
FEDERAL AGENCY CEASED OPERATIONS 

Schedule Number: NC1-185-77-10 

Federal agencies may cease operations when they are established as a temporary 
entity, are abolished, or functions are transferred to State or Local government or 
private control. 

Description: 

All items are presumed disposed. The agency ceased operations in 1999 and transferred 
its function to a foreign government. 

The Panama Canal Treaty of 1977 terminated on December 31, 1999, and sovereignty 
over the canal was assumed by the Republic of Panama. 

Date Reported: 11/08/2021 

FEDERAL AGENCY CEASED OPERATIONS 
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Sta,ndurd ;';'orm. N~ 116 ' Iii 
Revised November 19A' ~ r 
PrescrjbfMI- b-Y..,.General Se,;"tcefll • LEAVE BLANKREOUES FOR AUTHORITYAdi';Jnistration 
GSA r-eg, 3-IV-106 JOB NO.TO DISPOSE OF RECORDS 

(See Instructions on Reverse) 

6. -CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of this agency In matters pertaining to th~llit~ofrccdrd•, ahd that the recocdt detcrl~ ill·~~ 

.chcduleof~p_agesarepropoeedfordlspoaalforthereaaonindicated: ("X"onlyone) '.' '>•;J • ' . • - ' , ::,·,-,i: 

A The records have 
□ ceased to have suffi• 

dent value to warrant 
further retention. 

April 4 , 19 7 7 Agency Records Officer 
(Date) (Signature of Agency Representative) (Title) 

9.7. 10.8. DESCRIPTION OF ITEM 
SAMPLE ORITEM NO. ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

,Agency Records Control Schedule No. 10 -­

Records of the Office of the Governor-President 

Addition to Item 9 ·(attached): 

b.d.. Copies of cable messages with refile charges 
returned by the military for payment. 

NOTE: Change Retention Period for Item 53 
from 10 years to permanent. 

Foal' copie■, including original, to be ■ahnutted lo the Nati nal Jlrchi••• and Record■ Service 16-5D420-2 GPO 
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CANAL ZONE GOVEP.!111{EliiT 
PANA.MA CAlfil COt!PAilY 

AGENCY RECORDS CONTROL SCHEDULE (ARCS) 110. 10 

RECORDS OF THE OFFICE OF THE GOVE..J:/.NOR PRESIDENT 

Agency Reco:rds Control Schedule No. 10 prescribes retention and disposal. periods 
for records of the Office of the Governor-President. It shall be applied to records 
of the Office of the Governor President in conjunction with Agency Reco:rds Control 
Schedule No. 1, Records in Col!lmon Use throughout t..'1-ia Agency. Application of disposal. 
periods in the schedules is mandatory. If there should be a conflict between items 
in the schedules, the item in the Office of t..1-ie Governor President schedule shall be 
applied to the Office of the Governor President's records. 

Records authorized for disposal under U1is schedule shall be burned, shredded, or 
sold for scrap. To facilitate disposal of reco:rds,t.1-iat are kept in a continuous series, 
annual file breaks are recommended. Records can then be disposed of in a group based 
on date of file break. Fiscal year cut-offs are preferred for most records, and, unless 
ot..h.erw1.se stated, the disposal periods in this schedule should be interpreted as 
beginning after the end of the fiscal year in which the records were created. For 
e:xample, if a record was created on July 10, 1971 and the disposal period .ra.s given 
as ..DISPOSE after 2 years, 0 that period would begin July 1, 1974, and the disposal. 
date would be July 1, 1975, or as soon thereafter as practicable. 

• Ii noncurrent records (1) are seldom referred to, (2) must be retained for at 
least on9 year, and (J) occupy needed office space, they should be transferred to a 
low cost records storage area. Most such records are transferred to the Agency Records 
Center. Forms and Instructions for shipment of reco:rds to the Center will be furnished 
by the Center upon request. Containers are available in the Panama Canal Compacy 
Division of Storehouses. Reco:rds stored at the Center are available for reference 
during the storage period. They will be disposed of by Center personnel in accordance 
with scheduJ.ed disposal periods after concurrence of the original custodian of the 
records has been obtained. 

