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) " LEAVE BLANK

REQUEST FOR AUTHORITY e RECEVED
TO DISPOSE OF RECORDS
(See Instructions on Reverse) JAN 0 5 1976

TO GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NC-8S22—-7¢_-1

JOB NO -

NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT)

Dept. of Transportation, Fed. RR Administration posal request, including

2 MAJOR SUBDIVISION
The Alaska Railroad,Pouch 7-2111,Anchorage,AK 99510

drawn’’ in column 10

3 MINOR SUBDIVISION

All Offices
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT <
A. Louise Bremner, Adminis. Assistant 907/265-2690 3'7/0—-7é_
6 CERTIFICATE OF AGENCY REPRESENTATIVE (Date)

In accordance with the provisions of 44 US C 3303a the dis

items that may be stamped ‘‘disposal not approved’’ or ‘‘with

amendments, 1s approved except for

Archl\;:st of the United States

| hereby cert:fy that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records that the records proposed for disposal in this Request of
£ owur— page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified + attachment (1n quad . )

12/24/75 General Manager
Date of Agency Representative) (Title)
9
7 8 DESCRIPTION OF ITEM 10
ITEM NO U(Wnth Inclusive Dates or Retention Periods) SAMPLE OR | AcTiON TAKEN

JOB NO

ALASKA RAILROAD COMPREHENSIVE RECORDS SCHEDULE, Revised,
to comply with records scheduling requirements of GSA
Bulletin FPMR B-49 (job number NC-322-76-1)

CHANGES

A copy of subject schedule is attached with recommended
revisions, underscored, for all items previously stating
""Disposal Not Approved" (i.e. items not previously pro-
posed for disposal, specifically la, 2a, 4c, 4d(9), 5a,
6, 7, 8, 9, 10, 12a, 13a, l4a, l4c, 29a, 30b(1), 3la,
32a, 40, 42a, 42b, 4ba, 46, 47, 48, 54a, 60a, 6la, 62a,
62c, 69)

ADDITIONS
102. The Railbelt Reporter and The Railbelt
(Control a. Railbelt Reporter master file:
407) PERMANENT. Transfer to FRC when 10 years old. Offer
to National Archives when 25 years old.
This is master file of the printed publication, issued
by Office Services and Management Services Branches,
which served as the Railroad's official employee news
organ from June 1949 through June 1972. (Estimated 1/2
cu. ft.)
>
2 2- Te ™M
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115-106 STANDARD FORM 115
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Copede Agoray v Sasttie. 2-15-16 G

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



standard Form No; 1158
Promulgated 9-1-49 by » v
General Services Adminmistrution
The National Archives

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

Job NQN-Q'—32}'-'76_1)Page 2
4

of ___4__ pages

ITEM NO

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

9
SAMPLE OR
JoB NO

10
ACTION TAKEN

103.
(Control
408)

104.

(Control
409)

105.

(Control
410)

b. Railbelt master file:
PERMANENT. Transfer to FRC after 10 years.
to National Archives when 25 years old.

Offer

This is master file of in-house publication,
issued by Office of the General Manager, serving
as official employee news organ beginning July
1972.

Locomotive Cab Cards:

DESTROY sfter six years.

These cards are kept in the locomotives by Motive
Power and Equipment (Mechanical) Branch, and monthly
inspections are made and posted thereon. The originals
are forwarded to the Federal Railroad Administration,
Dept. of Tranmsportation, Washington, D.C., at six-
month intervals, covering January thru June and July
thru December. Retention period for copies kept by
Alaska Railroad will satisfy administrative requirement:

and legal time limits.

Work Reports on Railroad Equipment:

DESTROY six years after date of report.

These reports consist of varied Alaska Railroad forms
and cover work performed in the various shops of the
Motive Power & Equipment Branch on all types of rail-
road equipment. The reports are kept in the shops
where the work is done. Since the information can be
of value in possible court cases, the reports are to
be retained long enough to satisfy administrative needs
and legal time limats.

