
:·, 
l'ltanditrd 1-'orm No. 1111 .,. 
Reviaed November 1961 
Preacrib<>d by General Servlroe ·-• 

REQUEST FOR AUTHORITY 
.... •: 

• I.EAVE BLJUIJII: 
Admini'ltration 

GSA Re;,. 3-IV-106 TO DISPOSE OF RECORDS DAlf. RECEIVED , 973 JOB IIO. 

(See Instructions on Reverse) 
r''.I JUN I 

DATE APPROVED 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 25, D. C. 

1. FROM (AGENCY OR ESTABLISHMENn 

Department of Transportation 
NOTIFICATION TO AGENCY 

Z. MAJOR SUBDIVISION IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC 

d LAW 91-287 DISPOSAL OF ITEMS MARKED "DISPOSAL _U_• __ S_• __ C_o_a_s_t_Gu __ a_r _______________________ 
1 

APPROVED" IS AUTIIORIZED. 

3. MIHOR SUBDIVISION 

u. s. Coast Guard Field Units 
4. NAME OF PERSON WITH WHOM TO CONFER 

Mrs. Mary D. Slack 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

1

5. TEL EXT. 

426-2365 

I hereby certify that I am authorized to act for the head of thi■ &&ency In mattero pertainln1 to the diepo■ al of records, and that the records de■cribed In this 1iat or 

■cbedule or~ p111es are proposed for diepo■al for the reaaon indicated: ("X" ODly one) 

A The record• have B The records will cease to have ■ufficient value 

cient value to warnmt of the period of time indicated or on the occur• 
□ ceased to have euffi. £to warrant further retention on the espirat 

1 ~::,.::: //✓LeROY =uI~-i4r4:~ Chief, Management Analysis Div. 
(Date) (B111:nature of Acency Represen 11' 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Items numbered 1 through 6 below (to be listed in the 
Engineering Records Sectio~ of the revised Coast 
Guard Comprehensive Records Control Schedule No. 2 
(Field Records)) were approved for disposal six years 
after final payment under item numbers 19, 26, 27, 
28,29, and 45 of NARS Job No. NN-172-207. 

Since, in accordance with procurement regulations the 
procurement office is required to maintain records of 
contract actions for disposal six years after final 
payment as authorized by General Records Schedule 3, 
blanket retention of all engineering contract working 
files for six years after final payment is not desir­
able due to large volume and administrative effort 
involved. To prevent possible destruction of origina 
documents misfiled in engineering files, the follow­
ing NOTE will be included in the introduction to the 
Engineering Records Section of the Schedule to replac 
the NOTE appearing in the list reviewed by NARS in 
Disposal Job No. NN-172-207: 

"NOTE: Contract files maintained by the Contracting 
Officer must be maintained six years after final pay­
ment due to statutes regarding civil actions. Records 
under 1, 8, 9, 10, 11, and 27 below* must be screened 
at time of disposal for original documents which may 
rightfully belong in the Contracting Officer's files. 
Such documents shall be removed from engineering 
files and transferred to the Contracting Officer." 

* Reference to item numbers in Part 4 - Engineering 
Records - of revised Coast Guard field schedule. 

(Title) 

9. 
SAMPLE OR 

JOB NO. 

roar copl-, Including original, to be .-..bmittecl lo Ila• Nall-al Jlrc:laiYea -d Rec:oru Service 

10. 
ACTION TAKEN 

]6-59.f2~2 QPO 

http:IhIbIniHed.lo


-. ~ 
Standltrd Form No. 1111-A 1 • •• 
Revised November 1951 • 
Prescribed by General Services Administration 
GSA Reg. 3-IV-106 

Job No. _____ _ 

115-202 

7. 
ITEM NO. 

1. 

4. 

5. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Procurement requests, requisitions, invoices, purchas~ 
orders, and work orders. 

a. 2 years after completion of contract, screen 
file in accordance with above NOTE regarding contract 
files. 

b. DISPOSE material remaining in file. 

Progress reports for construction and maintenance 
contracts for shore units. 

a. 2 years after completion of contract, screen 
file in accordance with above NOTE regarding contract 
files. 

b. DISPOSE material remaining in file. 

Construction work progress reports (Form CG-2617 or 
equivalent. 

a. 3 years after completion of contract, screen 
file in accordance with above NOTE regarding contract 
files. 

b. DISPOSE material remaining in file. 