Reco:rds holdings should be reviewed for disposal under the schedule at least once 
a year, preferably shortly after the beginning of the fiscal. year. Unscheduled 
recordst records for which changes in the schedule are recommended, and :records that 
are scheduled but no longer produced should be reported to the Chief, Records 
Management Branc.11, Administrative Services Division, for revi~wa d appropriate 
action. ,,,,,./. rJ. r:. 

Chi 
Agency Records Officer 

• 
Lr>-"-"'r/✓ •tl(/{l 

J osepb J. Wood 
, Administrative Services Division 

• 

https://Branc.11
https://scheduJ.ed
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ARCS 10 - Records of the Office of the Governor/President 

~TEM Description of Records Disposal Period 

Office of the Executive Secret.a.a 

1. Financial Statements of Employment and Financial Dispose after 3 yurs., 
Interests. 

Drug abuse records. ftiehiw e eti;re ass ta 
irrd:c:Mot IJi!IIS.s. 
Retain inactive cases 
3 yea.rs then destroy. 

~~·. 

9, Hisa loe hHli, Betoim ~£:iwite)\T)iee 
~ ~~ 

App!lca b::hsn 11.1 ae i'11P ••a i Nll:ii!~1 anL oisas ('.fi'Bt,,-~. lil.d11 iin .$4~f:ht!i: beMJI'• 
"". ~~ 

.aeca~a ~fi~iteJ~ 
~ 

6. Circular airgrams • Destroyed according 
to instructions given 
on the document itself. 

File copy of Form FS-511 "Immigrant Visa and•Alien Transfer to Agency 

• 
Registration" with copy of supporting docuroentso Records Center after 

3 years. Destroy 10 
yea.rs after tI•ansfer • 

• 2 

mailto:sm.i.@!:!tlm
https://Secret.a.ix


ARCS 10 - RecoTds of the Office of the Governor/Pres;dent 

Desc,ription of Records, 

Administrative Services Division 

8. Advance authorization to enter the ~nal Zone. 

a. Advance authorization t,o enter t.'le c.z. 
for entrants sponsored by u.s. Govern~ent 
Agencies or their employees eligible to 
sponsor visitors. 

b. All other advance authorization not 
covered in item 8a. 

~. Copies of outgoing and incoming messages from wire 
and wirel'3ss service. • •

to.(,.-, e1r...~,;-,) -

10. Prir1.t.i..ng Plant JacketK containi~ prodJ.Kti1on1reco:-ds. 

11. Correspondence files of the unit responsible for 
the printing, binding, duplication and distribution 
~.atters, pertaining to its administration and 
operation, and related papers. 

12~ Official photographic negatives. 

a. Negatives selected as representativa 
of the history of the c.z., Panama Canal 
Company or Cana.l Zone Governrn9nt. 

b. Negative not selected for historic.al 
retention. 

Disposal Period 

File copy of application 
and relatad papers in 
separate alphabetical 
series by name of entrant. 
Break series and start 
a new one every two 
years. Transfer old series 
to Agency Records Center 
two years after break, and 
dispose two years after 
transfer. 

When sponsor is contractor 
or other private business, 
attach application to the 
Customs Division cor.r:r of the. 
Advanca Authorization. 
Disposal not authorized 
by this schedule. 

Dispose after 2 years. 

Keep in office 1 year, 
transfer to Agency Recoros 
Center, destroy 4 years 
after transfer. 

Dispose 2 years af'ter :fiJ.e 
is closed or 2 years after 
date of document if break 
in file differs from that 
suggested herein. 

Disposal not authorized by 
this schedule. 

Dispose 1 year after date 
picture was taken• 

• 

https://historic.al


ARCS 10 - Records of the Office of the Governor/President 

Description of Records 

Administrative Services Division 

1J. Privacy Act records. 

