfer to FRC when 
aid is no longer active. Offer to 
NARS 10 years after aid is no 
longer active. 

DESTROY when obsolete or superseded. 

DESTROY 2 years after equipment is 
declared obsolete, 

PERlt'IANEN'r.Offer to liARS 4- years 
after equipment is obsclete (1 ~Pr) ---

DESTROY when superseded or obsolete. 

DESTROY 6 months after cable leaves 
Coast Guard control. 

DESTROY when 3 years old 0-
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Description of Records 

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

•30. Telephone line location reports. 

131.	 Telephone line and cable number 
systems index. 

'32. Correspondence files on acquisi-
tion and maintenance of CG land line 
right of way. 

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

134. Resource Change Proposals. 

135.	 Reports developed from elec-
troni~s installation, changes and
 
maintenance systems (EICAH).
 

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). 

,38. Reports of cutter dry-docking
repairs «CG-2926) or equivalent). 

&39. Quarterly report of hull and 
machinery (repairs). 

'40. Technical manuals; material 
failure reports.. 

141.	 Cutter/boat nlteration records; 
case files. 

Authorized Disposition 

DESTROY when 6 years, 3 months old.
 
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 'tray. Transfer to FRe 
3 years after termination of agreement
and discontinued use of the right of way. 

DESTROY when 5 years old. 

DESTROY 3 years after completion. 

DESTROY when obsolete or superseded
except equipment parts failure 
summary which is destroyed when 
3 years old. , 

DES,TROY15 years after delivery of 
cutter/boat. Transfer to FRC 10 
years after delivery of cutter/boat. 

DESTROY wh"en 5 years old. 

DESTROY whelil.'20 years old". Transfer 
to FRC when 10 years 01d • 

DESTROY when 5 years 01d • 

-DESTROY 3 years after life of 
equipment • 

DESTROY 1 year after life of 
cutter/boat class. 
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~.cr1pt10n df Records 

1~2. Cutterjboat eyaluation/inTe&'l-
t1gation cue tiles, hull and 
aaehiner,v specifications. 

. . 
&. Vol' t~rGt Mi laat -cutter/
boa.t ot a class aia!l RQd1t1catioDB 
which.s1pit1eant1Y'.d.$v1ate 
troa others in the class. 

b. All others. 

,43. .cattv/boet pl~" am. tracings'
 
and ~hlet ot General- Plims I LUte .-
Drav1Dg8, etc;: ~., .
 

8. For tirst and last cutter/
boat ot a class and modifications 
which significantly deviate 
trom others in the class. 

b. All othen.!. 

I",. Boat Recorda (cG-2580). 

'45. Record of Cutters Che.racter-
i.tics. 

146.	 Machine1'7 allowance and repair 
liats. 

147.	 Original as BUILT drawings (tracings) 
ot aids to naTigation equipment and 
ainor structures, oceanographic and 
maritime enviromental. protection (MEP)
equipment &Dd sensor sy&teea. 

- OeeM Engin"ring Records 

1l$8. Acquloiti1n, construction, and 
1JIpro'V'Em.ent(AC&I) project tiles 
including budgeting, generoJ. pro-
curement tiles e.nd le4gera. 

Authorized D1sE?sition • 

PERlfANEm.'.otter to WARSafter 
disposal of the cutter/boat class. 
(lCfn) 

DES'l'ROY1 year after disposal 
ot the cutter/boat class. 

PERM.A.NEWt. Ofter to MRS atter 
disposal. ot the cutter/boat class. 
(lCFPY) 

DESTROY1year arter disposal of 
the cutter/boat class. 

DESTROY 5 years after boat disposal. 

DESTROY10 years atter life of 
cutter. Transfer to FRC e.1"ter life 
ot cutter. -

DESTROY attar of10 years lite 
cutter. Transfer to FRe 5 yee.rs 
ettor life of cutter. 

Permanent offer~to NARS 5 years
after obsolescence. 

DES'rROY at Headquarters 5 years 
atter close of project or wben 
8uperseded or obsolete. 
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149. Original AS BUILT drawings	 PERMANENT. Transfer to FRC after 
c. (tracings) of buoys, buoy ap~endages. disposition of equipment or system.

Offer to JlARS 25 years
'after disposition.
{l CFPY.~ 

150.	 Copies of plans of marine science, Permanent offer to NARS when super-
HEP and short range aids to navigation seded or cancelled. 
equipment and structures. 

.?~

\ 
151.	 Short range aids to navigation!

MEP and mar'Lne science equipment in- ". .
\. ~

,I ' ••• ,. ~vestigation.s and evaluation case f-i.les. 

152. Photographs of major aids to PERJ.'1A.NENT. Offer to NARS when 20 navigation structures (lighthouses)- years oIf. (1/10 CFPY)
 
the original negative and a caption-
ed print for each b lack 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.

153. ~tograph8 of ~1noraid ot~cture8, DESTROY after completion o~ project
equiP1!!ont and systems. and disposition of the equipment 

or system 

-, 

154.	 Operating expense files; copies of DESTROY :When5 years old. 
procurement contracts, purchase orders,
invoices of material shipped, shipment
orders, acceptance and delivery reports
and related material. 

'55. Resource Change Proposals.	 DESTROY at Headquarters 3 years 
after completion, if not funded,
3 years after fiscal year for which 
written. 

156.	 Flasher Installation Cards • DESTROY at Headquarters when 5. years old. 

'57. stl"Uetural, Eloetron1e, LM'(!!O Uav-, DESTROY at Headquarters 5 years
~8ational Duoys and )(&rine Enviromtcnte.l after completion.
Prot-:etion ?''';ii'''''~'''::it a'.+"~1"-'1~i.f');"15and

('""''''~'''''~r.. · ,,":~J :.:c4 

..... .: ",: li_ ~ ..,~ ..i\ , .!_-.
•• 

f~~~crrl.."';;;-.~;;;.------- a c
bo. l:....c,:;;::....:.t.l £~.ll~.::~ ->DESTROY Headquarters after dis-
position of.equipment. 

'59. Instruction books for mar Lne	 DESTROY at Headquarters after dis-
---.! ~~-- --+"	 -- ......:- ........--~
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SECTION 6 FINANCIAL MANAGEME1~ RECORDS	 \ 
I 
I 
\ 

·.The records in this section relate to the management of'the financial affairs
 
of tbe~08st Guard, i.e. fiscal travel and supply procedures, accounting,

payments and clfAima, 8upply'!6g1atic-ll, 'supply services and procurement.
 

pescrlption of Record!	 Authorized Disposition 

170.	 Records created by the Office of 
Qomptroller ' docu-' 
menting the or[';anizational development
al1d administration of the Office of 
Comptroller consisting of the following: 

a. Official record copy of each PERJIfANBNT. Transfer to F'RC when 

directive/publication issued by the 5 yea.rs old. Offer to NARS when 

office ,d th significant background 20 years old. (.5CFPY)
 

material.
 

b. Studies/Su...-rveysconducted bv
 
the Office of Comptroller.
 

(1) Studies/Surveys whLch resulted
 
in Coast Guard "Tide adoption of policy or
 
management program
 

(a) "1hich are f'o rwar-de d 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 when usefulness has been se~led 

whichever is later. 
(b) 'fuich are not for-v:arded ~~~EN~. Transfer to FRC when 

to or pub'Llshed by a higher ty. 5 years old. Offer to HArtS whenC-'.lthori
20 years old. (.5CFPY) 

(2) Studies/Surveys which did not D:6S'l'ROYwhen 5 years old 0r uhen 
resul t in Coast Guard w.i de adoption of usefulness has been served, \·jhich-
policy or management pr~grruDs. ever is later. 

"t. Primary records containing formal PERMANENT. Transfer to FRC when
 
policy and procedural issuances and 5 years old. Offer to NARS when
 
developmental data on the planning and 20 years o.l.d (2CFPY)
s-

administration of the financial activ-
ities of the Coast Guard; case files
 

,of manuals, directives, reEulations,

standards e~c.
 



De~~rjDtion of °ecords-_ .... ~ ., .... ...--.... -~.~--~ ---

171.	 Background material and deve lcp-' 
mental data for publications covering
fiscal procedures' for appropriated
funds and fiscal procedures for non-
appropriated fund activities. 

17J. General administrative correspond-
'ence, reports and related material 

(excluding primary records above) for 
the various ac t fvLt Les of financial 
management not listed elsewhere. 

1'1/1. Correspondence files of a routine 
administrative or housekeeping nature. 

Accounting Records 

I'S. Servicewide appropriations an,j 
allotment status reports. 

General Ledger Trial Balances. 

-	 '-~-.''''--''-'-' 

J..uthorized llispositiQ!l 

DESTROY.- Destroy 20 years after close 
of FY in 'which issued. Transfer t) FRC 
$ years after close of FY in which issued. 

DESTROY when 5 years old. 

DESTROY when 2 years old. 

DESTROY fiscal year ending reports 10 
years after close of FY; all others 5 .r 
years after close of FY. Transfer to 
FRC 2 years after close of FY. 

DESTROY fiscal year ending trial balance 
10 years after close ~ FY; all others 
5 years after close of FY~ 1.ransfer 
to FRC 2 years after close of. FYo 



p~Gcrlption of
e

Records 
e· 1:»~~i=1r Authorized Disposition

". Accounting Reconciliation State-
ments and copies of supporting documents. 

,S. Consolidated Commissary reports
and copies of stores statements 

. received from Districts. 

.79. CG SuppLy Fund Financial State-
ments. 

~,,0. Copies of Accounts Current and 
Statements of Transactions. 

Ill. FHA mortgage insurance case files 
of terminated mortgages. . 

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

,,3. Photostat copies of individual 
retirement 
separated 

114. FICA 
come tax 
personnel. 

J ,5.
Registers 

records (SF 2806) for
 
civilian personnel.'
 

wage credit and federal in-
listings of Military 

Allotment Statue Reports,
of Transact ions Allotments t 

Obligations and Expenditures. 

.,6. General Ledger Accounts and 
Journal Vouchers. 

187. Closed Obligation
'f . 

188. Closed. Accounts 

•, ' 

e » ( 

I . 
,; 

documents. 

Payable docwents. 

[t'" 8 2!:; .:,.-r'"r V-I::?!!DESTROY when 3 years old. 

~STROY fiscal year ending reports or 
statements 10 years after close'of FY: 

all others 3 years after close of FY. 
Transfer ~y ending r.9;orts to ~C 3 
years after ciose of FYi . D~STROY fiscal year ending statements 10 
yearS after close of FY; ~11 o~hDr~ ~ years years after close ot FY. Trans-
fer to ·FRC 2 years after close ot FY.'
 - ,,(~. "'-

DESTROY when 4 years old. 

DESTROY 4 years after case files
 
are closed.
 

DESTROY when4 years. old. 

DES.TROY when' 4 years old. 

DESTROYwhen 50 years old. Transfe~ 
to FRC when 2 years old. 

DESTROY when 10 years old • Transfer' 
to· FRe when 3 years old. 

DESTROY when 10 years old. Trensfer 
to FRC when 4 years old. 

.DESTROY records created prior to July,2 
19'r5 10years 3months after the neriod covered by the account. DESTROY recordscreated after July 2, 197o~o years 3months after period covereu by the account. T~ansfer to FRC 3 years after 
~riod covered by the account (NCI-217-
76-3) . 

DESTROY records created prlor to July,
2, 1975 10 years, 3 months after the 
period covered lIy the account. DESTROY 
records created atter July 2, 1975 6 
years 3 months atter period covered by
the account. Transfer to FRe 3 years
after perloc covered by the account 
(!!CI-217-76-31. 



=--:;;;;.~~~~. 5 1977 
Jlecount.. 'Receivable doeumentsDfL)Af~TOOY records created after Ju1y2, 1975

i"\
 

I to· Voucher Sch~es with original.
iDYOices &Dd supporting papers. 

,,1.. Statement of 'l'ranoactiODS,SF-244' 
(Account Current) with copies ot paid 
voucher schedules, schedules of can-
celled checks, certificates of deposit, 
debt vouchers, allo~nt listings, 
J)S¥rOlls mld otluJr 8upporting papers. 

If&. Accounts Current of state Dapart-
ment Disbursing Officers together with 
original invoices and supporting papers 

,93• Copies ot contracts, purchase orders 
&nd related tiles on accounting data. 

I~. Household Goods Shipment Record
 
{&111tary) (copies).
 

I ~~	 Un:it Commissary and Clothing Reports 

146• 
"	 

Cross-Disbursing Statements of 
Transactions .

l"~.Voucher copies supporting Cross-
0; Disbursing Payments
 

~8 • Allotment Documents and Ff.nancda.l 
'.. Plans

'.<; . Allotment Controls 

P,c!) . ~ash Controls 

~t •Accounting Posting Media 

i{) years, 3 JrlOnthsafter the period 
covered by the account. DESTROYrecords 
created after Ju1y2, 1975 6 years, 3 
JDOnthsafter period covered by the 
account. 'l'ransfer to FRCafter collec ~ 
tioD action is completed (NCI-2l7-76-3). 
DESTROYrecords created prior to July 2 
1975 10 years, 3 months after the period 
covered by the account. D:&'3TRPY recorda 
created after July 2, 1975 6 years 3 
months after period eovered by the 
account. 'l'ranster to rnc 3 years atter 
period covered by the account (NCI-217-
76-3) • 

DES'l'IDYrecords crea.ted prior to July, 2 
1975 10 years, 3 months atter the period 
covered by the DESTROYaccount. records 
created atter July2, 1975 6 years 3 
months atter period covered by the 
account. Transfer to FRC3 years after 
period. covered by the account (ECI-217-
76-3) 
DESTROY records created prior to July, 2 
1975 10 years, 3 months after the period 
covered by the account. DESTROY records 
created after July 2, 1915, 6 yea.rs 3 
months after period covered by the 
account. Transfer to FRC3 years after 
period covered by the account (RCI-217-
76-3)
DESTROY3 years after final action. 

DESTROY	 of member upon separation 
from Coast Guard. 

Destroy when 4 years old. 

Destroy when 6 years old.
 
Transfer to FRC whe~ 2 years old
 

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

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.
 

i 
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~ea. General subject files containing
correspondence, reports and related 
matters on planning and administration 
of CG Supply Systems. 

,. 03 • Inter service ~tlpport Agreements
between CG and other government
agencies. 