Summary Statement of Operations:

PERMANENT.
report.

Transfer to FRC 10 yeafs after date of
Offer to National Archives when 20 years old.

This serves in lieu of an annual report and is issued
after close of each fiscal year. Consists of three
parts: Statement of Assets & Liabilities, Summary
Statement of Income and Expense, Summary Statement of
Operations. Summary of financial activities and

economic condition of Railroad is valuable for
L

P tetanl 1 1
TIroTU T rCwrr—ana—resear clt arpoose .
Four ies, incl dingp ginal fo be submitted to the National Rrchives

16—69428-1 aro



Standard ¥Form Nog 1168
Promulgated 149 by  ° R |
QGenersl Services Administrasion
The National Archives

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

. , .
Job No,I\T(_:":?’22_76-l Page 3

of 4—— bages

7

8 DESCRIPTION OF ITEM

9

10

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) S‘%ELEC?R ACTION TAKEN
106. Monthly Financial Statement:
(Con- | PERMANENT.. Transfer to FRC by fiscal years 10 years aftex
trol 411) close of FY;" 0 Archives %0 years after close of-FY: o
. This monthly report contains st. of assets and liabilities,
accts. receivable .and payable, retained earnings, com-
parative summary st. of revenue and expense, comparative
statements of operating revenue, nonoperating income,
operating expenses, nonoperating expense. Retention justified
because of detailed financial history & audit requirement
107. Records of General Manager:
(Control a. Correspondence files .
412) @ v aneov Transfer to FRC when not active for 5 years or

108.

(Control
413)

when no longer required for referemce. Offer to

National Archives when 20 years old.

These files are maintained in Headquarters Files and deal
with functions, policies, public relations, programs

and decisions of the General Manager and his executive
staff. They consist mainly of subject case files, many
of which do not lend themselves readily to fiscal year
cut-off dates. They are valuable sources of information
and reference on the operation and administration of the
agency.

b. Administration publications master file.
PERMANENT. Transfer to FRC 5 years after updating
or cancellation. Offer to National Archives 10
years thereafter.

ARR Orders are issued by the General Manager to issue

directives, proclaim policy, circulate general informatiom.

Distribution is to ARR supervisory personnel and, in some
cases, to all personnel. They replace former directives
which were variously titled Administrative Memorandums,
Administrative Orders, General Circulars.

(Est. Vol. 1/2 cu. ft.)

External Reports: (copies)
DESTROY 10 years from date of report or when further
administrative need no longer exists, whichever is
earlier.

These are reports issued monthly, quarterly, biannually,
or annually by the Office of the General Manager to meet

Four inclnding J, to be submitted to the National Arxchives

16—59428-1

GPO
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Standard Form No; 1188 . !
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N

General Services Administration .
The National Archives Job N
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0 "

2-76-1 Page 4

of __4_ _pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO

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

9

SAMPLE OR
JOB NO

10

ACTION TAKEN

the requirements of Dept. of Transportation, Federal
Railroad Administration, Civil Service Commission, Dept.
of Treasury, Internal Revenue Service, Dept. of Labor,
State of Alaska, etc.

Four copies, including original, to be submitted to the National Archives

16—59428-1

GPO



Control Iten

o, Noeo
) R

(226) 2.

(267)

(59) 3o

(319)

- g

R P

— P3N B ST S [P ) Gy RO ~—

ALASKA RATLROAD

COMPREHENSIVE RUCORNS SCHERJLE ' ' -
Nescription of ThLem Action Taken
PROGRAIT AlID ADITTHISTRATIVE LAUACEITNT RECORDS:

Wage Schedules and Union Agreciuents:

a. Record copy.
PERMANENT. Transfer to FRC 5 vears
after expiration of agreement. Offer
to National Archives 15 years thereafter.