Copies of construction contracts including specifica­
tions and drawings. 

a. 3 years after completion of contract, screen 
file in accordance with above NOTE regarding contract 
files. 

b. DISPOSE material remaining in file. 

Copies of procurement contracts. 

a. 2 years after completion of contract, screen 
file in accordance with above NOTE regarding contract 
files. 

b. DISPOSE material remaining in file. 

9. 
SAMPLE OR 

JOB NO. 

Fou copie■, incladlag original, lo be aumltted to tlao National Archive■ and Records Service 

Page_2...___ 
of ----4.- pages 

10. 
ACTION TAKEN 



Standard Fonn No. 1115-A 
Revised November 1951 
Prescribed by General Services Administration· 
GSA Reg. 3-IV-106 

Job No. ____ _ 
ll&-202 

7. 
ITEM NO. 

7. 

8. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.lion Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Copies of contracts with specifications for the 
repairs and alterations of ships. 

a. 2 years after completion of contract, screen 
file in accordance with above NOTE regarding contract 
files. 

b. DISPOSE material remaining in file. 

Items 7 and 8 below amend item numbers 136 and 140 
respectively of NARS Disposal Job No. NN-172-207: 

Original or initial vessel inspection files (includ­
ing Subchapter T vessels) containing inspection 
applications, certificates, and books; application 
for waivers of navigation laws and waiver order; 
SOLAS certificates; F.C.C. certificates; construction 
and equipment data and correspondence_pertaining 
thereto. Transfer to Commandant (G-M-3) after vessel 
is scrapped. 

Plans, specifications for construction of boilers 
and components. 

a. Plans approved by 
March 1942. (Record copy.) 
(G-M-3). 

BMIN personnel prior to 
Forward to Commandant 

b. Copies of plans approved subsequent to March 
1942. (Originals at Headquarters.) DISPOSE after 
3 years. 

Commercial vessel safety, port safety and security, 
and marine environmental protection functions have 
been merged into the district office Marine Safety 
Division by organizational change. Items approved 
under numbers 199 through 204 of NARS Disposal Job 
No.NN-172-207 will be transferred without change 
from Part 8 (Operations and Readiness Records) to 
Part 7 (Marine Safety Records) of the Coast Guard 
Comprehensive Records Control Schedule No. 2. Items 

9. 
SAMPLE OR 

JOB NO. 

Page ---'3~_ 
of_4_pages 

10. 
ACTION TAKEN 

Fou copiee, incladiag original, to lae aalamittecl to llae National Aa-claivea GDcl Recorcls Service IU-59428-3 GPO 



Standa.Yd Form No. llo-A 
Revised November 1051 

.. 
Job No. ____ _ Prescribed by General Services Administration' 

OBA Reg. 3-IV-106 
115-202 

7. 
ITEM NO. 

10. 

11. 

12. 

13. 

14. 

15. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR 

JOB NO. 

9 through 15 below describe new field items to be 
added in Part 7 (Marine Safety Records): 

Primary records documenting Coast Guard marine 
environmental protection and ports and waterways 
activities consisting of plans, programs, policies, 
studies, reports, decisions, position papers, 
regulations, directives and related papers. RETAIN 
(NARS Retention Plan). Transfer to FRC after 10 yeal s. 

General administrative correspondence files (exclud­
ing primary records above) from various activities 
of marine environmental protection and ports and 
waterways activities. DISPOSE after 3 years. 

Correspondence files of a routine administrative or 
housekeeping nature. DISPOSE after 3 years. 

Reports,summaries and routine correspondence from 
other agencies pertaining to movement of merchant J =· 

vessels. DISPOSE after 2 years. 

Message reports of vessel mov~ment. DISPOSE after 
6 months. 

Reports of pollution and action taken. 
DISPOSE 3 years after case is closed. 

( Case file.) 

Copies of Reports of International Marine Pollution 
Prevention Convention Violations. DISPOSE after 
3 years. 