~o~.Host/Tenant Agreements between 
Coast Guard and other government
agencies. 

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

1(J6. Contract and Procurement Files: 

(a)	 Procurement files involving
transactions of $10,000 or less 
(except construction). 

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

,~ 
( 

DESTROY when 4 years old. 

DESTROY 3 years after expiration
date. 

....... .
 
'il'ESTROY3 years after expiration
date. 

DESTROY when 3 years old. 

DESTROY 3 years after final payment. 

DESTROY 3 years after final payment. 



e-
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 Desctlption of Records	 Authorized Disposition 

01 ~ "",loAr,H 
Contract files involving DESTROY 6 years after final payment
transactions over $10,006 but Transfer FY block to FRC after 2 years
less than $25,000 (except
construction). 

RHP ;MPI./7'tU 

(d)- Contract files involving DESTROY 6 years after final payment.
construction over $2,000 but TransferJJ?Y block to FRC "tv-hen2 
less the $25,000. -years old:' 

, ~3 J4~N1'JI.f 

(e) Contract files involving DESTROY ~ years/after final payment
-transaction	 of $25,000 or Transfer FY block to FRC after 2 years. 
more. 

~o.,. Memor.andum copies of Government DESTROYwhen 4 years old. 
Bills of Lading. 

108· Bills of Lading Registers.	 DESTROY 4 years after final entry on
 
register.
 

fD,. Issuing office memo copies of DESTROY 4 years after period covered
 
.passenger transportation requests. by related account •
 

~~O. Passenger transportation records DESTROY when 3 years old. 
(correspondence, household applica-
tions, etc.). 

;lit · Transportation request registers.	 DESTROY 4 years after all entries 
on records are cleared. . 

~l;t· Reports of Excess Personal Pro- DESTROY.20 years after disposal action 
~erty and Boards of Survey covering completed. Transfer to FRe 3 years

_boats, vessels, aircraft and weapons. 'after disposal action completed. 

18·3· Reports of Excess Personal Pro- DESTROY 3 years after disposal action. 
perty and Boards of Sur~ey exce~ 
boats, vessel~, aircraft, and weapons • 

......... _..0:...........:::=----: "" - -' - - - - -- -
-"2.aq.. Unsolicited Contract proposal files.	 DESTROY 3 years after final action. 

ilS. Monthly Stores Statement.	 DESTROY when 3 years old. 

~... -. ----- ---------

http:Pro-DESTROY.20


\ 
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~!', Co~respandence on policy matDRA DESTROY when 6 years old.
 

Affecting CG participation in Federal \
 
Cataloging program.
 

~''1.. DOD Federal .Supply Cataloging DESTROY when superseded by revised
 
Material. edition.
 

~8, Federal and Military Standards DESTROY when superseded or complete

snd Specifications Qualified Products revision occurs.
 
List including CG MIL specifications

and Purchase Descriptions.
 

~u.t;. Concurrer.lces (with or without DESTROY when CG is no longer regis-
.comments) on Standardization pro- tered as a user of the item.
 

jects and simplification studies.
 

~:lO. Federal Item Identification DESTROY as superseded.

Guides.
 

~:11· Title papers and easements for PERK~ENT. Transfer to FRC 3 years~
O·t51'CG property .• after property leaves CG control. z: g!'
 

.__Offer to NARS 10 years after proper~~-
1..'13-. permits and 1icen~es __ leaves Coast Guard control. --- ~~
 

granted by the Coast Guard. ----------.~-DESTROY1 year after expira tiorl.
 

l~J . 'ermits and licenses DESTROY 2 years after expiration.

granted to the Coast Guard.
 

1..'!¥-~ Boards of Survey relating to real
 
and related personal property (land

and appurtenance).
 

(8) Land and lor appurtenances. DISPOSAL NOT PERMANENT. Transfer to FRC 3 yearsAPPROVED after completed disposal. Offer to 
I NARS 8 years after disposal (1CFPY) 

1, 
I (b) Appurtenances. Transactions DESTROY 3 years after final endorse-


of $1,000 or less. ment.
 

(c) Appurtenances. Transactions DESTROY 3 years after final endorse-
of more than $1,000 and less than ment. 
$25,000 and over • . J 

(d) Appurtenances. Transactions DESTROY 3 years after final endorse-
of $25.000 and over. ment. 

Payroll ,and Pay Administration Records 

.1 ltescr1ption of Recor~ ~uthorized Disposition •" J 

e::£~?i,·hrkir..~fllcs of directives and policy nSSTJ.OYwhen obsolete or super ceded ,
 
making material pertinent to payment and
 
claims activities. ..=/
A-t ..,~ _

MtR ? ~ :':.77 
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~'6. Jackets containing original e.llot-

meat authorizations original or copies 
ot fol'llB approving and disapproving of 
d.ependenc1 allotments paid to depend-
tents of met!ve duty mlitar,. pereoDnel 
aDd pertinent information. 

~ST • Closed military pay records of 
aeparatcd members. 

~. Claiu files containing claims
 
tor military pay and allowances vith
 
supporting papers.
 

~~9.	 GAO Exception files. 

~JO.	 Uncollectible over-payment files. 

~.tJ.. SUpporting documents submitted
 
by Eavy Disbursing Officers and CG
 
Authorized CertifYing Officers.
 

~U. Schedule of payments (comprehen-
Dive machine listings with related 
statistictll infomation) for e.etive and 
inactive duty for training of CG Re-
serre penonnel	 ~ 

2M. Reserve Pay files on deceased 
Bellbere (final Pc.yaent, clAteof death) 

DESTROYrecords created prior to July 2, 
1975 10 years, 3 months atter the period 
covered by the account. recordsDESTROY

created atter July 2, 1975 6 years 3
 
months a:rter period covered by the
 
aecounb , Transfer to mc 3 years atter
 
period cOTeredby the account (NCI-2l7-
76-3) •

DESTROY records created prior to July 2,
 
1975 10 years, 3 months after the period
 
covered by the account. DESTROY records
 
created after July 2, 1975 6 years 3
 
months after period covered by the
 
account. Transfer to FRC3 years atter
 
period covered by the account(NCI-2l7-
13-3)•
DESTROY created to July 2, records prior
 
1975 10 yerar, 3 months atter date of
 
settlement. DES'FrtOY created
records
 
after July 2, 1975 6 years, 3 months
 
after date· ot settlement. Transfer to
 
FRC2 years after date of settlement
 
(nCI-2l7-16-3)
 
DF.STROY 5 years a.:fter cOllPletion of
 
GAO l.r-aiver . 
DESTROY crea.ted prior 2 July records to
 
1975 10 years, 3 months atter date of d
 
determ:J.nat10nof uncolleci tbili ty.

DESTROYrecorda created atter July 2, 197: 
o years, 3 months atter da.te of determina· 

·tion	 of uncollectibi11ty. Transfer to 
~s.rs M:er date of determination NCI-2	 7-70-3tiIESTf.':) 

c 2 

reco s created prior to July 2 
1915 10 years, 3 months after the period
covered by the account. recordsDESTROY
crea.ted after July 2, 1915 6 years 3 
months after period covered by the 
account. Transfer to mc 3 yeq,rs after 
period	 covered by the account \NCI-2l7-
b~~Aoy recorda created prior to July 2 
1975 10 years, 3 months atter the period
covered by the account. recordsDES'l'OOY
created atter July 2, 1975 6 years 3 
months nf'ter period covered by the 
account. Transfer to FRC 3 years a.:fter 
period covered by the account (I1CI-2l7-
16-3)
DESTROY created to 2 July records prior
 
1975 10 years, 3 months after date of
 
settlement. DESTroYrecords created
 
after 2 July, 1975 0 years, 3 months
 
att~r Q~~teof cettlenent.
 

'. ~~~er to FRC2 years atter 
date of settlement. (HCI-217-76-3 



~.Gr1pt1oD of Record 

~~. Hnorandum copies of mi11 t&ry 
payrollD, certification sheets aDd 
fiscal oche4ules infol~ in mill-
t&r7 ~ll procelJsilil3. 

~6S; TD Fom W..4 "Employee With-
holding Exelllption Certificates." 

~ 6 Control Registers and copies of 
change slips on retired payrolls
(military) • 

~t1o R.etired Military Pay Case files. 

#-.JS· Copies of Comprehensive Listings
(civilian) covering a pay per tod , 

~9. Copies of Employee Service Record 
llecord Report. 

#t~. New normal pay listings for re-
tired military personnel. 

~~.. Supporting documents submitted 
by HQ Authorized Certifying Officers. 

Authorized Disposition 

DES!a>Y when 4 years old. 

-

DESTROY 4 years after Form is super-
seded or obsolete. 

DESTROY 2, years a~er is'sue date. 

DESTROY 25 years after ter.mination 
of retirement status or ofpay:q}.end' anannuity of' benific1aries under the ,
~rovisions of the Retired Serviceman's 
Fami.ly Protection Plan, and Survi vcrs 
Benefit Plan whichever is later.Transfer to tRC 2 years after termin4~ 
tion of retirement or payment of 
annuity under RSif'PP and SBP whichever 
is later. 

( 

DESTROY after 3rd pay period. (10CFP~
Originals are kept by FAA Aeronautical 
Center,

! 
Okalahoma City, OK. 

I 

DESTROY on receipt of subsequent
listings. 

DESTROY 6 years 3 months after issue
 
date. Transfer to Rae 3 years after
 
issue date.
 

DESTROY records c reated prior to July2,
1975 10 years, 3 months after the period 
covered by the account. DFSTROY 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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Data Automation. This table cover~ documentation relating to ob-
jectives, concepts, policies and plans involving data automation,
and the design of management and operational information systems,
including equipment selection and evaluation. 

Authorize~ Disposition
"'If~ Planning documents; master PERMANENT. Transfer to 

plan; feasibility studies with PRC 1 year after docu-
associated charts, and diagrams ments and/or systems are 
and supporting data. . superseded. Offer to 

Archives 20 years after 
superseded. (2CFPY) 

1.11'9. Do cumen ts relating to DESTROY 2 years after 
planning and preparing for equipment is released. 
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. 

1..if~.: Performance evaluation DESTROY 2 years after per-
reports. formance evaluation. 

Benchmark reports.	 DESTROY 2 years after in-
stallation of system. 

;.ll"" Documentation relating DESTROY when superseded or 
to National, Federal, DOT obsolete. 
and Coast Guard ADP stan-
dards. 

~"'.. Documentation, relating	 DESTROY 2 years after cut-
to establishment, review and off or publication of data 
approval of DOT/CG standard elements and representations.
data elements and represen-
tations. 



.'.1--------··-· e e	 e e FEB25'~7~t Automatic Data Pr-.:>cessing An~R.!,~~.~,U1!8~'" This table covers dOcumentationSystems
relating eJ.l aspects of apPlicatit3);'~~~lopment operation. These".-;0 

include ADP oystems specifications, applications program manuals, systems 
operating instz:uction and various management aids·. 

File designation Consisting ot 

Data systea .	 Documents containing
specifications .	 definitions ot the 

system including
functional requirements,
data requirements, data 
requirements, system.j
subsystem specifications
request for the systen
and authorized directives. 

:llftf File speci-
fications 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 la.bels 
relative position, form, 
format and size of data 
elements (record layout)
specification ot all 
codes used, cross refer-
ence code manual;
security and privacy
restrictions; integrity
and validity character-
istics; update and access 
conditiona; recording
medium and volume 

~JU) User guides	 information which suffi-
Ciently describes the 
functions of the system 
in non-ADP terminology
so that users can deter-
mine its applicability
and when and how to use 
it; serves for the prepara-
tion of input data and 
the interpretation ot 
results 

Which are 

a) for a disapproved
proposed system 

b) for an approved
system for which all 
related magnetic
data files are auth-
orized for disposal 
c) tor an approved 
system for which-any
related magnetic 

a) for a system for 
which all related 
magnetic data files 
are authorized for 
disposal
b) for a system for 
which any related 
magnetic data file 
is not authorized 
tor disposal 

handbooks, gui.es to 
date availability,
and procedures for 
querying files 

Then 

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

maintain with 
related magnetiC
dat& 1"1le. 

destroy with 
final related 
nagnetic data 
tile 

maintatn with re-
lated magnetic
data tile 

maintain with 
data systems
specif,1cations 



- ~ ./..- ... ~---
Report 

~Di,.Infor-
mation 
retriev·· 
&! rou-
~ine 

printed"nal ~port
containing the statis-
tical tabulation and 
an a.nalysis of the 
tindings of a study 
or survey including 
a narrative descrip-
tion of methodo-
logy employed 

Series of machine 
instruetions de-
signed to re-
trieve information 
trom specifie data 
systems 

~~Bmi&qUi.

retention of related data
 

8.) general purpose pro-
grams 
b) special purpose pro-
grams for data files for 
which disposal is auth-
orized 
c) special purpose pro-
grams for data files for 
vhich disposal is not 
authorized 

FEB 25 'IS?7 
maintain one copy 
with related file 
spectifications. 