be DESTROY |duplicates after contract Dispcoal Approved
expirations

Original file of wage schedules and wvotrking
agreements with the several craft and trade

unions, Americzn Federation of Labor, These

files are corresponience, minutes, studies and
signed agreements sobting {orth wage rates and
specifying werking agreements for all Alaska
hailroad erzloyees, These files are retained

as evadence cf the personnel management and pay
policies of The Alaska HRailroad., The headquarters
record copies are maintained by the Personnel Depts

Avthority for Expenditurcs (AFE?!S)

a. Original working file reference copy-
DESTROY 10 years after completion of
project or when no longer of any admini-
strative usefulness, whichever is sooner.

b. All others.
DESTROY when 1 year old.

Thesze are authorities for expcnditure of funds
involving capital inveotment to perforn maint-
enance, construction and special projccts, and

to retire equapment and structures, The retent-
ion of tne original copy justifies dispocal of all
duplicate ccpics after one yvear with the exception
of interested department where copy is retained as
working file for future prozectsa

Back Overtime Records: Disposal Approved

DESTROY| S years after claims have been paid -
TRANSTLR to FRC 2 years after celtlement,

4l

~
'



[P AURUF VI S ST,

Control Item

Noo Noo
(17,19, Lo .
20,21,

22)

Description of Item . Action Taken

These are records accumulated by the Personnel

Dept. in the computation and filing of back over-

time pay claims, These records are correspondence,

time and attendance recdords and tabulations of hours
worked by ARR employees during the years 1934-1945,
Because of the LO hour work week laws, these employees
are claiming back overtime pay for all hours worked

over L0 in each week. The retention period is sufficient
to satisfy Fiscal Audit purposes after payment of the
claim,

Report of Investigation Files:

2o DESTRoy!original investigative case files Disposal Approvec
10 years after closing of case - TRANSFER
to FRC after 5 yearsa

b, DESTROY!copies retained by Special Agent Disposal Approved
after 5 years,

Investigative records not part of the case file
include:

To be deleted from rev

¢, Fingerprint card file

schedule. Discontinue:

(Employee prints becom

d, Federal Bureau of Investigation part of OPF.)
Kickback Sheets -

1. Copies not interfiled with finger Disposal Approved
print cards, Dispose when admin-

istrative need ceases. ) .
- File w/investigative c

2. A1l others | files (Item 4.a.)

e. Special Agents' Reports - DESTROY| 18 Disposal Epproved
(months after completion of assignment,

f. 05&D Reports - DESTROY|AFTER 6 months. Disposal Approved

These records inclugd, all reports made by the
Special Agents relative accideni cases and in-
cidents concerned with the protection of Rail-
road property and merchandise in the custody of

of the Railroad. These files are purely invest-—
igative, do nob contain subsequent actions or
final dispostion of czse., Original Special Agents
Report and case {i1le is forwarded to Failroad

-2



Control Item

No. Noa

(31) 5.

(176) 6.
(322, 324, 7.
334, 341)

Description of Item

Counsel and General l'anager, where criminal or
cival action is started. The case 1s retained
for 10 years in the headquarters file which is
adequate and justufies the disposal of duplica-
tive material after 5 years. The indicated re-

tention periods are sufficiently long to satisfy
any administrative, legal, fiscal and investigat-

ive values to the govermnment.

Employee Compensation Records:

a. 1916 to 1/1/47 records. (41 cu. ft.)
Transfer to FRC. DESTROY when 65 years old.

These records of employee injuries and subsequent
claim for compensation contain correspondence

and accident report forms. A record of these
claims was not filed with the Dept. of Labor,
Bur. of Employee's Compensation. Records sub-
sequent to 1/1/47 have been sent to Dept. of
Labor.

b. DESTROY copies sent to Dept. of Labor 3

* years after separation of employee. (Records
subsequent to 1/1/47)

Generéihiedgefé:

DESTROY when 10 years old.

To be deleted from rev

schedule since these

copies are filed in an:

become part of Officia

Personnel Folders.