Freedom of Information Act records. 

Requests for permission to engage in outside 
employment. 

16. Special Purchase Authority Card Files (AOOS)., 

• 

Disposal Period 

Dispose 6 years after ca.se 
is closed. 

Dispose 6 years after 
case is closed. 

ADCR copy retai."led for 
five years. ADGS 
copies ma.y be destroyed 
upon termination of 
outside employment. 

Dispose 5 years after 
file becomes inactive• 

• 4 
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ARCS 10 - Records of the Office of the Gover:or President 

DescriEtion of Reco~ds Disnosal Period 

~.agistrate's Coll!:t 

<aap) 9 i nh on; SJZWHifl6 Ola&il 1ioil C&:)e 

,files. ~oue~d eeta1 eng indexes, req;rirQ~ as 
.paraaf!lm1re 1eeerae ., ebtdsaba • 

18. .Affidavits of complaint in criminal matters, Destroy after two years. 
warrants of arrest and receipt books • 

• 

• 
5 



}RCS 10 - Records of the Office of the GoverriorlPresident 

Description of Records 

Pana~a Canal Information Office 

19. Daily Digest daily condensation of pertinent 
newspaper articles appearing in local Spanish 
paper. 

20. Speeches and statements zr..ade by officials related 
to PCC/CZG and u.s./relations. 

21. Press releases-all newsworthy material related 
to PCC/CZG operation and personnel fon.,arded to 
local and foreign news mediao 

22. Spillway index cards. 

23. Press release index cards. 

24. Newspaper clippings - U.S. and foreign clippings 
cover US/f.fP relations and other related or 
pertinent subjects for reference. 

Operating and budget files. 

Reports to Governor covering actions taken to 
improve relaticms ·wit..'ii the Republic of Pana.ma. 

27. Correspondence-general, public affairs , w/Panama, 
w/Governor and temporary correspondence. 

28. Monthly statistical report~ to Governor on 
operations of IO, Press, and Guide Service. 

29. Newspaper clippings cover:L't"lg US/PR relations and 
other related or pertinent subjects published in 
local newspapers. 

JO. Guide Service - correspondence, tour It:L'l1era.ries, 
record of Las Cruces rental trips and other 
related material. 

Disposal Period 

Disposal not authorized 
by this schedule. 

Dispose after 10 years •. 

Disposal not authorized 
by this schedule. 

Disposal not authorized 
by this schedule. 

Disposal not authorized 
by this schedule. 

Disposal not authorized 
by this schedule. 

Dispose after 5 years. 

Dispose after five years. 

Dispose after five years. 

Dispose after five years. 

Disposal not authorized 
by this schedule. 

Dispose after 5 years. 

• 6 
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ARCS 10 - ·Records of the Office ~f. the Governor/ President 

31. 

33. 

35. 

DescriEtion of Recorg~ 

General Counsel 

Board of Local Inspectors 9 Accident Reportso 

Publications: "Congressional Records" and 
•tFederal Register". 

Estate and Guardianship Cases. 

District Court Opinions. 

Advisory Pardon & Parole Board Meetings. 

Disposal Period 

Dispose 10 years after 
transferred to Agency 
Records Center. 

Dispose 6 years after 
transferred to Agency 
Records Center. 

Disposal not authroized 
by this schedule. 

Disposal not a.uthorj.zed 
by this schedule. 

Disposal not aut..½orized 
by this schedule • 

• 7 
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ARCS 10 - Kecord:z of the I.;...fice of the Governor/President 

Descrintion of Records 

Office of the Safety Director 

J6. Safety Awards. 

a. 20-30-40 year key. 

b. Supervisor-Unit awards. 

• 

Disposal Period 

Dispose when employee 
retires. 

Dispose when employee 
retires • 

• 
8 



ARCS 10 - Records of the Office of the Governor#Pres;dent 

~2...ft:! Description cf Recn::-d!;l, Disposal Period 

Protocol Office 

37. Protocol General Correspondence. 

38. Guest lists. 

Requests for appointments (Courtesy calls). 