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

maintain with re-
lated da.ta file 

Erasable Media. The term"erasable"media refers to tapes, drums disk packs, data 
cells, and other devicts that store data in an erasable form. The term "dispose

. of" is synonomouswith the terms 

Scratch 
tape 
(blank 
tape) 

~JIIJ Test 
tape 

~"Initial 
data 

temporary magnetic 
tape used by the 
console operators 
or .tape handlers 
to facilitate 
general computer 
runs such as sort 
and merge runs 

magnetic tape used 
in testing a pro-
posed system 

media eontaining data 
abstracted from souree 
documents or other 
media and entered into 
aystem for tirst tiDe 

"scratch I, "erased", and "blank. 

new tape or tape not
 
included in a tape
 
libr&r7 eontrol or
 
files whose retention
 
dates have expired
 

~) used by programmer 
for individual run 
testing ;nd not under 
~~brary control 

It) syatem debugg1ug 
test data or system 
-acee.p'tcneetest data 
a)uaed for updating and 
r0quired to support 

" roeonstruetj,on of 
master file 
b) not" required to sup-
port"reeonstruetion of 
master fire and/or 
used as input for one-

available for im-
mediate use or 
reuse 

dispose of after 
system has been 
accepted or discon-
tinued, whichever is 
sooner 
retain until re-
lated program is 
diseontinued 

dispose of after third 
update cycle 

dispose· of atter raw 
data is satis~actorily 
processed into final or 
reduced "dat&'. 

time study, s~x::veyor experiment 
c) otfici~ deSignated dispose of in accordance 
to replace or serve as with instrUetions ap-
the basie souree data in plicable to the hare eopy 
lieu of th~ ho.rd.copy or or other fileo d~c'.::·: :it-ir.. 
othc::' i:::... ::;c--..!rc~ C:oc- ProC~,,'&J.,'trt; tht~ s: ._..3 ~.I.. "':':.1-

UIi1ent action, or case 

• J J' 



.. '.. _ .. "_ 1·_ ........... / '
 ... _.. 
~ .~~ ...... ;o.'~ 

~Jf'Intermedi-
ate datA 

I AJ l'I/11'V1p>Jf> 

~IntOm&t1oD 

Be-tormat-
ted tile 

< . 
1 ' 

'j 
" 
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media containing output ~~pdated system dispose of after 
within or from one run ~i\~Y- S ' subsequent'mag-
to a subsequent run netic files that 
that manipulates, sorts, contain the 
and/or moves data accepted detail 
through the system; in- data have been 
cludes check-point, created and 

e~1t, correction, re- proved satil-
ject list,unmatched factory 
data el1.z1nating error, 
and rerun files b) used in e. one-time study dispose of after 

or survey	 master data file 
has been proven 
satisfactory 

aed1a 'containiIIg data, a) cumulative ind.ex to . di!!lposeot after 
created by the Ee~ scientitic and technical third update cyclf! 
01' prior master tile publications, and biblio-
vith Vlllid trar-.o&R1oa' graphic and other non-
dats to create a DeY record aateria..l 
JllQt3tertile. 

" 

metiia that 1JI idelliti- a) updated disposed of after 
eal in to!'Dt\t to t.uter third update 
tile and retained 88 cycle 
securi ty in case mtJSter b) one-time study or sur- dispose of in 
tile ia damaged or vey accordance with 
inadvertently erased standards for 

disposal of 
corresponding 
master file 

media containing a) created for the speci- dispose of as 
essentially duplicate tic purpose 01' information provided for 
data from the aaster interchange related master 
data tile but which 1s data tile 
created for use with b) 01' specific application dispose of when 
other computer hard- tor agency computer hard- dete~t10n . 
ware ware systems is made that 

such format is 
unnecessary 
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Nonerasable 
paper tape, 

Media. Nonerasable media refers to ADP punched
and other nonerasable machine readable media. 

cards, 

Authorized Dispositiont/4 Source program deck and DESTROY when no longer
control cards contain source needed. 
program. 

~6t Program object decks DESTROY when no longer
and control cards. needed. 

Job control cards.	 DESTROY individual cards or 
sets of cards when no longer
needed. 

:t.&'t} Punched cards or paper Dispose of in accordance 
cape containing data abstracted with user's published
from source documents. guidance. 

~,~ Card files and nonerasable DESTROY when no longer
media which has been converted needed. 
to erasable media.~'5Punched cards that contain Dispose of in accordance with 
original entry data on film or instructions applicable to 
written inserts. (Apeture cards) the hard copy or other files 

documenting the same process,
transaction, or case. 

A b-/3-
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266. Budget Development
Sys t.em (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, pnd
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-
ance s; 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. 

e e FEB ~ r; .:»»Programs Division Dispose of ":/Iin accdra-artce'
with user published guid- , 
ance.DRAfT 

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

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

Administrative 
Services Division 

Dispose of in accordance 
with user published guid-
ance. 

I 
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System Description 

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

2"71.Motorboat Acc ident 
Statistics (MBA). System
provides annual reports of 
statistical su.mmarieson 
motorboat accidents. Boat-
ing accidents are categorized
according to cause, number,
people involved, type.vessels
involved, money involved,
place occurred, and jurisdic-
tion. 

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. 

System Description 

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

~,psAFETY-'
Ur{.M.r I 

~ 

Management Support
Staff 

Management Support
Staff 

Boating Standards 
Division 

OFFICE OF ENGINEERING 

Electronic and Naval
 
Engineering Division
 

FEB 25 ·;D?1.
Disposition 

Dispose of in accordance 
with user published guid-
ance 

Dispose of in accordance 
with user published guid-
ance. 

Dispose of in accordance 
with user published guid-
ance. 

Disposition 

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

274. Reporting of Federal 
Outlays by Geographic
Location (OEG). Report-
ing of Rederal Outlays by 
geographic location. Pro-
vide a semi-anr.ualreport 
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 (FlNAIDS), provides
operating units and higher 
management with an analysis
of actual costs incurred as 
compared to targets, and 
calculates measures of per-
formance. 

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

Disposition 

Financial Management Dispose of in accordance 
Staff with user published guid-

ance. 

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

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

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

i I / 



System DescriPttit ~ 

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

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

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

281. 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. 

283. District Disbursment and 
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 Logistics
Division 

,
Prope1;"tyand 
Resale Division 

In.:ormationSystems
Division 

Information Systems
Division 

5TH District 

'.
 

eDiSPOsitFofi B 25 'i977 
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. 

Dispose of in accordance 
with user published guid-
ance. 

if / ,,.., 



System DescriPt4ll ~ 

284. District Plant Property. 
This system rr~intains control 
over personal property by
custodian. "Fields include 
unit, custodian, building " 
number, room number, decal/
allowance/serial number,
FSC, allowance quantity and 
item name. 

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

286. Simplified Unit 
Requesitioning and Follow 
Up (SURF) System Support
Program. The two support
computer programs print
MILSTRIP requisition data 
on form 1348.1 and inter-
pret the Advice Statu3 Code. 

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

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

DYAFTe 
5TH Distr'\ct . 

5TH District 

All District 
Comptrollers 

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

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

_. .~EB 25,977
~hsposl.tl.on 

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. 

http:hsposl.tl.on


System.Description 

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

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

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

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

Aids to Navigation
Division 

AUs to Navigation
Division 

Aids to Navigation
Division 

Marine Environmental
 
Protection Division
 

FEB 25 f977 
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 ~o longer needed. 

b. Transfer the data 
base to the National Archives 



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 acti.ve duty officer 
and enlisted member. The 
system 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 
Personnel 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 

OFFICE' OF PERSONNEL 

Do (\r= ':-~ I .. - ~ t

i:~f-\r"~ 

Civilian Personnel 
Division 

Personnel Support
Division 

Personnel Support
Division 

Personnel Support
Division 

FEB 2 5 ~:'Y?l 
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 
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 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. }mgnetic 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-
ticsl 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 caS0 list-
ings according to certain 
selection criteria and case 

User 

person~~l!~~TDivisi5'"ii'lI.5,lC:;;

Personnel Support
Division 

OFFICE OF OPERATIONS 

Plans and Programs
Staff 

Plans and Programs
Staff 

Plans and Programs
Staff 

Disgose of in accordance 
with user published guid-
ance. 

Dispose of in accordance 
with user published guid-
ance. 

Disposition 

Dispose of in accordance 
with user published guid-
ance. 

Dispose of in accordance 
with user published guid-
ance. 

Dispose of in accordance 
with user published guid-
ance. 
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302. Boat Administration Search & Rescue 
and Management Report
System (BAMS). Main-
tains a history of cost and 
maitenance data on all small 

Division 

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 Search & Rescue 
Statistics 
~tatistics 

(SAR). Provides 
for the Search 

Divisi.on 

and Rescue Division on three 
categories of data: Case,
Response and Sortie. Source 
data is from the Assistance 
Reports in the Districts. 

304. OFFICE OF MERCHA1~ MARI1~ 

System Description 

304. Merchant Marine Information and 
Information System, Vessel Analysis Staff 
Inspection Deficiency ._ 
Subsystem. This system is 
to assure more effective 
cost beneficial examina-
tion of vessels subject
to CG inspection. 

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

-30o:--HerChant Seamen ----------MerchantVessel 
Locator System. Maintains Personnel Division 
files on active seamen and 
merchant vessels on active 
voyages. 

Dispose of in accordance 
with user published guid-
ance. 

Dispose of in accordance 
with user published guid-
ance. 

SAFETY 

Disposition 

Dispose of in accordance 
with user published gui.d-
ance. 

Dispose of in accordance 
with user published guid-
ance. 

Dispose of in accordance 
with user published guid-
ance. 
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'System Description User 
FE825iS77 

Disposition 

307. Merchant Vessel Merchant Vessel 
Documentation System (MVD) Documentation Division 
Provides the capabilities of
updating, maintaining, and 
publishing the Merchant 
V~ssel Register (GG-408) on 
a timely basis and to inte-
grate the information and data 
handled by this system into
the Merchant Marine Information 
System. 

Dispose of in accordance 
with user published guid-
ance. 

OFFICE OF RESERVE 

System Description ·User Disposition 

308. Reserve Personnel 
Accounting System. A 
centralized file that is 
used by Headquarters for 
management of the Reserve 
officer and enlisted 
personne 1. 

Reserve Administration 
Division 

Dispose of in accordance 
with user published guid-
anee. 

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

Reserve Administration 
Division 

Dispose of in accordance 
with user published guid-
ance. 
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SECTION 1 CIVIL RIGHTS RECORDS 

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 1964 and Executive Order 
11246, as ~~ended. 

Description of Records	 Authorized Disposition 

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: 

PERrJU~'NT. to whena. Official record copy of each Transfer FRC
 
directive/publication issued by the S years old. Offer to HAltS when
 
office with significant background 20 years old. (.5CFPY)

material.
 

b. StueJ.ies/Surveys conducted by

the Office of Civil Rights.
 

(1) Studies/Surveys wh lch resulted
 
in Coast Guard wi.de adoption of policy or
 
management program
 

(a) \-lhichare f'orwar-ded to DESTROY, 5 years after publication
higher authority and are in of the study by h i.gher au thor-i, tyincluded a
 
formal publication by the higher authority. or "Then usefulness been
has served 

whichever is later. • 
(b) "Thich are not forwarded PElli~. Transfer to PRe when
 

to or published by ~ highe~ a~thority. 5 years old. Offer to,:NARS when
 
20 years old. (.5CFPY)

(2) Studies/Surveys whd ch did not D3STROY when 5 years old or when 
resul t in Coast Guard \.ide adoption of usefulness has been served, \vhich-
policy or management programs. ever is later. 

dj1.2.,. General administra tive Destroy when 5 years old.
 
correspondence, reports and
 
related material (excluding

primary records) for the
 
various activities of civil
 
rights.
 

,1.3. Record material of a routine Destroy when 3 years old.
 
administra.tive or housekeeping

na tuz-e , 

I~ - 1-/	 . MAR 25 1977 



Descripti2~-2.~~~cords
37..4f •. Records pertaining to 

contract and Title VI campli-
ance 'including mediation
material case files and related 
material. 

ses. Records created in receipt 
and processing of complaints
of discrimination by civilian 
employees and military members. 

a. Civilian Employees 

(1) Ci vi.lian Elnployees
Official Equal OpportunIty 
Case Files, as described 
by 5CFR 713.222 

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

B'. Mili tary members case files 
and all background documents 
pertaining to the case. 

Authorized DisTIositjon~--
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 adju.st-
ment of the case by DOT or USCSC 

Destroy 4 years arter final 
~djustment of the case. 



FEB 25 1977 
a~6. Records of appeals and Destroy 5 years after final 

descisions in descrimination adjus men t. 
canplaint cases. 

J~7. Periodic reports on pro- DESTROY when 10 years old. Transfer to 
gram review and minority FRC when 5 years old. 
grou~ employment, etc. 

3'" 8. Seminar Reports. Destroy when 5 years old. 
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~~ON 8 SAFE'1.'Y P'ROGRA."ft.1S RECOROO 

These r-e I'd 1 'll".;.r,'\istratio~OofSar:a~;~ to~the de~elopme~t, imp~e~tation and admin-
of safety for erso~eP~ogrrun 0 prov~~e max~um practical degree 

thfeCoast Guar~ is res~~n:{~f~e~br:~tn~t~~~ ~~:~~ce; for which 
sa ety, flight safety, surface R" • 0 gen.eralsafety, and industrial ves.......
safetyo el ,afety, f~re safety, driver 

~~cription of Records Authorized Disposition 

331. Records created by the 
'~afety Programs Division doeu-' 

meriting the organizational develonment 
and administra.Uon of 
Safety Programs consisting of the 
i"ollovling: 

PERYJl.N1t;NT. Transfer to FRC when a. Official record copy of each 5 years old. Offer to NARS when directive/publication issued by the 20 years old. (.SCFPY)office with 8ig~ificant background
material. 

b. Studies/SUl~eys conducted by

the Office of .Safety Programs.
 

(1) Studies/Surveys "lhich resulted 
in Coast Guard v,ide adoption of policy or
 
management program
 

DESTROY, S years after publication(a) "!hich are fOrYTarded to of the study by higher authority higher authority and are included in a or when usefulness has been servedformal publication by the higher authority. whichever is later. 
P~'VUf8NT. Transfer to FRC when(b) Which are not fOrYTarded 5 years old. Offer to nARS wnen to or published by ~ hither ~uthority. 20 years old. (•SC]IPY) 

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

5 years old. DESTROY whenJ1t. General administrative corre-
spondence and related material

(excluding primary records) for the
 
various activities pertaining to
 
the safety progr~.
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Description of Records	 Authorized Disposition 

133.	 Routine correspondence of an DESTROY 'wen 3 years old.
 
administrative and housekeeping
 
nature.
 

1J~. Original accident reports and DES TROY wen 3 years old.
 
annual atmaiar-Le s relating to per-
sonal injury, motor vehicles and
 
property dEroage cases.
 

J3$. Aircraft accident and incident DESTROY when 30 years old. 
analysis reports. Transfer to FRC when 5 years

old • 

.' ~, 

A"'9·' a
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v, DRAFT	 FEB 25 19'77 
SEnTION 9 MEpJC.y. AND DENTAL REDORDS 

The reco:ds described in this section relat~ to the development and administration 
of a medical care program for Coast Guard personnel and their dependents and 
the ad3i~\§$~ion of a health service program for civilian employees, 

Authorized Disposition 

341. Records created by the Office, of 
HeaLth Services docu-
mentinrr the organizational development

and administrati.on of the Office of
 
Health Services consisting of the
 
following: 

PERVJU{G~T. Transfer to FRC whena. Official record co-py of each S years old. Offer to NIUlS when directive/publicat~;m issued by the 
20 years old. (.SCFPY)office with significant background

material. 

b. Studies/Surveys conducted uy

the Office of Health Services.
 