4 Page __ _ 
of _4 __ pages 

10. 
ACTION TAKEN 

Fou copiea, incluoliag origi11al, to be ■umittetl to the Notional &chive■ GIid Recortla Service 16-59428-3 GPO 
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, - PART 4 - E::-JGI0-tERD:G- TIECOTIDS-- -

Tbe:,e rec.ords relate to the :1dr:,inistr:1tion a.r.d operation of the c:.1:;ine1;r!n-:; pro::?;r:i.ms at 
Co:1:,~ Gt.:3.d dlstric: offices, !i,,::du•..:'.lrtE. rs unl:s, md other iield :J.Crint:es concerned 
with the tksi·~ :u:d construcu,;:i O! shore :rnd mari::ie structure.:=, anc.l'the rep:1ir, m::1inte:..JJ1ce, 
outfii.Ung and ::ipproved 3.lt2r:1t:(ln of \'es~els, \"C:hicles, :1ids to navig:1t1on, :'hore :ind m:i.rine 
struct1_:n,s, :n::c/1incr:r, clec:rronic c11u1pme:1t, etc. Records p2culi:ir to the.Co:tst Guard 
Aircraft Hen:u:· '.l'i•.! ::;-_;r-ni·; ('pr;• __ ,,- ::u"'.cl fre ·,·:ircl :ir.~ I isted trn1_:Pr :=:Po:1r::.te hc:1dincrs. 
NOTE: Co~tract files maintained by the Contracting Officer must be main­
tained 6 ~ears after final pAyment due to statutes regarding civil actions. 
Records under Items 1, 8, 9, 10, 11 and 27 below must be screened at time 
of disposal for original documents which may rightfully belong in the Con­
tracting Officer's files. Such documents shall be removed from engineering 
files and transferred to the Contracting Officer. 

Description of necoras 

1. Procurement requests, requisitions, 
lnvoices, purchase orders, and \vork 
orders. 

f2-- 2. Original deeds, 

3. Proceedin~s of the Bo3.rds of Survey 
with related.correspor:dence. 

4. General subject file containin\s 
correspondence, re'.)orts, :ind related 
materials on c0n:::t:n1ction ::L"!d m:1incenance 
of Co::i.st Guard shore structures, buoys,. 
and equipment. 

5. Advance pl::.nni,E; file cont:11n1~g pro­
ject reports for :\Ct-I (on Forr.,s CG-ZG18 
seric s or equi v:1le::~, :,rd C;1it De•.-e lopmcnt 
Plans dcscribin~ 1.•:ork proposed, cost 
estimates, justifica~ions witii :·chted 
charts, dr:iwi!l~s. maps, or p1:otographs 
as neeqed. · 

'•"' 
6. General file on !:Judgct~, ft1!1ds related 
to co!lsµuctio'.1 :!nd malmer.:tnce oi s:iore 
unlts and equipment. . , ·:-· 

7. Real property records for improveme-cts 
on shore facilities. 

8. Progress reports for constniction and 
maintenance conti·rrcts for sho:--e ll:11ts. 

9. Construction \\·0rk pro~re ss reports 
(Form CG-2Gl 7 or ~quivalent). · 

10. Couies of construction contr3cts 
lncludi~g specifr:::taon,; ar.d dr:n,·[r.gs. 

AuU10rlzed Di:=:nosition 

a. 2 years after completion of contract, screen f1 le 1n 
accordance with above NOTE regarding contract files. 

b. DISPOSE material remaining 1n file. 

• · RETAIN. (>:ARS Retention Plan). Forward 
to Headqu3.rters. 

DISPOSE 3 years after disposal of property •. ~ ~~,, 
.. . . ~ . ... :i...i~.-..i.. 

DISPOSE after 3 years. 

YE.D 

DISPOSE 3 years after project ls cornpleted-::;;s~0s:..1. A!-'i'~C'/E!J 

DISPOSE after 3 years. 

; 

DISPOSE 3 years after facillty ls elirr,Jc.ated. ~·~:"C·3~ il"'r?.~.-;E~: 

a. 2 years after complct1on of contract, screen file in 

accordarice with above NOTE regarding contract fries. 
b. DISPOSE mater,al rema1111ng 1n file. 

a, 3 years-aft-er corhplet1~n of contract, screen file ,n 
accordance w1t11 al)ove NOTE regarding contract f1les. 

b. DISPOSE material remaining 1n file. 

a. 3 yen rs afte, completion of contract, screen f1 le , n 
accordc1nce with above ~~OTE regarciing contract files. 

b. D:SPOSE material rema1n1ng 1n file. 

:::i 

') 

A-4-1 AM2 
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-·-Description of Records 

11. Coples of procurement contracts. 

12. General subject file on vehicles con­
talnlng cqrre~ndence and reports. 

g 13. Photographs of Coast Guard shore 
units and construction projects. 

11 z..,.- J2. 14. 105 mm negatives of drawings of active 
J shore units. 