Calendar of eventso 

41. Awards. 

Protocol Schedules. 

4J. Minutes of Civic Council Executive Sessions -
Advance Answ-ers • 

After 3 years transfer 
to Agency Records Center 
and destroy 3 years 
thereafter. 

Disposal not authorized 
by this schedule. 

After 3 years transfer 
to Agency Records Center 
and destroy 3 years 
thereafter. 

After 3 years transfer 
to Agency Records Center 
and destroy 3 years 
t.'1ereafter. 

Disposal not authorized 
by t.l1is schedule. 

After 3 years transfer 
to Agency Records Center. 
Dispose 3 years thereafter. 

Disposal not authorized 
by this schedule. 

• 
9 



ARCS 10 - Records of the -·ice of t..l-ie Gove~1or/President -

Description of Records Disposal Period 

Office of Equal Opportunity_ 

44. Records ~rea.ted in receipt and processing of 
complaints of discrimination by employees or 
2.pplj_cants for employment with Federal Civil 
Service. 

a. Official Equal Employment Opportunity 
case files. 

(1) When case is resolved within Dispose 4 years after 
agency of origin. final adjustment. 

(2) When case is resolved by u.s. The official case file 
Civil Service Co17ll1".ission. is retained by USCSC 

according to their 
records control schedule. 

b. All ct.lier copies of EEO complaint case Dispose 1 year after 
files or duplicates of documents final adjustment. 
pertaining to case .files which are 
included in files retained under Item 43 
(a) above • 

• c. ill background documents pertaining to Dispose 3 years after 
the case but not included in case files final adjustment. 
retained under Item 43 (a) above. 

45. Counselors - EID. 

a. Training ) Dispose 1 year after 
) termination of 

b. Background information. ) appointment. 

• 
10 



- -ARCS 10 - Records of the Office of the Govern~r/President 

wt~EM 

46. 

48. 

Description of Records 

Executive Planning- Staff 

Time to time Consumer Price Index, U.S. and 
non-US Citizens. 

Transti and cargo statistics-including computer 
runs. 

Monthly reports of Company/Government organi­
zations. 

Copies of reports a.nd statistical material u.sed 
for planning purposes. Annual reports of 
Company/Government organizations. 

Miscellaneous :reports a.mi studies and general 
correspondence files. 

PCC-CZG.Ca.pital Program Submissionse These 
records are a compilation of inputs from bureaus 
and they are used to develop the CZG/PCC capital 
programs presented each fiscal year to 0MB. 
Included are original justifications, engineering 
estimates, and classifications. 

Major Overhaul Program, Consultants and Advisors, 
Special Projects Requiring Capital Funds, MMI. 

fiude;et and Fi nan<ui' 9o.ami thee Med,!iinga, lkn:ageuenb 
aeuiews, f:lua1d of B?i:Pee~crs Hcctingl!l\ 

Master Menagement Plans; Facilities ar.d Equipment 
Plans; and supporting records for agency long 
range planning. 

Disposal Period 

Disposal not authorized 
by t.1-iis schedule. 

Disposal not authorized 
by this schedule. 

Transfer to Agency 
Records Center after 
3 years, disposal not 
authorized by this 
schedule. 

Disposal not authorized 
by t.~is schedule. 

Transfer to Agency Records 
Center after 3 years. 
Disposal not authorized 
by this schedule. 

Transfer to Agency Recortls 
Center. Disposal not 
authorized by this schedule. 

Transfer to Agency 
Records Center after 3 
years and dispose after 
a total of 5 years. 

Binf,lilE/il ~! 1Q .J ee.16 • 

pe:.;s,~··•,9"';
~ 

Dispose after 10 years. 