(1) Studies/Surveys which re~ulted
 
in Coast Guard wid.e adoption of policy or
 
management program
 

DESTROY, S years after publication(a) "/hich are f'orwar-ded to of the study by higher authority higher authority and are included in a or when usefulness has been servedformal publication by the higher authority. whichever is later. 

(b)	 \'/hichare not forvTarded PEID1ANENT. Transfer to FRC wnen 
S years old. Offer to HARS whento or publi shed by a hig.t:lerau thori tJr • 20 years old. (.5CFPY) 

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

DESTROY when 3 years old.JtJ.2. General administrative correspondence,

reports and related material (excluding

primary records).
 

DESTROY when 3 years old.3161. Ro~tine correspondence of an admin-
istrative and housekeeping nature.
 

Mi' itarx. Dependents and ~tirees 

DE3TiDY ·,lhe,!l 6 raorrbhs old • ..'l;,U~ E:dic:D. and denbal, appoi..-::tn:;erit
 
records (daily).
 

A-9~1 
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Description of Record~ 

3'1$'. General correspondence files 
relating to Physical Evaluation Boards. 

1'16. Case fUes of Physical Ev"aluation 
Board's proeeedings (copies). 

31/". Index card. of Physical
 
Evaluation Board cases.
 

3118. Medical Board Report 

:J It/ ,. Reports of medical examination 
- and reports of medical histories 

such as SF-8S, SF-93. 

330.	 Laboratory Reports such as
 
SF-545a through SF-557q.
 

,.11. Laboratory records 

•Authorized DisEosition 

DESTROYwhen 2 years old. 

DESTROY1year after final aetion is 
directed by the Commandant. 

DESTROYwhen 5 years old. 

A.	 Original report filed in official 
HQ health record. Dispose of with 
official HQ health record. 

B.	 DESTROYall other copies when 2 years 
old. 

A.	 Original report filed in HQ health 
record.' Dispose of ~dth health 
record. 

B. DESTROYall other copies when 2 years 
old. 

A. Transcribe information on to SF-600 
and file in individual's health record. 
B. DESTROYall copies when 1 year old. 

DESTROYwhen 2 years old. 

A-Dj-I ct
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$.1.2. Official military health, 
record, includes the dental record. 

~Medical 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 a.idof x-rays which are used in 
medical diagnosis to locate fractures,
malformations and pathological con-

\ ditions of tissue. 
\ 

1!l.L~ Dependents' medical and dental 
-r~cord. 

:I S5'o International Certiricate of 
Vaccination (¥rlS Form 731) 

JSL Prosthetic case records such as 
NAVMED 952. 

.1$.7. Prescription files containi.."lg 
general alcohol, narcotics and 
barbiturates required by military 
personnel and their dependents. 

3s.e. ~~Qhol pr~script.ion log, , 
controlled drug log and narcotic 

. prescription log. 
.s 

3.!1-9. Records of Public Health 
Serlice officers detailed to 
Coast Guard" 

31a. Health care and dental records 
for retired military personnel. 

'36!. Reports, logs, and forms not 
other:visc p::0v.:..dt:.d for and used 
for the administration of medical 
activities and in the treatment of 

, patients. 

B&n41e in &.CoordaDce v1tJl 
Chapter 4, Medical Manual,» 'l'rans1"er 
to NPBC,(MPR) 9700 Page Boulevard 
st. Louis MO (6) 'months after 
seperation.
File in individual's official HQ health 
record. Dispose of with official HQ 
health reeord. 

DESTROY when 20 years old by salvaging.
rpransfer to FRC when 5 years old. 

Transfer to NPRC (CPR) III WinnebagoSt., 
St. Louis, r.r>, 2 years after last, ' 
activity; DmTl\OY 21) years from the 
date of the ;latest document in record. 

Upon final separation from Coast Guard 
deliver Certificate to individual. 

DESTROY old.when 1year 

DESTROY old • when 3 years 

DESTROY old.when 5 years 

Upon completion of CGassignment, trans-
fer records to: Commission Personnel
 
Operation Division, Parklawn Building,
 
Rm: 4A-10, 5600 Fisher Lane, Rockville,
 
MD, 20852 (PHSDisposal Schedules apply).
 

Transfer to NPRC (CPR) ill WinnebagoSt.,
 
St. Louis, MO, 2 years after last
 
activity. DESTROY ~O vears from the
 
date of t~~latest document in record.
 

DESTROY old.when 3 years 

http:p::0v.:..dt
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J 6f., Log or registers of visits to 
dispensaries, first aid rooms, and 
Hauth Unitso 

Ae Where wox-mation is summarized- -

B. Where information is not summarized 
els<3where 

3631.'1 Health record case files comprising
forms, correspondence and related 
papers doc~~gntirg employee medical 
history. 

3~ Pre-employment physical examina-
tion Health Qualification Placement 
Records, disability retirement --
examina.tion. 

3 ttr: Q.2.~ of statistical summaries 
and reports relating to employees
health retained by reporting unit,
and related papers. 

3M. Reports, logs and forms not 
otherwise provided for and used for 
the administration of medical 
activities and in the treatment of 
patients. 

e 
DRAfT 

DESTROY 3 months after last date on log 
or register. 

DESTROY 2 years after date on log
or register. 

DESTROY 6 years after date of last 
papers in the file. 

Becomes a part of the Official Personnel 
Folders (SF-66) upon separations from 
the service. -May be maintained 
separately from the folder prior to 
separationo (see ch. 293 subchapter 3,
of Federal Personnel Manual.) 

DESTROY 2 year-s after date of summary
or report. 

DESTROY when 3 years old. 
r:..~~)..' r» r. 
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The. records in this ae.ctiDn relate J.'~1.r..\ktE!'rminations 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 l~Ns and other laws affecting the Coast Guard and its personnel. 

Description of Records	 Authorized Disposition 

371• Records created by the Office of 
ehief (;ounsel docu-

menting the or{;anizational development
 
and aclministr2.tion of the Office of
 
Ohief Counsel cJnsisting of the
 
,following:
 

a. Of'f'Lcia], record copy of each
 
d;rective/publicatjon issued by the
 
office \d th siG'Uificant background
 
material.
 

b. Studien/Surveys conduc~ed ~y

the Offi0.e of Chief.Counsel.
 

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

(a) "Thich are forwarded to 
hi~ler authority and are included in a 
formal pUblication by the higher authority. 

(b) "1hich are not forwarded 
to or published by E.. higher authoz'L+y , 

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

3'12. Routine correspondence of a gen-
eral administrative or houseke.eping
nature. 

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

'74. Files relating to all litigation

by and against the United States in
 
which the Coast Guard has an interest.
 

375. For.::.al Zo~ds of JJrTe;:;~~i:;-.tion. In-
U-"",,i;J ..i. w;'" ' __ <J ~v~J 0-cluFi."" l,<l"""'i"~c"'n"11J..c:).U .... ("':"""~""-;-1'"......... .,.;.t.....;.,1 ...J.. "l ........ ~
 

del!llt~etion of pro~rty or :p?rsonal 111-
j\llY) Line ot DUty lnvestigations-Bo&-d.sor SUrY\!y, and Casualty Investigations 
re~ulting~ fro:.. ~'t<?r Teh1ele, aircraft, 

PER11Al'fE,'NT. to whenrrransfer FRC 
5 years old. Offer to NARS when 
20 years old. (.SCFPY) 

DESTROY, S years after publication
of the study by h.Lgne.r aurho r.ity 
or 'Then usefulness has been served 
whichever is later. 
PEID1ANENT. Transfer to FRC when 
S 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 yhen 3 years old. 

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

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

PEm.~ANENT. Tr ans f er to FRe 3 years 
after close of CEse. Offer 
to NABS 20 years after final 
action is taken.' (3CFPY) 

\At 2~ ,.1T.'''~l\r\ tJ ~. ~, 

http:PER11Al'fE,'NT.to
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316. Administrative 
exhibits and final 

reports including 
action sheets re-

DESTROY 4 years
Transfer to FRC 

after 
after 

close 
close 

of 
of 

case. 
case. 

lating to incidents o~ minor importance. 
I 

311.	 Applications for patents by CG 
personnel and recommendations by the 
Chief Counsel and related correspond-
ence and backaTound papers, for which patents not issued. 

S1S. Legal opinions as rendered 
by the Chief Counsel. 

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

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

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

.. ----

PERNAJ\1ENr. Transfer to FRC when 
10 years old. Offer to NARS wh en 
20 years old (1 CFPY) 

.'.	 o·e-::':DESTROY ,10 years after opinion is 
rendered or whe n usefulness for 
reference or research is served,
whichever is later. 

A-ltJ-( C{
 



I . e ,r C 0 CJ v j~f 

Descriptionof Record_ nR A 1=1 Auth.Z"iSPO~it~£'\\ \/11\'1 \911 
SO. Legislative and,regulatory files. ~ 

a. Legislative history of CG ~
 
roposed legislation.
 

b. CG prepared comments on other
 
egislation.
 

c. Background material on items 
,ublished in the Federal Register and
:ode of Federal Regulations.
gtn. Merchant Seaman Appeals. Origi-

nals of final agency actions consist-
ing of Co~ndant's appeal decisions 
in suspension and revocation proceed-
ings against merchant seamen'fl docu-
ments. See Section K for related data. 

3$.2. Civil pena Lty appeals case files. 

3~. Navigable waters determinations 
and research oaterials provided ty
District Staffs. 

384. Courts-Hartia 1 Case Files 

a. All General Courts-~~rtials,
and Special Courts involving Bad 
Conduct Discharge. 

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

c. Summary Courts-~~rtial Files. 

(1) Courts convened after 
5 Hay 1950 

(2) Courts convened prior
to 5 }~y 1950. 

385. Court of Hi litary Rev Lew 

a. PERMANENT. Transfer to FR~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 
adjurns 
c. Maintain at agency as an active work-
ing file~8estroy when inactive. 

Maintain at t.geneY (c-rxr) as an 
a.cti'¥"e'\.'Orkingfile. Destr.oy when 
inactive. 

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

Mainta.in at e..gency(G-IlU) as an 
aeti.e working tile end as documentation 
o,t 'further jurisdictional determine:ciona 

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.
 

PER}~~~NT. 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.
 

D~S""tV'l'Y ~0 :'.'"':"':-:-:; ':'!' cIc se of' case!."~ 

1B.4~e€iJ; f'o F~' 4'~t-t".( t!tos~ ce U~~ 

http:Mainta.in
http:Destr.oy
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SECTIC·~ 11 ltt'£RCl;lANT MARINE SAFETY RECORDSDRAfT	 FEB 25 '1£17 
~ J~~	 \ 

,~the5e rec~rds ~c'nte tn the or1aniz~tion and odrninist~~tion of the Coast Guard 
, Commerci(!l Ve s s e I Saf e t y Pr our am with u Lt Lmata r e spon s Lb Ll t ty for c he (>nforcerrlcnt 

:, of and	 Jovernins on structuresnavigation and vessel il1s?ection laws laws safety
 
~"sub j t to the p i of Outer Continental Larid
ec r ov s Lcn s the	 Shelf s Act. The r e cor d s 

';reflect relations with maritime industry, includin~ seamen's organizations, ship

·.";'"oper~tors, shipbuilders and manuf ac tur er s of equipment, etc. on safety matters.
 

Description of Recor.ds	 Atithorized DisDosition 

401, Records created by the Office of 
IVlerchantMarine Safety docu-

menting the organizational development'

and administration of the Office of
 
Merchant IVlarineoal'ety consisting of
 
the following: 

a. Official record copy of each PEl?J'IANBNT. Transfer to FRC when 
directive/publication issued by the 5 years old. Offer to NARS when 
office ".'i si.gni.f'Lcarrt 20 years old. (.5CFPY)th background

material.
 

b. Studies/Surveys conducted by

the Office of Merchant I'1arineSafety.-

(1) Studies/Surveys whi.ch resulted
 
in Coast Guard wide adoption of policy or
 
management program '
 

(a) \Olhichare f'orvar-ded to DESTROY, 5 years after publication
higher authority and are included in a of the study by higher authoz Lty 
formal pUblication by the higher authority. or when usefulness has been served 

whichever is later. 
(b) \',bichare not forwarded P~~~.	 Transfer to TRC when 

to	 or ~ublished by ~ higher authority. 5 years old. Offer to NArtS when 
20 years old. (.5C]lpy) 

(2) Studies/Surveys which did not D3STROY when 5 years old or when result in Coast Guard \Vide adoption of usefulness has been served, which-policy or management programs. ever is later. 

~12. Gener~l administrative corres- DESTROY when 2 years old.pondence,' reports and related material
 
(excluding primary records) from
 
various activities of Merchant Narine
 
Safety.
 

~/I. Record material of a routine ad- DESTROY vrherr 1 year old. 
l:tinisn'.'ltive or h::l!sekeepi.n~5 n a tur-a , 

f\ • ! 

http:Recor.ds
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Description of Records 

/(e5c«JJE[) 

~s. Merchan t Se arnan Appe a is. Copies
of final agency actions consisting of 

.Commandant's appeal decisions Ln sus-
pension and r~vocation proceedin~s
agai~st werchant ~eamen's documents. 

J	 Inc Lude d ar e cross reference files and 
backgrou~d material. 

",,6. Her.chant". IndustryMarine '!'n.Ln Ing 
Program records. Contains corres?cnd-

, ence between student and Office Chief 
~ither direct or via the industry
training facility. 

"1 

FFB 2;:' i~i77
 

Maintain at agency as an active verkin« 
tile (2 UpY) Dest;-'?Ywhen Lnac t.rve , 

A. Hold so 1cn3 as individual remains 0 

active Juty. When inactive status ta~cs 
place, witnJraw final repo~t and trans~, 
it tOA FRC. DES L'P,OYwhen 30 years .old. 

B. DESTROY re~ainder of file. 

APR 1 ? {,
 



407. Tr avc Ling Inspectors roc o rds con-
s Lst.i ng of c o rrcspo r.dcnc c , rc-po rt s and 
o th or c.latar cLit cd to Lns pc.ct i on acti-
vities of ~~C'rctI.J.llt~:'lrinc Sa I'c t y 

Trensfcr LO cornnercial vessel ca~e files 
on completion of Lns pcc t i on or r clc t . ,: 
action. Sec items 10 and 20. DESTROI 
with rc1Qtcd file. 