J'l 

1/6. 

l/ 3 

f2. 15. Original AS BUILT drawings (tracings). 

16. Drawings or tracings of buoys append­
ages, and aids to navigation equipments. 

17. Correspondence, memorandums, and 
reports relating to the installation and 
maintenance of electronic installations of 
Coast Guard units, 

18. Electronics equipment case files con­
taining correspondence, memora!'lcium 
reports, plans, and authorizations pertain­
ing to"the acquisition, maintenance, :-epairs, 
and design of a particular type of equipment. 

19. Copies of plans and blueprints for 
installation of electronic equipment. 

20. Copies of landline installation records 
and related papers de.scribing the landline 
facllitles for specified areas. 

21. Coples of right of wav permits for 
landlines, with rebtcd papers, gran!:~d to 
the Coast-Guard by Go\"ernment a~encies, 
local government units a.."ld private 1irms. 

22. Copies of vessel and ordnance plans 
and specifications. 

23. Copies of survey reports perta1nin~ 
to serviceability of \·essels. • ... 

24. Allowance lists pert:unin~ to the• allow­
ance of eqc1ipment, so;:re parts, and si.:pplies 
to ships of specified classes. 

25. Cutter case files cont2ining corres,Jond­
ence, memora::idums, reports, r!ans, ciry­
docking reports, contr·2.cts ::md \•:ork :rn:hori­
zatlons pert:t.ining to t!1e ::.l'qu1sition, m2in­
tenance, repairs and construction of a 
particular cutter. 

.,.\.;,{ 2 A-·1-2 

'' 
Authorized Disnosit'ion 

a. 2 years after completion of contract. screen file'" 
accordance with above NOTE regarding contract files. 

b. DISPOSE material rema,n1n g ,n file. 

ROVED 

DISPOSE after 3 years. 
OISPOSAl. Af'PROVED 

RETATN. F.orward to He~dquarters (APn 
after unit is deactivated. 

---- ----
RETAIN. (IJ>4RS -R.eTewT;~,i PLA1\l)l 

RETAIN. Transfer to Federal Records 
Center µter·project is completed. 

RETAIN. (NAl-:J..S Re;-Tt-1\,fil~/'J fLAl'~}'t 

DISPOSE after 3 years. DISPOSAL APFRO':ED 

DISPOSE after disposal of equipment. D1~1'QS,'l P.P?P.0','W 

DISPOSE after superseded or obsolete. DISPOSAL Af'FRO'v£D 

DISPOSE when obsolete. D!SPG3-;t. AP?P.:',D 

DISPOSE after Installation ls abandoned. [ilSPOSAL APPP.CV!:O 

DISPOSE after superseded or when vessel 
ls disposed of. 

DISPOSE after transfer or disposal of vessel. [IIS?'.JS!..L AFPC:G'1D 

DISPOSE after superseded or when vessel Is c-:s,:::,~1 ;'\FF~c:,Ec 
disposed of. 

DISPOSE after disposal of cutter. 
DISPOSAL P.?PP.OVED 



I. 

·41 

Description of Records 

26. Class shlpalts and boatalts. 

• 27. Copies of contracts with specifications 
for the repairs and alteratio~s of ships. 

28. Boat records and machinery indexes 
contalnlng a general description of the 
hulls and main engines, ior boats under 65 
feet In length, with descripth·e information. 

29. Quarterly Hull :ind :.\fachlnery Reports 
and other reports pertaining to the condition, 
-repair, and renewal of hull and machinery. 

30. Drydock.ing reports. 

31. Machinery logs containing an operating 
record of Installed equipment. 

32. Damage control files pertaining to 
Inspection for the prevention of d::i.mage • 

.. . 

. 

A-4-3 

f, 
I 

j! 
.. I 

I I 
-1/ ' ~I ~: 

:t I b ~ ' J 1l1. i 

-Authorized Disnosition 

DISPOSE after last vessel or boat of class DISPCSAl APPROVED 
ls disposed of. 

a. 2 years after completion of contract, screen file 1n 
accordance with above NOTE regarding contract files. 

b. DISPOSE material remaining 1n file. 

DISPOSE after obsolete. 

DISPOSE after 3 years but only after trans-

rm 

,· 
' 

cribing into Hull History and :\lachlnery OISPOSAl. APPF.0'1ED 
History . 

. RETAIN. 

DISPOSE after 3 years. 