These are the centralized fiscal records summarizing

the financial transactions of the Alaska Railroad.

Alaska Engineering Commission Records 1910-1923.

PERMANENT. Transfer to FRC. Offer to National

Archives at earliest date.

These are correspondence, report, press releases,
newspaper articles and engineering records of the



Control
No.

Item
No. Description of Item Action Taken

(12)

(321)

Alaska Engineering Commission, predecessor organiza-
tion to the ARR. Their retention is justified on the
premise that they contain material of historical value
that document the procedure, policy and operatiomns of
the Commission.

8. Land Files:

a. Land ownership files.
RETAIN on site for life of Alaska Railroad,chen destrey

b. Land lease files.
RETAIN on site as long as administrative need
exists, and DESTROY thereafter.

The Real Estate land ownership files contain copies of
Executive Orders and Public Land Orders which set aside
Federal lands for use by the Railroad. (PLOs are issued
by the Dept. of Interior, Bur. of Land Management; are
published in the Federal Register; and can be found in
BLM records.) For convenience, these copies are separated
into folders by geographic location and are referred to
regularly.

The Railroad has authority to lease land for commercial
development. The justification for keeping land lease
files on site is to show a chain of title to the propertv
particularly in regard to the improvements, since no
requirements exist for the public recording of Railroad
land leases.

9. Tort Cléim Files:

DESTROY after all legal claim time limits
are fulfilled and/or after case is closed
and admnistrative need no longer exists.

These are case records of tort claims paid by the ARR,
filed in the Office of Counsel. They consist of investi-
gations, decisions, correspondence and voucher copies
documenting the settlement and payments or rejection of
Feder§1 tort claims.

16:—Réilroad News:

PERMANENT. Transfer to FRC when 10 years old.
Offer to National Archives when 25 years old.

This is master file of the ARR News, the official
employee publication on the Alaska Engineering
Commission during the period 1916-1920. It is
retained for its research value and as evidence of
early personnel relations, activities and accomplish-
ments of the ARR.

] o



Control Item
Nos Noa
(3,190 11.
391)

(68) 12.
(71) 13.

Description of Item Action Taken

Railroad Pass and ileal and/or Lodging Pass Disposal Approved
Files:

DESTROY | 3 years after issue date,

Records of issuance, loss and cancellation. These
records document the processing of annual and trip
passes for free transportation and meals and/or
1odglang, on The ARR, requests for free transport-
ation on other railroads, and the loss and cancell-
ation of these passes. The records are retained
for a peried sufficient to satisfy administrative
and aundit requirements.

Internal Audit Records

a. Original copy
Transfer to FRC when report is 5 years old.

DESTROY when 10 years old.
be. bﬁngoﬂ copies 5 years after date of Disposal Approved.
audit report.

These are audit papers and correspondence relative
to the internal functions and operations of the
railroad's revenue collections and cash handling
procedures, agent ticket sales, inventories, and
_the safe keeping of funds.

Fiscal Accounting Reports:

a. Original copies
DESTROY when 10 years old. -

b. DESTROY information copies 1 year from Disposal Approved.
date of report

Iisting of Reports:

Estimated Revenues and Eipenses

Payroll Comparison neport

Narrative Report

Agent's Uncollecled balances

Management Improvement Program

Force Report

Federal Employees! Greup Life Insurance
Analysis cof ireight Tounnage

Balance Sheet

Commissary llosshouse Operations

-5



Control Item :
No, Noo Description of Item Action Taken

Detail of Rail Line Revenue Freight Traffic

Expenditures & Retirements on Account of AFE!'S

Financial Peport

Financial Report - Accounts Receivable, Commercial
Traffic

Financial Repurt - Accounts Receivable, Other Gov't,

Financial Report - Rnophorage Nisbursements

Financial Report - Purchase Order Obligations

Financial Report - Material Issues & Stores Inventory

Operating Expenses by Praimary Accounts

Revenue Freight Ccmmodity Statistics

Record of Train, llotor Car & Locomotive ifiles

Statement of Rolling Stock & Miscellaneous Equip. Rece

Unadjusted Debits - Government Claims

lledical Association - Feport of Income & Expenses

The primary purpose of these various reports is
to document the financial condition of the Rail-
road and the status of its allotted funds.