I. 
I 

408. Extra copies of Tnt crgovc rnmc nta I 
Maritime Consuit:Jtive Orfanization (I~CO)
documents r cIa t i n.; to tcc lm i ca L rac ct Lngs
at \~ich the United States is represented 
on ma t t.crs such as fire rrotection, sub-
d Lv i s Lo ns a nd stability, 'fishing ve s s e l s , 
bulk cargos, tonna;e ~casurement, carraige
of hazQrdous matvri2ls and other technical 
areas for which r;;(;0 is responsible. 

409. 1':-:;rch::l1ll:K'ri.ne Safety Project Files. 

H;J.inLainat a gcnc y as all ac t.i vc l.Jorkin,)
reference file. DESTROY '.chc n s u pc rcedcd 
or obso Lc t c or u sef u l nc ss has' been 
served, Hhich ever is later. 

DESTROY 3 years after completion of 
project. 

410. Commercial Vessel Case Files. 

.. a. Correspondence and forms relat-
ing to Lnd i.vLdua L merc hant; vessels on al-
teration, construction, conversion, de-
sign, equipment ar;d ins?ection, plans,
some "type" appro\'al and dangerous arti-
cles data. 

been 
(1) Case 

microfilmed. 
files wh Lch have DESTROY after vessel case file is mLc ro+ 

filmed and quality content edit of 
microfilm i.scompleted. DESTROY rni.c ro-
film 1 year after vessel is listed ~s 
lost, abdndoned, destroyed, or scrap?cci
(11illS). Hicrofilr.l in accordance w i tl. 
FPHR 101-11.5 applying standards tor ;:011-

permanent r cc crd-s to be he Ld for J 0 years 
or more. 

(2) Case files wh i.ch have not 
been microfilmed. 

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

(1) Loadline certifieates!cal-
culations. 

(2) Annual inspection reports. 

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

Separately maintain the certificates G.:-:d 
calculations in the CFA. DESTROY 1 Y(;:H 
after vessel is lost, abandoned, dest.roy-
ed or scrapped. 

}faintain the annuaI inspection r e po rt s in 
the CFA. DESTROY 1 year after vessel is 
lost, abandoned, destroyed or SCrap?2~. 

c. Adrnca sureme nt; case £i Lc s con-
taining plans, forms, related data, ex-
cluding Sub chap ter T Vessels. 

411. 
412. 

RESER\'ED 

Seperatel)' mJ.intain paper copy in Cf'A. 
Subchapter T ad.ne asu remcnt; case f i.LoS 1';:;;-

ma i n a t; }lIO's. DESTrrOI 1 year a f t er 
vessel is lost, abandon~d, destroyed or 
scrapped. 

~13. Plans and corresDondcnce for 
"type" approval equi;:::,:.~r.tfor i.ie rch ant; 
vessels. Included but filed seperately
llre: 

u. Li[c S~vin~ Equip~ent
(CG-J.90, 160 Sc r i cs ) 

(~ 

DESTnCY IS years after termination 
l:ppX. UV~~ 1. Tra!Js f l' r to F;.~S 3 y ca r s 
tC':;'1i'1~t;JO'-1 of a p p r cva L. 

0~ 

~1':"LL:-

(CG-190, 
b. J:l~cL!'ic~!~~~ujr~~nt 

161 SC'ri(0) 
·!}}'·:)U~~)Y5 y c-a r s after 
;:1"'pr,,~\·(11.. 1'r~r\s[cr 2 
~tion or apl)rovul. 

t, 

y' 
- i.nt! t j 011 

::11 t c r 
0 i 
tcr:',i!~-



pcSa'f1'I'N "~!{~~.()"II!i. .e	 ACI'(UOI..,J'"'~() .,p1.ff'J/rt/~A/""r:..: ~-~ 
c.	 En31nC(·r J.n:~~'\.l.r',·:(!nt D-;;-~~"R:)Y1• ..::.J r_fter ce rmi.n a t i en (,f l~ r ~'}" ....I/- ,! ' 

C':;-l~O, 162 .:ic:;-iozs) approval. Transfer to F~.:: J vc;::c, ~Ct:;~/f".1....
_." t~ rm i n <l L icm of : ..p r ova 1. . 

d • Hateri:tls .;.: M '..<.1 -1;r::)l~:"Y 15 yca rs after termination of 
.;;.'. (GG-190, 164 ~erles) approval. . 'I'r ausf er' to FRC J years after:'.~, . 

. "~I'	 termination of approval • 
'F' 

,;.... 
I •~ • e. Acceptable h ydr au Li c Com- DESTF,OY 5 years aItsr listing is tern.Ln ate.d
 

, .'
 ponents (CG-190)	 (i.e., becomes a standa rd) , 
" 

f. Watertight Doors. (Letter of ms'lROY 20 years a:f'ter ma.nutactuer dis-
Approval) (CG-190, 163 Series) continues design. Transfer to FRO when
 

. ~. ~&etuer discontinues design •
 

g.	 'Nuclear Pressere Vessels (Plans DES'rROY20 years atter nuclear orellsel is 
and Letter of Approval) deactivated. 'fratult'er to FRC when nuclear ...., vessal. is deaeti w.ted • 

"MICROFILM after vessel, orBoiler Drawings (Plans and last vessel of a class has Letters	 of Approval)" 

I 
been completed. DESTROY 
microfilm after vessel or 
last vessel of a class has 
been officially listed as 
lost scrapped, destroyed 

, d " or abandone • 

1.	 Pressure Vessels (Plans and DESTROY 5 years after last activity. 
Letter of Approval) 

J~.	 Welding and ~ondestructive Mainta:J.n.at agency as an active vorldng
E~~mination Frocedur~e tile. Destroy when inactive. 

~ .Electrical Equipment Listing DESTROY when cancelled from listing.
(CG-293) 

..e..	 Affidavits for valves, fit- DEStROY 2 years after termination. 
tings, flanges (Form CG-93SA). 

fn.t....	 Manufacturers' Plan File (alpha- DESTROY 5 years after rev1.ew date.
 
betical by manufacturer and
 
chror.olo;ical by date of plan

review; consists of planes) of press-
ure vessels and piping system(s)
 
componen t (a) •
 

'.', . 

It\. 6. Affidavited M3.nufac.turers'Catalog D~STROY after 5 years or on receipt of 
(CG-190) new catalog.

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) •" _~''::'.• .~ '-	 1Cor re snondence of ddrnensLcns and DESTROY 5 years after initial submission ot ;

f~~~ign with builders and naval erchi- design if project is cancelled. Mer~c with
 
tecta fo= pro?o:ecl ship building. c o.roe r c i al ve s se l case [i 1e if t";rcject :s
 

devc.lo~. See item 10. DSSTROY wHh
 
,related fila. 

http:Mainta:J.n.at


g~SC~iPt{ 0., of Rt'C_~~~s 

"116'. Aut ornated Ct!'l'r!H~rc.ta: VeSSe 1 Ca5-
ua lty File - Automated system contain-
ins data rcl3tin~ to ve~scl c~su~lties 
as defined by 46 CfR 4.05. 

~16. Autcmnte~ Vessel file. Aut~~ated 
system cont3inin~ certain data ele~ents 
which appe sr on a vessel's Certificate 
of Inspection. 

Herchant ~larine Technical kecords 

417. RESERVED. 

~lV. a. Equipment Approval (5x8 cards) 

b.	 CGHQ-10030 flimsy (advance 
copy) 

1/1.1. Ship Structure Cornm],t t.e e records 
containing mfnu tcs and ag anda or meet-
ings, reports, correspondence and ad-
mini.;;traLivel-'apGrs of joint interdf'-
partmental investigations and meetings. 

~rchcmt Vessel Inspection Recorc1-s 

" 

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 

Updated ~nnua]ly. Tape ma f nt ninud at asency
tor	 lite ot Agency.

Updated monthly. Tape maintained at agenl!7 
tor lite of the Agency. 

Hili te ca~: D::~STR'Won r e ce Lpt of ,,,hi tl~ 
renewal or ul~e term ina t f on card , 
Blue cards: 0:STROY en receipt of white r e i .. 

statement card. 

On receipt of appr-ovnL "7hitf~ card, tran s f er 
to S year renewal su speuse [i Lc ; D'S ,C'li'.::' C~ 

como let ion or renewal action. If approval.
is t errrri d use flimsy to pr epere n at.e '--lue 
termination cer d ; UESTkOY on ccmp Lc t i on or 
dis trubuti on of blue card , 

PERHAN~~T. Transfer to FR.C after 2 f.i sca 1 
years. Oi f er to NARS 20 years after 
event. (1 CFPY) 

a. Maintain active records in 
G-MVI CFAo 

b. Tran~~r inactive records to
 
FRC ~.~~q~essel becomes inactive.
 
DESTROYone year after vessel is
 
lost, abandoned, destroyed or
 
scrapped.
 

- A-ll· if
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Safety CcrtificateJ, ~eport of Struct-
ural FQilurc on In~recterl Vessel, Re-
port o f :::quip,llent I'a Ll ur « Ln s p c c t od'(In 

Ves8el, Car~o Ship SafelY Certific~tes~ 
r:Cport of I'r av c l Ln-; Ln s pe c t or s and 
r e La tcd r-ape r s , 1etters r apor t.Lng change 
of st~tus of vessels. 

~-al. ?£pO!"ls of i·laterial Inspection, 
Forms CG- 280l. 

m.	 Annua l Sl1111::iary Repor t s of 
Hatcrial Lnsp a c t i on , Eo rm CG-280l. 

~23. Lists of merchdnt vessels under' 
construction or conversion, Form CG-
2130L,\. 

112"" Le t t er r::-ports of loss, theft, or 
trans[rr of custody to aootter office 

of boilcr sealin~ plier Jies. 

'125. C.·;, ..',J]ty l~u<!rd ec s o fi1.~s E~I' t..p 
to inve.<;ti;~at.e 2!~t~_ mar i.nc disasters 
j:1~ltl.t~ing c'<::;l(.r:o sue;, .":: t'l-;,":se pertain-
ing to or z au i za t c.ou of !..l'C ';o:~rd, pro-
c..eedlu3s, r,t'! lLir.gl d€-'ci s f on c , ,,'1c! the 
illvcsti~at:i'1e r e oc r t; z.n d t ln Action of 
th a ~~ationcll 'I'r an spor t.a ti on S:lf(~ty 
Board (NTSB), to~ether ~ith inquiries, 
exh i bi t s , ph ot.og r a ph s and AD? print-
outs. 

t;26. Ca s ua l ty case files of Lnve s t i a -
ations of marine c~sualties including 
pe r s oua l illjur.L~;:; c on t aIn i.nr; r cp or t s 
of rearine cascalties and records in-
clud~ng tranccrip~s of tcst!~0ny, 5n-
quf r I e s , e xh i.b t t e , phot orrr aph s a n d- ,\..i)P 
print-octs. 

112.'1. }!iscellao'2Ol,:; Ve s s a I Ca s cal t Le s , 

(Custodi~n of record copy ot hi~rory of 
en do r s c.nen t.s an d s h Lpoan t .;1:1d disch.1rga 
of mer'chant; S\'.:lnen). 

DESTE(JY when 1 year old. 

_oJDESTr:.)Y '-",-neO' 1" years old. 

DESTROY when 1 year old. 

D:::S'fROY 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. 

1'ran!3fer to r~c: when 5 years old. DESTROY 
when 10 years old. 

DESTi:ZOYwhen 5 years old. 

A-II"~
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'i2t. ~;c<:rIlCnI 3 pi~I':~Cnn(~i j:I("L,,!t:- aml 
indc»'(::; th:!: o r o , 

i~'. Ori~i~~l Card Rtcords o~ licenses 
Ls sue d to :n':rci·,;l.l1t mar f c e o f f t c e r s CO[)-

ta f n f n ; r~<1tf.' ;;nrJ p a c e of l c i r.f »l b Lrt 

zensld p, tyre nne. <,cli;;.l nur.oe r of 11-
ceu sc ~':1(~ ~d..e1:e o n d ~'7;~en Ls su=-d , sus> 
pcn s r on , r=v oc.i t ion , ,:pst:nrat~oCl, r.:,-
~cwal, noti~~ o[ f:il~rc in examinatioh 
and, r ecor d of cn-l or seuient, on license. 

'/30. Oric in oI of ,:;i'i:')~:d.n!:!''.rtic1es con-
ca In i n.; .t·--rr·, !:.{:nlc :-·e:....-.J· .....(.-;:--. :".-::li;'C.l ~i.~~c! 
mas t crs ,·.r'(~;'\'7 "_I~-:.,;~_~iC·.l. 

~3J... C(.'fist -;l1crd ,·\dminisl,-.:tlve Lc.:;-l 
Jlld~~c':5 !)cci sion .::nc "r~crs. 

f31. -':''21'' ~.i.._....:_ ~I ; .'lL::;: sv S~)c n :::,! on an c.~ 

r evoc a r Lon ":JI'0:1l J::i1'2s. Rr"cm:-d copy 
of t.r au s c r ip L "'{ ,'i.V'-L~l~il""~) a.nJ l:'~-' 

latcd cO~~CSpOGd01ce. 

~3lJ. S t a t.Ls t f c a l r e o or t s of mar f n e 
1nvEs~i:':;:iti0c'!,;, hc,j)':in,;~, ~d'ipment and 
d Lsch.rr z e s c':;·1t2.:ir~i.ng re c o r d s of mer> 
chan c v€:sseJ D0rS0l1n('1 a c t Lon s \lith 
r e La t ed SU,\,!r.:ll"l.(!s. 

BO:l1.'"d '~ecuri t y l~f';:1~i.n3 '".:i'!.""(· r ec or d s , 
st(;1~;u.:4r <:1':1:::'C t;.'rv s or. :'C';:~s in a L! 
cases :.J;,ic;'· !~;1'i1~ t'!·~'''L~ll.!'C1 itt COOC1!1,led 

denial for :>ort ;-;f'cl:rity r~<I1·.": or ~!ar-
1nct's Doci.-ven t , 

Jf36. r,~t;rtiiic.~I~(' (.r ;'i,-:;cllar-.'e to 
t!c:-c.::' 'I't S~::':\(~r~ (C';-71~A) ::l~d Records 

of :::nl::. in Cf)!-t.·'.ru.)"'JS :Jiq.-::·.u'-;c· Buok 
(C,,,~,,";I } ~'-,1 • 

Tr an e Lc r to F:',C J years ~l! tt'~C 1.1:·;t
 
l·isckn'.~p is .1i.iJ~.'d to j.H:I'.el or ('·,.:i.1.!!\cC
 

of de~tl', j S r o ce i \T( ti.",hicheveris sooner
 

D\STl~CW:;O yc a r s ;"~~ler La s t; dif'C;",! ',-

or cv i den c-. 01 dc> til is rp'c('ived) whichever 
is sooner 

DESTROY 30 years after license expires.
Transfer to FRC 12 years after license 
expires. 