DISPOSE after 1 year. 

. -4- - -- ---~. 

A.'I\·! 2 

l 
,I 

I 
't 

' -- - - ·--· ---
; j 

' 



. ~scrl::>ticn· of. R-rcls 

38. Evidence of death. 

39. :\llscellaneous records (routine 
admlnlstrati\·e records oi temporary value 
not pr?vided for eisewhere). 

Material (SI:\!) 

·,,'-' 40.- Equipme1:1t approvals 

a. Plans. 

b. · Related co.rrespon.dence. 

c. 5" x 811 cards 

(].) White (Equipment - new or 
renewal). 

· ('2) Blue (Equipment terminations): 

. d. CGHQ-10030 •. Advance copy 
(flimsy). 

41. Welding and Nondestructive Examlna­
tlon Procedures. 

42. Orl~ln:1! or hit!'.l.l \'Cssc1 i:-!spec~icn 
flles (includi:,g Subcnapter T \·essels) con­
taining inspection :i.p;:ilicatior.s, certiUc:i.tes, 
and books; applic:i.tion ior ','.'aivers oi uavi~a­
tlon laws and wah·er order; SOLAS certlfi­
cates; F. C. C. certiricatcs: construction 
and equipl!lent data and correspondence per­
talnlng thereto. 

43. Vessel inspection files (other than origi­
nal or Initial files,, (inciudir.'.~ St:bchapter T 
vessels) containin6 in~)cction ac;Jlic:i.::ions, 
certificates, ~'1d books; ap:)i:c:1tion for 
walvers of no.dgotion laws :.i.r~ci '.\·ai\•er o:::-der; 
SOLAS certificates: F.C.C. cenific:::.tes: 
construction a.'1d equipment dat:i and coITe­
spondence pert:!.lnio; ::hereto. 

j~~ 44. Plans, approy::iJ !erters, specifications, 
bills of materio.l, :i:-,d pl:i..'1 rcdew corre­
spondence for new consn,:c:ion, alteration 
or conversion of Yessels. (~:-:eluding Sub-

. cb~pter T vessels). 

,, 

Autborlz-is6o~it'ion 

TRANSFER all records to Commandant 
(MVP) regardless of whether in possession 
of MIO or FRC. 

DISPOSE after 2 years. 

DISPOSAL APFP.: I 

DISPOSAi. PJJFF.C'/~'J 

DISPOSE (Terminal item). DISPOSfJ. APPROVED 

DISPOSE when equipment approval ls 
term!nated. 

DISPOSE upon recE.'ipt of white renewal or 
blue termln_ation card. 

DISPOSAi. APPROVE~ 

DISPO~E upon receipt of white re.Instatement card~:::--~~;.J. ;;"f .~ 

DISPOSE upon receipt of 5" x 8" white or 
blue cards. 

DISPOSE of superseded procedures material o:SPCS;.J. Af'?P.Cl'W 
when updated material is received(i. e., 
catalog changes). 

Transfer to Commandant(G-M-3) after 
vessel is scrapped. 

0 
Transfer to FRC 5 years after completion of D!S?OS,lJ. Ali'P.[;·,u 
inspection. FRC DISPOSE 10 years after 
completion of inspection or recall to office 
and review for disposai. 

-t cl') If review and approval :i:::tion was accomplished ~'.<,:.-·:. i_~?i'..'.:'.':: 
at ~.no, tr:insier to Comma.nd:.1;-;.c (.\l-3) when 
worK is cor:.pleted o.s evidenced by a ccniii-
catc, amendment, stabilitv letter, letter oi 
compliance, or oiiic ial rc~or;:. \.--,li re vie": :J.nd •---···-. 

• appro\·al o.ccompl:shec.i b\· Co:~1ma!"lrl:: __ m,:\::\IT) 
or a ?,Icrcku!t :.brine field technical bra..'1ch, 
DISPOSE when work i.s completed. 

AM 2 A-7-4 
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De .. ·· ·r-R d scrlnt1on o. ecor s 

45. Monthly reports of Inspection activities. 

t(O ?, 46. Plans, specifications for construction of 
. hollers ai;d components. 

a. Rans approved by B'1 IN personnel pr I or to 

Mirch 1942, (Pecord copy.) 

b. O>pies of plans approved subsequent to Mtrch 

1942. (Olglnals at 1-t!adquarters.) 

I'-\\ (Z- 47. Pressure vessel approvals. 