11 
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ARCS 10 - Reco~ds of the Office of the Governo:r/President 

•ITEM Description of Records 

Office of Labor - ¥.anagement Relations 

File:, . BM 3; I ahoil \i•ii &JUi a 

Alphabetical files on matters pertaining to 
the labor relations filed, i.e., FLSA, labor 
liaison officers, bureau labor relations 
policy, E.o. 11491, unit determinations, 
etc. 

Disposal Period 

,Robal:U 1~£is:1:ki1i1,,;,,.i$-~ 
Dispose after 5 years. 

12 



ARCS 10 - Records of the Office of the Governor/President 

.ITEH Description of Records 

Internal Securitz Records 

57. Nonclassified manuals, directives, plans, reports, 
and correspondence reflecting policies and 
procedures developed in the administration 
and direction of security and protective 
services progra~~. 

58. Correspondence files pertaining to the 
administration of security classification, 
control and accounting for classified 
documents, not covered in Item 55, or 
else-v."here in this schedule. 

59. Classified docUl!lent receipts, relating to the 
receipt and issue of classified documents. 

60. Classified document destruction certificates 
relating to the destruction of classified 
doe1ll!lents. 

Classified document inventory files, consisting 
of forms, ledgers, or registers used to show 
identity, internal routing, /:!.lld final dispositicn 
made of classified documents, but exclusive of 
classified document receipts and destruction 
certificates and documents relating to Top 
Secret material covered elsewhere in this 
schedule. 

?1. Top Secret document accounting and control files. 

a. Registers maintained at control points 
to indicate accountability over Top Secret 
documents, reflecting the receipt, dispatch, 
or destruction of the documents. 

b. Forms accompanying documents to insure 
continuing control, showing names of persons 
handling the documents, intre.-office routing, 
and comparable da.ta.. 

DisEosal Period 

Disposal not authorized 
by t..'1is schedule., Close 
file every 2 years. 

Dispose after 2 years. 

Dispose after 2 years. 

Dispose after 2 years. 

Dispose after 6 years. 

Dispose 5 years after 
documents shown on forms 
are downgraded, 
transferred, or destroyed. 

Dispose when related 
document is do-vmgraded, 
transferred or destroyed. 

13 



ARCS 10 - Rec£!.,ds of the 

ITEH.-
72. 

73. 

75. 

Description of Records 

Internal Security Records (Continued) 

Access request files consisting of requests and 
authorizations for individuals to have access to 
classified files. 

Classified document container security files 
consisting of forms or lists used to record 
safe and padlock combinations, names of 
individuals knowing combinations, and 
comparable data used to control access into 
classified document containers. 

Correspondence files rele.ting to adtll..inistration and 
operation of the personnel security clearance 
program, not covered elsewhere in this schedule. 

Personnel security clearance case files containing 
a record of investigations of personnel employed 
by or seeking employment from the Government, or 
whose relationship otherwise with the Government 
requires a security clearance, but exclusive of 
copies of investigative reports and related papers 
furnished to agencies by the Civil Service 
Coim.ission for wilich maintenance and disposition 
instructions are provided in Chapter I-2 of the 
Federal Personnel .Manual. 

Disuosal Period 

Dispose 2 years after 
authorization expires. 

Dispose when superseded 
by a new form or list, 
or upon turn-in of 
containers. 

Dispose after 2 years. 

Dispose 20 years after 
date of last action. 
Transfer to Federal 
Records Center five 
years after date of 
last action. 

14 



.t:' • • • LP .d . -ARCS 1O - ,Records of the.f. .. J.ce OJ. the Governor res1 ent. 

Description of Records 

Internal Security Record~ ~Continued) 

Security violation files, consisting of ease files 
relating to investigations of alleged security 
violations, but exclusive of files concerning 
felonies and papers placed in official personnel 
folders. 

77. Security violation files, consisting of case 
files relating to investigations of alleged 
security violations of a sufficiently serious 
nature to be classed as felonies. 

D_isposal Period 

Dispose 2 years after 
completion of final 
corrective or disciplinary 
action. 

Disposal not authorized 
by this schedule. 

15 