DESTROY when 50 years old. Transfer to FRO 
when 3 years old. 
I 

1.' rf·~'L-\t~·I\~~i'. 't·"...an ;" c r i:::. r !,.c S y~#' r s :t t ~E: t· 

f in aI ?.'l:dnistr'1tivc a c t i c-i , Offer to NARS 20 
years after final administrative action(2CrTY)

- Tr.<l!lsf'?l' t,:, 1"~-',::;when 1 ,"-wold. DESTROY 

when 2') ve ars old. 

Tr':-::lsfcr to ~(>~ma~'s j;:;,~l.:Lt '.!:,C!t n')CIC2 ,,) 
death. (S('c Lt.em 2H). Oti":!." ..Jise rCL<.ii': ':'r' 
CF'A. 

DCST8..0Y when -:"0 years old. 

Tr an s f e r to Fl\.C a f t e r Co.o.aard an r ric c Lf i es 
holder o f GOCUt,I',nt (,1' a pp Lf c ant; for: d.-,~_i:.,--:_L 

that app e a L is den ied , D:',::;'l'::~")''::25 years 
after appeal is denied. 

l>ES·fH.QY .."'["IC: .... :..n£,:1~:1~~ti.on is t!.'"""h:sf?!'"!.:'2·d r.i" 

Cer tLf i cn t e u;' S"~'ii"<ln::; Se rv Lcc (C;-72:~). 
S'?E! i tee" 28. 

http:l>ES�fH.QY
http:j.H:I'.el
http:l~f';:1~i.n3
http:c':;�1t2.:ir~i.ng
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437. File folders (covering currently PERMANENT.Transfer to FRC2 years 
documented vessels) labeled with current after vessel has been removed from vessel name, filed al~habetically, and documentation. Offer to NARS 20containing documentatlon pertainlng to
 
designation of home port and correspondence ~year8 atter,removal from documentation.
 
Telating to the specific vessel. t3,CFPX')
 

438. Files con+a'tn'tng _ , DESTROY when 10 years old or when
 
il.:Jc~,~t"n',Il\d ;;.at~~T idl u s c d in ,'rcr-'-'_I:lt)C'n
 usefulness has been served whichever is 
of rrr cc e d ur e s on (!ocv-'cntatil.n, tr-c l ud- sooner.-
inp, ~)'.dj t,; s n d r,">.Jui Ld , ti t l e and owne r>
 
s::i :), mcr t:';:-I'~ j t1_~, 11('rr(' an d h:! n, po r t,
 
~h,n"" r",'" ,.':.:111 ........ ~( r v i r-« ~:n,J t.!se of
 
;~:s~1f, 5 ~~~;~e of docu~~nts, coll-
cc t ~.~.J:l \'1f ·-p('s, a s s es s-ncn t r..,,1- !)~n.11tieslt
 

J/39. General correspondence files concerning
 
requesta tor procedures in et"t'eet G.nd info-
rmation concerning dOCUBentaticn.
 

a. Precedent files containing Maintain at Headquarters as an active
 
unique cases and specitic legal de-' working file. DESrrROY when inactive.
 
c1D1ons.
 

b. All others DESTroY ~~en 2 years old. 

/.140. Or5_?,inal r apor t e of Honthly DE~TROY when 5 yen r s old. 

DO(;Ll,11(?1l ;:~~~ : 0:1 ': c r.. : :, --'- ".t:~", • 

P;~I{1·,;-\.~IE~\!T. Tr;-~t~:-3fer to l·'F'.C {' ye a r s a f t s r 441. Marine Documents (License, enroll-
v e s ..:;el has hcc~' r e-iovcd from dOC.11i.if.!nt~tjo::-! ...ment and license, or Register) filed Otter to HARS 30 years after vessel hasnumerically by official number and con~ ___heen removed trom documentationo. (3 CFPY)taininga copy of ine award of official
 

number, original of last surrendered
 
document and a copy of J.ne current marine document.
 

"",-. CaLLI Inc ex of of f i cia I numbc r s Maintaing at Headauarters as an active'
 
awa r ded , show Lng ;~istory or ve s s c l , working file. DESTR01' }lhen inactive.
 

q~3. Card index of histo~y of vessels Maintain at Headquarters as an active
 
by name whic~ h3VC beEn withdrFwn from working file. DESTROY when inactive.
 
clOCI.'.11ent:.3 tion. 

1/.1;4. ;:,: 1,·s ~ ""':";~:1 t,' ens ;\~,d j j r~~' L~ \'--"S DESTROY 30 years after publication.
c a s e II l :!;~ l"'f.;P~·I·j::~I1·~ :--:t.C~.·"l ()~1:1'4 :-:.;~t::::~~- Transfer to FRC 10 years after publication • . .
J. ,1 J II '-it' i \ , . ' • ;: ~ • r • ." : ,',.," 1 I 
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DRAFTAuth'1]:~~.(~~~~positioiEB251977 

II~. Ci.enu ca I £ngin(~8r ill.:j .c ~ les c ort> 
t:a.in:in:; co r r e s p oud en ce , r e nor t s arid 
~_.lat~::! ,·.<ltcrLll~ on :;cr;c-l"al pc l i c t es 
for trans?ortin~ che~icals and otter 
hatardous ruateri~ls. 

4460 Ccr t I f Lca t t oua for daug er ous 
articles, as shi?~ stores u8d supplies 
including pe r t fnc-i t cor rc sp onder-ce , 
"type" approval case files (CG-190). 

1/1.11. Special exen.p t Lons (letter of 
excep t f on ) for explosives and ot.her : 
dangerous articles including corres-
.pon den ce (case file). 

"'V41. Ct)py of De pa r tmen t; of Trans-
portation E~enptiop wilh cru!c~rrence 
ily Co as t Gi.l rr d 4nd re1.'lt.:.;c or r e spcnd-
en ce , 

DZST~i)y when aCmii-.istrativc ne ed s have be en 
met. 

DESTROY10 years a.fter E:xpiration of 
appr ova L, 

DESTROY 10 years after permit is expired
or revoked. Transfer to FRC when permits
expire or are revoked • 

DESTROY when expired or revoked. 

... .... ~.'
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DlJ)AfT	 FF8 0 r; L ,"?':J.SECTION 120PERATIONS AND READINESS RECOa~	 . .:.J J :.:' I 

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

D~9cription of Records	 Authorized Disposition 

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

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

material.
 

b. Studies/Surveys conducted by

the Office of Operations.
 

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

(a) \-lhichare f'ozwar-dedto 
hi~1er authority and are included in a 
formal publication by the higher authority. 

(b) vlhich are not fon:arded
 
to or,published by a hig..'1erauthori ty.
 

(2) Studies/Surveys which did not 
resul t in Coast Guard ,V'idea.doption of 
policy or management progr~Ds. 

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

~S3. Correspondence files of a routine 
administrative or housekeeping nature. 

~4. Special programs project files
 
consisting of correspondence, re-
ports, etc. ac..llllinistrative
on matters 
such as budget, coordinating operation-
activities. 

PERMAlifS'NT. Tra,nsfer to FRC vhen 
5 years old. Offer to whenN.Ali.S
20 years old. (.5CFPY) 

DESTROY, 5 years after publication
of the study by higher au thor-Lty 
or "Then usefulness has been served 
v;hichever is later. 
PERI1ANENT. Transfer to FRC when
5 years old. Offer to NAnS when 
20 years old. (.5CFPY) 

DESTROY when 5 years old or when 
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. 



•
 

Dcscri£tion of Records-_."---
~s6. Annual Inventory of Operational

statistical report of Cutters , Boats 
and A/C. 

~c~.Operating Plans with Change Orders 

~,~. Longterm impact or policy studies 
with related material pertaining to 
operational plans. 

Authorized Disnosi tion ---~-- ----of>.~_. _ 

PERMANENT. Transfer to FRC when 
10 years old. Offer to HARS 
when 20 year sold. (.;1 CFPYI) 

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

DESTROY when 30 years old. Transfer 
to FRC when 12 years old. (ICFP¥) 

MAR 25 wrr
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FEB 25 197'{'
Description of Records	 Authorized Disposition 

Intelligence Records DRAfT 

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

1161.. Operational intelligence case 
files containing correspondence, re-
ports and collected intelligence in-
formation pertaining to law enforce-
ment, foreign fishing vessels, merchant 
marine vessels, Coast Guard sea 
patrols and general intelligence
-activities within the Coast Guard. 

~". Index cards showing appr~val

and/or disapproval of applications


'for Port Security Cards maintained
 
as central control.
 

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

Communications Records 

~41. Communications Summary.,&,. Inventories, reports such as 
transfer and destruction reports and 
~elated papers on registered publica-

j	 tions used as controls over security
of classified records held throughout
the Coast Guard. 

~'f. Communication Center copy of 
messages sent and received. 

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 when 3 
years o;L(l.Offerto .lfARS ·~!t 15.yeara 
old' ( 2CFPY ) o • 

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. 



DRAfT FEB 2:-J t11r 
Description of Records Authorized Disposition 

Search and Rescue Records 

~". Flag Plot duty officers logs of
 
daily operations.
 

~'f. Correspondence files containing

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

11-,". 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 •. 

~". Copies of m~etings of Interagency
Group for International Aviation{IMOO). 

~~ Copies of Intergovernmental Maritime 
Consultative Organization (IMCO) SAR 

documents and correspondence. 

~.J. Master files of Interagency
Commi~ on Search and Rescue (ICSAR)
Meetings, Establishment and Membership. 

ilf4. 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. 

~~. Message Situation Report Files. 

"". Assistance Reports. (CG-3272) 

PER~~NT. Transfer to FRC when 
5 year old. Offer to NARS when 
20 years old. (.5CFPY) 

DESTROY when 10 years old. Transfer 
to FRC when 2 years old. 

DESTROY as superseded. 

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

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

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

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

DESTROY when 2 years old. Remove 
those to be filed with SAR case 
files. 

DESTROYwhen·10 years old. Transfer 
to FRC when 1 year old • 

. MAR 25 \917
J. J,., ,., 



e FE· B ? ~ ~(~17
• hI"" i)e -Desc~iption of Records Authorized Disposition 

Aviation.Records (SAR) DRAFT. 

~~1. Aircraft records concerning status,
assignments, ove rheu Ls , IRAN and 
deployment. 

~fg. Copies of Aircr,ft accident and 
l.ncident reports submitted in accord-
ance with CG-40S. 

""9. Aircraft disposal documents and 
attached history card. 

~BO. Aircraft Inventory Reportse 

flJ. Semi-annual. pilot and 
Qualification Reports. 

~~. Executive Flight Schedules. 

'DI. Executive Flight Requests and 
~asse~ger ~anifests. 

Surface Facilities Records (SAR} 

q3i. SAR Cutter'files consisting of 
.action documents giving brief operat-
ional and biographical history of 
each ship with information on building,
acquisition, commissioning, alter-
ations, movements and actions. 

q~. Shore SAR units, Group offices 
and facilities files with copies of 
;correspende'ncet' pictures and related 
'materials on the operation of each 
SAR unit or Group office from 
establishment to disestablishment. 

¥86~ Small boat case files containing
construction and alteration records 
for ,small boats used by Coast Guard. 

~.,. Files containing correspondence
with districts and units on use and 
aLkowanc es of small boats. 

DESTROY 3 years after aircraft 
leaves CG control. 

DESTROY when 3 years old. 

DESTROY when 7 years old. 

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

DESTROY when 3 years' old. 

DESTROY when 3 months old. 

DESTROY when 3 months old. 

PERMANENT. Transfer to FRC when 
vessel leave CG control. Offer to 
NARS 5 years after ~ssel leaves CG 
control. (2 CFF1) 

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

DESTROY 3 years after boat leaves 
Coast Guard control.' 

DESTROY when 3 years old. 

A-/2·1
 



Descr tion of UI<At- r 
,. High Endurance Cutter Ship records 
nd char ac ter is tic s cards documenting NIl JS;lPilC"-"'.- ...... - S"i!!Pl Ip,· p~oii~s~I'e"~~~~~~~ 
tatus and movement. 1)\~~ED ~a8;i"li.)', Siief to yeats 

~.- a~ter ~rane~eI ~e PRe: (lepP¥) 

,. Enforcement of Laws and Treaties 
1cident report and Data report. 

Military Readiness Records 

~. Periodic inventory, status, train-
og 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/ 
r operational test sources. 

,. Reports on mobilization of re-
~red regular and reserve personnel. 

00 Summaries of Gunnery and ASW 
raining Exercises. 

01 Monthly summaries of operations 
n Vietnam. 

Ice Operations 

Qi Ships, files ( Icebreakers) as 
;'1 ELT section above. 

fjIJ Icebreakal! Cruise Reports. 

J.I Icebr~aking Report. 

PERMANANT. Transfer to FRC 25 years
after date of report. Offer to 
BARS '~0 30 years after date of 
report. (lCFPY)

5C 1-/3-7f 

DESTROY when 3 years old. 

DESTROY when 2 years old. 

DESTROY when 5 years old. 