48. X-rays of welded boiler plates. 

49. X-rays of spot welding on vessels 
undergoing inspection. 

50. X-rays of spot welding on defective 
castings. 

51. Miscellaneous records (routine admini­
strativ-..! records of temporary value not 
provided for elsewhere). 

Merchant :\Tarine Technical Branch (mmt) 

52. Construction, conversion and altera­
tion plans and related correspondence for 
merchant vessels (commercial vessel case 
files). 

53. Plans, parts lists, etc., which have 
been specifically furnished to aid in vessel 
lnstallafron review. 

54. Correspondence related to item 52 
above. 

55. Workload reports compiled for Head­
quarters use. 

56. Mlseellaneous records (routine adminis­
trative records of temporary value·not pro-
vided for elsewhere). • ... 

Admeasurement (District Im.\ or OC:.IT\ 

57. Admeasurement papers, including 
blueprints, vessel files, forms, certificates, 
Indexes, etc. 

58. Miscellaneous records (routine adminis­
trative records of temporary value not pro­
vided for elsc:•,,·he::-e1, 

A-7-5 

DISPOSE after 5 years. 

R>rv.ard to O>rmendant { G-M-a). 

- --------
~ 

RETAIN at :.HO until 3 years after installa­
tion on vessel, then transfer to Commandant 
(M-3) for inclusion in master file. 

DISPOSAl. APPROVED 

DISPOSE after acceptance or rejection of :::i''::i~.!.' P.P??.OVE!J 
work, or after 6 months, whichever is 
earller.'.-----

DISPOSE after Inspection. DISPOS.n.J. APPRCVUJ 

DISPOSE after inspection. 

DISPOSE after 2 years. DISPOS.t'l APi'P.O\'[O 

Transfer to Commandant ('.\T-3) when work ~ -~~:·: . . ~it?.~','£] 
on·a particul:ir vessel or class of vessel is 
complete as e\·idcnced by issue of certificate .. 
stability lettc r, letter of compliance or 
official report. 

DISPOSE on receipt of superseding issues DISPC.SA!. APPR0Vrn 
(I.e., fire extinguishing system typical 
Installation plans, p::.rt::; lists, etc.) 

DISPOSE when no longer relevant. 

DISPOSE after they have served their use-DISP0St-l. AfrP.C',EO 
fulness. 

DISPOSE after 2 years. 

Transfer to Comr:i.:mdo.nt /:.I-3\ after issue DiSPOS~ ft.FP~i::l 
of certification of :1dme:i.surcment to become 
part of commercial vessel case file. 

DISPOSE after 2 years. 

AM2 



Description of Records 

port Safety an?~ e, ity 
, ,r , . . 
i::'.3-9. Law enforcer:1ent case files,_ including 

cases referred to other ag-c:;Jcies or 
departments for action, consistin~ of 
lnvestigatiori reports, violation reports, 
correspondence, and related documents. 

t{_ Copies of permits Issued to barges 
and ships for loading of e~-plosi\·es and 
related papers •• 

Jf.. Ship's file containing- requests to load 
explosives, copies of permits, stowage 
plans, lighter permits, and rebted 
correspondence pertaining to particular 
vessels. 

DISPOSE 3 years after final disposition of 
the case. 

DISPOSE after 2 years. DISPOSM. A?i'WIE.D 

DISPOSE after 2 years. OISf'QSAl !,?P?.C'!D 

~ Coples of annual applications for moor­
ing permits in Federal_ anchorage. 

DISPOS.E I· year after issuance of new per- DIS?OS~l ~.PPRC':EO_ 
mlt. 

13. Anchorage check list of vessels In 
Federal anchorage. 

K Incomln6 ships' lists received from 
Collector of Customs g-i\•ing names of 
vessels enterin;; port. 

Marine Envir:.>n.-nental Protection 

DISPOSE after I year. 
DISPCS.!J. Afr£.,.;, w 

DISPOSE after 1 year. 
DISPOSAL fli'PRO',B 

73. Primary records documenting 
Coast Guard marine environmental 
protection and ports and water­
ways,activities consisting of plans, 
·progr:-uns, policies, studies, 
reports, decisions, position papers, 
regulations, directives and related 
papers. 

RETAIN (NARS Retention Plan). 
fer to FRC after 10 years. 

Trans-

·74. General administrat.i.•.re cor­
responde-nce files (excluding 
primary records above) from various 
activities of marine environmental 
protection and ports and waterways 
activities. 