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

PERMAN3NT~ Transfer to FRC when ship
fs·no longer a CG facility. Offer to 
l~ 10 year.s after transfer to 
FRC • (lCFPY ) 

PER~ANENTo Transfer to FRC when ship
is no longer a CG facility. Offer to 
~~~ 10 years after transfer to 
FRC. (lCFPY) 

DESTROY when 5 years old. 



• e. FEB 25 1977 
~scriEtion of Records Authorized Disposition• • 

,. 

Marine Sciences Records ORAFT 

~8. Reports of oceanographic opera~·

tions and statutory patrol (includes

International Ice Patrol Bulletins and
 
CG Oceanographic Reports).
 

~89~ Marine Science CognLzance Report. 

.~, International Civil Aviation
 
Organization forms and reports.
 

~41. CG originated operations plans

and orders for all special patrols

and operations.
 

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

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

Enforcement of Laws and Treaties 

~~ High Endurance Cutter Ship allowance 
riles containing requests, authorization 
and related papers on equipment allow-

'ances for housekeeping and operational
needs 

~fJi. High Endurance Cutter Ship allowance 
memorandums, lists to individual ships
and listings issued to entire Service 
relating to approved equipment allow-
ances for various types of ships. 

PERMANENT. Transfer to -mc 20 years
after date of report. Offer to NABS 
20 years after date of report. (lCFPY) 

DESTROY when 3 years old • 

DESTROY when 5 years old. 

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

DESTROY when 5 years old. 

PERMANENT. Transfer to FRC when ship
is no longer a CG -facility. ,!"-" 

Offer to UARS 10 years after 
transfer to FRC (lCFPY) 

DESTROY when 10_years old. 

DESTROY 6 months after obsolete or 
superseded. 

, ( 
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DRl\FT FEB 25 1~77 

SECTION .13 MARINE ENVIRONMENT AND SYSTEMS RECORDS 

These records relate to the management and 
protection, port safety and law enforcement,
ministration activities. 

Description of Records 

511. .Recorda created by the Office of 
.-l'iarineEnvironment and Systems docu-

menting the orf~nizational development
and administration of the Office of 

l~rine Enviroment and Systems consisting
 
of the following:
 

a. Official record copy of each
 
directive/publication issued by the
 
office \,-li background
th significant

material.
 

b. Studie8/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) "]hich are f'o rwar-dcd to 
higher authority and are included in a 
formal publication by the higher authority. 

(b) v!hich are not forvTarded 
to or published by ~ higher au~hcrity. 

(2) Studies/SUl.'Veys whi.ch did not 
result in Coast Gua~d wide adoption of 
policy or management programs , 

.$/2. General administrative corres-
pondence files (excluding primary 
records above) from various activities 
of marine environmental protection and 
ports and waterways activities . 

.!J"/3. Correspondence files of a routine 
administrative or housekeeping nature. 

Jr/¥. Reports, summaries and routine
 
correspondence from other agencies

-~~~~~-.;-~ + .... m....~T"'m"'nt. o f' merchant
 

coordination of marine environmental 
aids to navigation and bridge ad-

Authorized Disposition 

PERYlAl'lliNT. Transfer to FRC when 
5 years old. Offer to ~IlIRS when 
20 years old. (.5CFPY) 

DBSTROY, 5 years after 
of the study by higher 
or when usefulness has 
whiohever is later. 
PEill1ANF.NT. Transfer to
5 years old. Offer to 
20 years old. (.5CFPY) 

publication
autnority
been served 

FRC when 
HArtS when 

DES'l'ROYwhen 5 years old ')r when 
usefulness has been served, which-
ever is later • 

DESTROY when 3 year sold. 

DESTROY when 3 years old. 

DESTROY when 2 years alA
MAR ~"5 \977 

http:PEill1ANF.NT
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$/~ Message reports of vessel movement. 

S/ ,. Aida to naviga.tion ~~er :files 
consisting ot applications and 
1lUthorities granted to them by the 
Com.uandcmt witb:. supporting papers, 
charts. B.I'ld. photographs tor estab-
lishment, change or discontinuance 
ot aids to navigation. 

J (if p./ol. MItt 0/ 

b j I II tl"J &. M&jor"AidsI 

,~[~~., 
" 0 .'i 116&81'.t'le ' 

~/1. DMAHC Notices to Mariners concern-
ing changes to ,aids to navigation. 

~18. Local Notices to Mariners concern-
ing changes in aids to navigation
forwarded from CG Districts. 

DESTROY when 6 months old. 

.3 
P~iEN'l'. Transfer to FRC when ~
 
years old. Offer to NARSwhen 20
 
years old (1 CFPI).
 
REPYA"_. ""8.d~ep'ePHS Id!ca =J
 
p"rs old OUel' ~8 ~ when e8 yec:s-.
 
0;1.4 (1 Ql!P¥).
 

DESTROY when 10 years old. 

DESTROY when 5 years old. 

11
 



.25' yeare old. (2 CFPY) correction. ~{-

~. Copies of reports of International DESTROY when 3 years old. ~ :JJ J,Marine Pollution Prevention Convention 

Desc~iEtion of Records 

Jr'9. Monthly reports furnishing tech-
nical data, etc. on loran stations 
and compilations . 

..r2oO. Monthly compilations of reports 
on loran stations. 

I:[,,:tl:,;<{ C?I < S o'{ 

Jl1t. Light lists of aids to naviga-
tion; bound copy. 

J'23.,.. Light lists of aids to naviga-
tion, loose-leaf master light list
 
with sources of information for
 

L Violations. 

~~. Permits for bridges across navi-
gable waters (case files). 

S2Ji. Drawbridge operation regulations
(case files). 

,

i
 

·1
 
S2.6. Obstructive Bridge (case files). 

S'1.7. Deepwater Port License Applica-
tions. 

~8. Deepwater Port Licenses. 

Jr.a9. Copies of American Bureau of
 
Shipping Classification for Single

Point Moorings at Deepwater Ports.
 

SIt). Proof of Bonding for Removal of 
Deepwater Port Components. 

Jr~. Deepwater Port Environmental
 
Impact Statement.
 

Jr'~ Annual report to Congress on
 
Deepwater Port Act.
 

.--....

[).RAFT- e 
Authorized Disposition 

DESTROY when 1 year old. ·FE B 2 5 1977 

DESTROY when 1 year old. 

DESTROY when 25 years old. 

. PERMANE1TT. Transfer 
' to FRC when 

15 years old. otter to NARS when 

PERMANENT. Transfer to FRC 1 year after 
completion of the project. Offer to NARS 
10 years after completion of project (3CFPr) 

Destroy 2 years after bridge is made a 
"n,xed bridge" or bri¢ge is removed l'rom 
wa terway. Travsl'er to FRC when ~ years
oLd, 

DESTROY 2 years al'ter bridge is removed 
from the waterway. Transler to FRG 10 
years after aJ.terat10n. 

PERMANENT. Transfer to FRC 1year after 
termination of license. Offer to 1lARS '5 yearr 
after termination of license (1 CFPY) 
PERMANENT. Transfer to FRC 1 year
after termination of license. Offer to 

llARS 5 years after termination (1/10 CFPI) 
DESTROY 3 years after port license 
is terminated. 

DESTROY after port components removed. 

DESTROY 3 years after termination
 
of license.
 

PERMANENT. Transfer to FRC when 
5 years old. (1/20 CFPY) Offer to lARS 
~ell ?O y08.fS old·, 



ee r)RAFT. e e .	 _
Description of Records	 Authorized Dispostt~B 2 5 1~77 

Jr.J3. Report of Deepwater Port Oil DESTROY when 3 years old. 
Throughput. 

Jr,J.. Report of Deepwater Port Casualty DESTROY when 5 years old. 
or Accident 

S]5'. Report of Sabotage or Subversive DESTROY when 5 years old. 
Activity at a Deepwater Port. 

Jl6. Letters cf Personnel Qualifications' DESTROY 3 years after termination 
for Deepwater Ports. of employment. 

~. Deepwater Port Operations Manual.	 PERMANENT. Transfer to FRC 1 year after 
port license termina.ted. Offer to !lARS 
5 years o.tter termination. (lCFPI) 



- .... --~-- .. - _. -.. e e	 e e 
SECTlON1.4o-~~ FE B 2 5 1971. 

The records described in this section '~ei~~o tfieplanning and administration of 
persorlnel programs for military (Coast Guard and Coast Guard Reserve) and civilian 
p:r~onnel.· :h: items are grouped as follows: Military Personnel Records (General)-
M~htary Tra~n1ng and Education Records - Military Personnel Services Records -
Civilian Personnel Records) - Hilitary Recruitment Records. 

Description of Record~	 Authorized Disposition 

.. 

541. Records created by the Office of 
~ersonnel docu-

menting tho or€~nizational development

and administration of the Office of
 

. Personnel consisting of the 
fo.l.Lowfngr 

PER11Alfu'NT. Tra~nsfer to FRC whena. Official record copy of each 5 years old. Offer to NAnS whendirective/publication issued by the 
20 years old. (.5CFPY)office "lith sig'llificantbackground


material.
 

b. Studien/Surveys conducted by

the Office of J1ilitary Personnel.
 

(1) StudieB/Surveys whf.ch resulted
 
in Coast Guard wi de adoption of policy or
 
management program
 

(a)	 "lhich are fOr\·rardedto DESTROY) 5 years after publication
of the scudy by h.i.ghe.r au tho r.ity higher authority and are included in a or 'rhen usefulness has been servedformal publication by the higher authority. 'ihichever is la ter-, 

(b)	 "'hich are not fOl."'Warded PER}'IANENT. Transfer to FRG when 
autho:!:'ito or published	 by ;:;.hig..'1er t~T. 5 vears old. Offer to :HArtSwhen 

20' years old. (.5C}lPY) 

(2) Studies/Surveys which did not DESTROY when 5 years old or when 
resul t in Coast Guard w i.de adoption' of usefulness has been served, which-
policy or management programs. ever is later. 

~ft. General administrative correspondence DESTROY wheri 10 years old. 
(excludir.g primary records above), covering • 
personnel administrative activities. 

when old.Jr~3. Routing correspondence of an admin- DESTROY 3 years 
istrative or housekeeping nature. 

Slit. Studies) estimaties, repo::-tsand DESTROY when 10 years old. 
related n~terial on the adminIstration of 
funds. 

11 I L / I 
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J'~Jr. Proceedings of officer personnel boards 
·for pro!l¥)t1on7demot1onwith related papers. 
(Selection Boards Investigations) 

Jjf6. Records pertaining to the administration 
of the Permanent Uniform Board and main~ 
tenance of Regulations. 

Ji~7. Military personnel service records 
including medical fo Lde rs and fitness report
folders, service record cards. . 

Jif8. Personnel rosters showing location and 
status of personnel at Coast Guard unit$. 

4. PMIS source documents and roster 
created 8ubaequent to 1October 1974 

~19.Service number index logs and registers. 

JrJrcL Identification cards for military
 
personnel and dependents with related
 
Application Proms (CG-4011 and DD 1172).
 

>-~:~
 

t.n+hoC'i 7."0 T\~!""",,)pit'i0n--~-"-- - ----.... ... ~ - ....... 

PERMANENT. Transfer to FRC when 10 
years
years 

old. 
old. 

Offer to 
'5 SFPY) 

NARS when 20 

PERMANENT • Transfer to FRC whe n 10 
years
years 

old. 
old. 

Offer to 
'5 CFPY) 

NARSwhen 20 

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

DES'lROY-Transfer to FRC 1 year after 
date. DESTROY5 years atter run 
date. <.6Ft 

Maintain at agency as ~~ active work 
file. Destroy when inactive. 

DESTROY "turned-in" ID cards upon
issue of new card. File Forms DD-
1172 in military personnel files 
and dependents' case file. 

/ 
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. 
S~U.. Record of Identifica.tion Cards
 

IS8ued (CG-3l33) (Military) •
 
.sSl. Original eligibility lists and
 

authorizations for advancement in rating
 
and proficiency pay •
 

.1'$.3. Servicewide examination results
 
with supporting documentation for career
 
advancement.
 

JrS,. Listings and related material on
 
approved personnel retirement.
 

Jr~. Enlisted Transfer Orders issued by
 
Headquarters.
 

S'$.6. Officer Summary Records (CGHQ-
4255) on individual officers.
 

..fS7. Records and related corresrondence
 
relative to the Reserve Awards Programs.


oSsa. Correspondence documenting personnel 
action on appointment, promotion, retire-
ment etc. 

Training and Education Records 

JrS9. Training and course materials related 
materials (case files) including Volunteer 
Training Unit and Aviation Training records 

J;60. Requests for end-of-course examination 

·S6J. School and training files containing
correspondenoe, reports and related paRers
on CG and Navy schools, the Institute,
training aids and courses. 

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

~63. Records of Boards of Visitors to the 
Coast Guard Academy. 

1:'/' :,1 -~. Records of CG Advisory Committee to 
the Academy consisting of minutes, 
correspondence, reports, lists of personnel
and related materials. 

DESTROYwhen 6 years old. 
DESTROYwhen 25 years old. Transfer 
to FRC when 5 years old. 

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

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

'DESTROYwhen 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 I year old. 

DESTROY when 5 years old. 

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

PERMANENT. Offer to WARS when 
20 years old. (1/10 CFPY) 

PER}WfE...""1T.Offer to NAPS when 
20 years old. (1/10 CFPY) 



•
 ee 
Description of Records DRAFT 

Officer Educational Record (CG-4082).

I~,
~U Requests for Procurement of materials 

and services for officer and enlisted 
training and procur ement , 

'Jr61. Conformed copies of Navy PostGraduate 
School Contracts. 

~68. SF-1080 copies with supporting

papers covering reimbursements for
 
all types of aviation training •
 

.Jr6f· 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 

",, 

~'J. Claims files of correspondence and 
related papers pertaining to decedent affairs 
of deceased military and former Lighthouse
Service personnel. 

,$71- Claims files of correspondence and
 
related papers on military personnel
 
rembursement claims.
 

, 
~. Card file containing summaries
 

of claims processed by the office •
 

.Jr,4. Agenda and minutes and general
documentation of CG Board of Awards. 

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

~'6. Register of recipient of Lifesaving
 
11edals.
 

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. 

PERMANENT. Retain at HQ. Offer to 
NARS when '2Q year's old. cs CFPY) 

DESTROY up~n ~eperation from CG or 
CGR. 

PERl1ANENr• Offer to NARS whc1Ii20 
years old. (.1CFPY) 

-." .- .-.. ..-
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Description of Records DRAFT	 DispcFsftfbr25 197iAuthorized 

!S?7. Case files on approved plans, policies, DESTROY when disestablished.
 
programs, projects and procedures concerning
 
military discipline including clemency,
 
mental incompetency appointment of trusteel
 
guardian, and remission of indebtedness.
 

Jr,a. Interagency agreement and case files DESTROY 5 years after disestablished
 
on approved plans, policies, programs and
 
procedures concerning dependents' identifica-
tion cards, recreation and morals, ~ovies
 
and inter-service r,ports cOMpetion.
 

,;",,":~~f).'~"'~f. ~.~ 'f.
 
$'19. Case, "subject, planning and control DESTROY 20 years after obsolescence.
 

and legislative hi story files on military Transfer to FRC 5 years after
 
and civilian personnel security boards, obsolescence.
 
programs, policies and procedures.
 

Ji80. Significant and substantive information DESTROY 5 years after termination
 
in individual civilian and military personnel of employment or retirement except

security files. DISPOS~ df investigating and non-

significant information in accordance 
with DOT Order 1630.2. 

S 31. Atomic Energy Commission Clearance DESTROY 1 year after termination of
 
Record Cards. clearance.
 

~~ Case, subject. planning and control DESTROY at Headquarters when 20
 
files ~n approved family housing Pt9jects years old.
 
with co rresponde nce .a1)dmemorauduma con-
cerning the program, other than items
 
contained in item 1 of this section.
 

Military Recruitment Records 

583. Officer candidate file containing a. Selected Applicants-File incopies of application in the appointment Official Personnel Folder.in the Coast Guard, interview reports,

medical examination reports and related
 b.	 Non Selected Applicants-Destroypapers. 6 months after deadlines date 

for class which applicant is 
made. 

fI	
I584. Direct Commission Programs, Application
 

Files containing copies of applicant ion for appoint- a. Selected
 Applicants-File irl ment in the Coast Guard, interview reports and related Official Personnel Folders.papers. 

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

Used exarnt n'1t:i ons and ansve r 

A-II/- J.j 
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FEB 25 1977· 
DBBcri~tion of Records AU~~0rized Disposition 

59' Correspondence files vii th the 
public on officer.procurement
programs. 

DESTROY when 1 year old. 

s tjlf General informa tion files 
recruiting and enlistment. 

on DESTROY Hhen 2 years old. 

~~~ Periodic 
received from 

reports of enlistments 
districts. 

DESTROY when 3 years old. 

5£1'1 Reports and forms used by examiners 
in accounting for examination books or 
certifying that examf na ti ons ve re given
in accordance ~ith instructions. 

DESTROY when 3 years old. 
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SECTION 15MARINE 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-

I

•• 
Eublic nature. 

t 

• 
DescriEtion of Records	 Authorized Disposition 

S9t •. Recorda created by the -
118Yine Safety councf.I docu-
menting the orgaruzat:onal development
and a.dministration of the ,
Marine Safety Council consisting of 
the following: 

a. Official record copy of each PERJl'lA.NENT.Transfer to FRC "Then
 
directive/publicatf.cm issued by the 5 years old. Offer to NARS when
 
office ",ith significant background 20 years old. (.5CFPY)

material.
 

b. Studies/Surveys conducted by

the Office of Marine Safety Council
 

(1) Studies/Surveys which resulted
 
in Coast Guard "Tide adop tf.on of policy or
 
management proRTam
 

(a) v1hich are f'orwa.rded to DESTROY, 5 years after pUblication

higher authority and are included in a of the study by h i.ghe r au thcz-L ty

formal publication by the higher authority. or "Then usefulness has been served
 

whichever is later. 
(b) "lhich are not fOTIlarded PERMAl-TENT.	 Transfer to F'RG when 

to	 or published by a hi6her authority. 5 yea.rs old. Offer to HARS when
 
20 years old. (.SCFPY)


(2) Studies/Suryeys which did not DESTROY when 5 years old 0r when
 
result in Coast Guard wide adoption of usefulness has been served, which-

policy or management pro gr8.I1l S • ever is later.
 

Jrf1. General administrative corres- DESTROY when- 3 years old.
 
pondence, reports and related material
 
(excluding primary records).
 

Jrf'. Record material of a routine DESTROY when 1 year old.
 
administrative or housekeeping

nature.
 

, MAR ? 5 ·1977 

http:directive/publicatf.cm


u '"~.'-t.<-vJt'-t.. - 1'1-JrfT' Rules, regulations and directives 
files with background material used 
in preparation of rules and reg-
ulations published in the Federal 
Register and/or CG issuances. 

JrfS. 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 

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

publications.
 

..c.DESTROY when 20 years old. Transfer
 
when 5 years old.
 

PERMANENT.
 
Transfer to FRC when 5 years old.
 
Offer to !lARS when .20 years

old. (1. 5 CFPY)
 

PERMANENT. Transfer to FRC when
 
5 years old. Offer to iARS when
 
t.. 0 '1Lt-'<4- ;...t$...PERMAl\1£NT. 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-IS~ICk
 

MAR 2 Ft <rrv •.,./ 
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SECTION 16 C1T1l1aa ~~rsonnel Records 

Coast Cuard civilian personnel records relate to the supervision over 
and managementot Federal Civilian Employees. This Schedule covers 
the disposition of all of~icial peroonnel folders ot civilian emnloyees 
and. all ot~er record relat1Dg to ci rtlia.n personnel. -

DESCRIPrION OF RECORDS AU'l'IDRIZED DISPOSITION 

601•. 

G() 2. Correspondence and Gubject DES'lMY wen 3 years old.
 
ril~s relating to the administra-
tion and operation ot personnel

functions at D1atr1ct OtfiC0S
 
or Headquarters units level.
 

6()3. Correspondence I reports aDCl DESTroY when 3 years old •.
 
related _",erie! on c1Til.iau tre.1D-
bg a.nd 8Qrvic&· aWl'da pz't)gr&'U. 

So 4. Individual employee tiles on DESTROY 2 years after completion

training. ot tra.ining.
 

4tJ5. Certificate tUes (requests DESTROY after inspection require-

tor certificates and certificates ments (by Civil Service ~i6sion
 
ot C!11gibles). or Coast Guard) have been met.
 

-11)6. Not~cation ot personnel DESTroY when 3 yrars old or after 
actions-Journal. inspection requirements have been met. 

l .: 

b~7. Health 1lnprovementand health DESTROY when 3 years old.
 
benefits programs and reports.
 

6~8. Personnel tolders excluding (a) See Ch.~pter 293, Subchapter 
(a) f'olderl1 or groups ot folders 2, Federal Personnel Manual for 
selected by the National Archives; instructions relating to tolders 
(b) tolders covering periods ot ot employees transferred to 
employment ternlinated prior to another agency. (b) Transter 
Januar,y 1, 1921; &nd (c) papers tolders of separated employees 
on the lett or the so-called - to inactive file on separation 
"temporary" side ot the tolder, . in accordance with the Federal 
which are authorized tor disposal Personnel Manual, transt'er 
by-General Records Schedule 1, :roldel~ to NPRC, (CPR), St. Louis, 
item 10. Missouri, 30 d~s after separation.

{CO:AT} .' .. 

I/"I 
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FEB 2 5 1~17DRAFT 
DESCRIPl'ION OF RECORDS	 AUTIDRIZED DISrosITION 

'0'. Service Record Card (ate.ndard
Form 7 or its equivalent) 

8..	 Cards for employees separated 
or transferred on or before 
December31, 1947. 

b.	 ""'.Curds for employees separated 
or transferred on or afte~ 
.January 1, 1948. 

610.	 CorrespOndence, let"liers, and 
t~legrams offering appointments to 
potential employees. 

6U. Certificate files, consisting
of: 
a. Requests for cert11'icates
 
of eligibles.
 

b.	 Cert1ticates of eligibles. 

, J.t. PEployee record cards used for 
informational purposes outside per-
Gonnel oftices (such as SF 1-~). 

(b) (OONT) DESTBOY75 years. after 
birth of employee or 60 years 
atter date of earliest document 
in the folder it da.te ot birth 
cannot be ascertained, provided 
employee haa been separated or 

. retired for at least 5 years. 

Transfer to NPRC, (CPR), St. 
IDuis, Missouri. 

DESTROY after of3 years year
 
employee's separation or transfer
 
to another agency.
 

(a) If a.ppointment is accepted;
 
destroy immediately.
 
(b)	 It appointment is declined: 
(1) Return to Civil Service 
Commissionwith reply and application, 
if name ~~E received from certificate 
of eligibles;
(2) File inside application, ~
 
ottered es a result ot applica-
tion tor temporary or excepted
 
appointment and dispose of in
 
accordance with provisions in
 
1tem 15; (3) All others j dispose
 
mmedia.tely.
 

DESTROY 2 years atter date of 
cenif'icates. 

DESTROY atter of2 years date
 
certifica.tes.
 

DESTROY or trc.nster to 8DOther
 
agency or burem or on separatiOn
 
of cm;ployee.
 

A--I' ..~
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ORA, "IIFLRmmDESCRIPl'ION:OF RECORDS	 DISros=N 

613. Pollit1on uSCr.1pt1oDS. 

614. Employee intern.v recol"ds. 

.... 
615.	 Duplicate case tiles ot 
performance rating boards 
ot review, copies ot which 
have been torwarded to the 
Civil Service Commission. 

616.	 All copies ot correspondence
and forms maintained as 
temporary records on the 
lett side of the Official 
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 Fora 7) to provide 
8UlD11:1B.rY data on each position 
occupied. 

'18. Incentive awards case tiles. 

'19. Reports pertaining to the 
incentive awards program. 

'20. Rotifications ot personnel
action, exclusive ot those in 
O~icial Personnel Folders. 

a. Chrcnolo:;1cnlfile ccprec , 
~4~ :.I.'~.a iIi;';.;.:.:t~. 

b. All other copies. 

DESTROY one capy 5 ,-ears 
After position is abofuhed or 
dftller.1pt1on :is oupe~j
(b) DESTROY other oop~a _wen 
position is abol1shed aeacr1p-
tion 13 aU,PeNGded 0 I 

Pl.s.ce in 1naet1w tUe on transfer 
or sepa.ra.tion of' employee and. 
otart a: nov inactive f':Uo f.>Tf!ry'
6:a')ntbsj DliBTROY' inactive file 
6 mn~ o.tt(!tr it 1ts e1ooed. It 
fUing ~nt differs from 
that suggested herein, DESTROY 
moords 6 LlOnths after tra:asfer 
or separation ot employee • 

DESTROY1year atte:r oompletion of'· C6Se. 

DESTROY on transfer to or~ther 
caency (except, in a tranaf'er of 
functions), aeparation of the 
employee, or when 1year old 
providing purpose has been served. 

DE3TOOY wben position is canceled 
or new strip is prepared. 

Arter closing case transfer to 
in~~tive closed file end destroy 
2 years d'ter closing. 

DESTROYwhen 3 years old. 

DES'lJOOYwhen 1year old. 

http:8UlD11:1B.rY
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D&SCRIPrION OF RECORDS-
'21. Applications tor employzlent


and related papers, exclud.1ng
 
(a) records relating to appo1ntments 
and requiring Senatorial confirmation, 
mid (b) a.pplications I"esultL..g in 
appointment tUed 1n the Official 
Personnel Folder (covered i1\ item 
1ot this IJ chedule ) • 

622.. S1iatiatical. reports in the
 
opers.tj~ personnel office.
 

623.	 Cm:TCs:pondenceand toms in 
operating personnel ottices 
relating to 1.ndividual employees 
not ma:lntained 1n otticiaJ. Personnel 
FoMers and not provided tor else-
where 1n this schedule. 

a. ec,rrespondence and toms
 
relating to pt:nding personnel
 
actions.
 

b. Retention registers (1nclud.1l:lg 
card files Wld. related pa.pers) 
from which red.uction-in-torce 
actions have been taken. 

c. Retention registers (1nclud1Dg
 
card files and related. ~pers)
 
trom which no reduction-1n-torce
 
actions have been taken
 

d. All other correspondence torms. 

, 24. Copies ot document duplicated 
.in Official Personnel Folders and. 
not provided. tor elsewhere in this 

. schedule. 

'25. Records relating to individUAl. 
~loyee operation ot Govenm:.ent-
owned vehicles, including driver 
te3tal authorization to nse , sate 
d.ri ~:ingnv'!'z J..s, t:.r.;d ro:~:~;t::G.. , . _. 

AUTHORIZED DISlU3rrION 

Dmomgy upon recipt ot 
Cout !r..Jll'd re:po~ ot 
rov1mf anspectdon or when 2 ~o.rs old, 
whichever is earlier, providing 
the requirements ot Chapter 333, 
Section A-4 of'the Federal 
Personnel 1i.!!.nuoJ.. are observed. 

DESTROY J;.'hen 3 years old or after next 
pro~, :o2viewwhichever is latex'. 

DES'rROY when BA..~1onis completed. 

DESTROY wen 2 yeara old. 

DESTROY when superseded. 

DESTROY 6 .,nths after file 
is closed. or 6 mnths after date 
of doC'\lment 

DESTROY 6 months after tile 
is closed. 

DESTROY 3 years a:f'ter aeparat10n 
ot employee or 3 years after 
atter rescission ot authorization 
to opGrete Go~nt-o"'lled vehicle, 

A 1/ II 
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'26. Records created in receipt 
cn~ p~cessiDg of camplm1Dta ot 
d1scr:1m1nation by ~loyec8 or 
applicants tor employment with 
Federal Civil Service. 

a. OfiiciaJ. EqUAl~loyment
 
Opportunity CaaeFlies, as
 
deser1bed by 5 ern 113.222:
 

." 
1) Whenease is resolved 
lfithin agency or origin 

2) When case is res'olved 
by U.S.. Civil Service 
Co:llJlIliBsionjor a U.S. Courtj 

b.... All other copies of XEX) 
complaint case files or duplicates
of documents pertB.in:l.ng to CQ8efiles 
which are included in fileo retained 
under Item 26(a) above; 

c. All background documents 
perta.ining to the 
included in case 
under Item 26(a) 

627.	 position
Studies. 

case but not 
tiles retained 
above , 

Management 

,28. Inspection Reports of 
position Management. 

629.	 Posi tion Classifica tion 
Appeals. 

•DRAll 

\ - ': 

DESTROY 4 years a:rt;e1" f1.nAl 
tintll adjustnwnt .. 

The of'ticial case tile 
i.e retained by USCSCaccord.1ng 
to their racords control 
schedule. 

DESTROY J. year after final 
adjustment. 

DESTROY 3 years af'ter tinal 
adjustment. 

DESTROY when 5 years old. 

DESTROY when 5 years old. 

DESTROY 5 years after position
is abolished. Transfer to FRC 
3' years after close of case. 

\ A-I',-fJ-
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