DISPOSE after 3 years. 

75. Correspondence files of a 
routine administrative. or house­
keeping nature. 

DISPOSE after 3 years. 

76. Reports, summaries and routine 
correspondence from other agencies 
pertaining to movement of merchant 
vessels. 

DISPOSE after 2 years. 

77. Message reports of vessel move- DISPOSE after 6 months. 
ment. 

78. Reports of ~ollution and action DISPOSE 
taken. (Case file) . 

r.2. tinni\l Mar ~n: P~ll · tio1,1 Pr,-\~/'· ':ion :; 
79. Copies of Reports of Int.er- DISPOS,, 

Cc,r,v,~ntjon V1.0J.at1.1t'·• ~! ~-. ~-'i7--·1 • 

J ye~rs after cas2 is closed. 

~-
a:t: te r ·3 years. 

1,' 

Ji l 
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b. Material remaining ia jackets. 

31. RUC (Referred upon Completi~n) 
Reports . . 

32. Copies of ROl's (neports of Investiga­
tion) (not constituting a district intelligence 
Jacket) retained in a district and which con­
taln either derogatory or non-derogatory 
Information on Coast Guard military (or 
civilian) personnel. 

33. Copies of an ROI on a Coast Guard 
clvillan employee. 

34. ROI's on Coast Guard military 
personnel. 

35. ~ow~ SUBJECT (Incident) ROI's. 

36. ROI' s or related documents, such as 
correspondence, cont:iini n~ si!2.T.ific:i.nt 
material perta.inin~ to indidduals, groups, 
organizations, publications, ere. 

37. ROI' s or related mater ia.l on alier.s, 
radio operators, C1erc;1::1.D~ mariner 
document ~,pplica .. nts or por: security 
c3:rd applicants. I 

I 

I 
I 

DESTROY. ,. 
'i J.lc.t/ 
~ ln the referred district for 2 years 
subsequent to the date the RUC reports are 
finalized by the referred district, then 
DESTROY. 

DISPOSAL. Af'(~ •• rn .. ., 

.: ~?OS/,1. AFi'!'..9'.'EO 

,, 
DESTROY when the district Intelligence 
jacket has been transferred to another 
district. 

-r 1-lt1fd 
Retain until the individual's tenure with the 
Coast Guard ceases, then DESTROY, pro­
vldlng pertinent permanent type m::tterial is. 
on file at Comm3..o.'1d:-t::it (011. This procedure 
applies as well to Public Healt~ Sen·ice 
medical personnel upon whom an investiga-

• tlon may haye been conducted. 

DISPOSAL AF'PRO,ED 

DESTR·oy upon notification of death or ~ISPOSA!. Af'FRO'lrn 
separation from the Coast Guard or for 
other ::-easons such as retirement, discharge, 
etc. 

-KI-hid · 
~t-a+n for period of 10 years for modus ::,,'S?IJ3i.!. r,irr,..,,LJ 
operandi purposes, then DESTP.OY. Copies 
of all pertinent permanent record marerial 
either must be or must ha\·e been sent to 
Commandant (01). 

In keeping with security matters as envisaged 
in the U. S. Coast Guard Im·esti'.;:ition DISPOStJ. Af>fi'.C'.':~ 
:Manual (CG-232), retai;i in the district files 
at the discretion of th-= Chief, In~elli~ence :md 

• Law Enforcement Br:i..:ich:,.untii !ltteA··efme-as ,--,.,._ __________ _,_.,- . 
they::e'r'e'"'!}t.rto n-,,'t.~~~ eretr-1-e re~ n 0 
mat~. (Obviously, :10 set time span can 
be established for 1·e:entio;i of this m:1terial 
since the situ:1tion or coP.ciitions ,1•ithin any 
given area wiii dicta,e Ihe needs oi districts 
concerm,d. TI1is m:iterial should not be 
allowed to build un u:i.le ;;s cogent reasons 
dlct~te ot:ierwise. Dis~ricts must be assured 
that pertinent pcnn:;.r.em type material is on 
file at Command:int iO!j. 

Jtl:< l:J 
,Rc;,ci!t for one year from the date the investi- :'::~03{,l.. f,?,:~;}.':.':-
gation was completed, then DESTRO"rj 

. ?roviding duplicate copies are 
on file at Commandant (G-OIS). 

http:DESTP.OY