(93) 14. Property Accounting Reports.

a, Reports of number changes
DESTROY»after 10 years.

b. Reports of Survey
DESTROY after 5 years. Disposal Approved

c¢. All Other Reports.
DESTROY after 10 years.

d. DESTROY duplicates 1 year after date Disposal Approved.
of report.

These records include surveys, trans{ers, progress

and completion reports and relired cquipment and

equipment number chanccs reports mezintained by the

Accounting Division. The rcports are uscd to re-

cord property accounting infoermation. Retenlion

for the periods indicated will satasly adminast-

rative, fiscal, legal, or investigaiive require-

mentse,


http:Lnch.cat.ed
http:soca.ati.on

Control Item

NOa NO.
(317) 15.

(8L-2) 16.

(8L-5¥ 17.

(33,

58) 18.

Description of Item Action Taken
Fire Department Reports: .
a. DESTROY jatchman's Clock Dials after Disposal Approved
3 months. .
b, DESTROYActivity Report after 3 yrs. Disposal Approved

These reports are maintained by the Safety Depte.

and document the guarding and fire protective act-
ivities of The ARR fire dept. The clock dials re-
cord night watchman's stops at designated stations
by punching a paper dial in his clock, The Clock
dials have a transitory value and their need ceases
to exist after the period indicated. The activity
report has a longer retention value due to the in-
formation content concerning daily activity of fire-
men and fires on ARR Property.

Payment Record Cards: Disposal Approved
 DESTROY | 6 yrs. after final entry on cards.

These are index and payment record cards maint-
ained by Voucher Section, Accounting Dive list-
ing in alphabetical order payments made to con-
tractors and supplierss They are cross indexed
to the schedule of payment file, The retention
period is suffl L .l to satisfy all administrat-
ive, legal, tiscal, and investigative require-
ments of the government,

Individual Bond Pecords: Disposal Approved
leSTﬁbY’B years after expiration of coverage,

These are original copies of fidelity and indemn- ]
ity bonds procurea by aRR employees. The file is
maintained in the Voucher Section and is comprised
of correspondence, applications and copies of appro-
ved bonds, They are retained for a period suffic-
ient to protect the interest of the government and
to satisfy the needs of GAO and internal audit
should a bond claim develop.

Annual Retirement Deduction Cards: Disposal Approved
DESTROY |

These are records of totalized annezl and monthly

retirerent deductinns, The rscords are nc longer

manitained and zre lpcated in thz Personnel Depta



Control Item

NO- NOe
(53) 19.
(82) 20.
(81) 21.
(L9) 22,

Description of Item - Action Taken

The information contained on the cards is dup-
licated in the individual Retirement Deduction
Card (Form CSC 2805), The retention of a copy
of the Form 2606 justifies disposal of these
card recordsa

Retirement Record Transmittals: ) Disposal Approved
_ DESTROY |6 months after mailing date,

Because the informational content of these trans-
mittals is not susceptible to official use for any
purpose other than the intedded use of recording

the transfer of the Fetirement Cards to the Civil
Service Comnission by the Personnel Dept., their
value to the Rallroad ceases after the period stated,

Employee Identification Cards: Disposal Approved
—DESTROwahen administrative need ceases.

These are duplicate copies of The ARR ident-
ification card issued to each employee by the
Personnel Dept, when hired. This copy is used
for signature verification and further identifi-
cation of eaployees, The card serves no other
administrative, legal, or fiscal purpose and is
considered tu ve ur little additional value for
signaturc varificatione

Check Nelivery Receipts: Disposal Approved
DCSTEO‘\ FETER V {EAE-

These are individual and multiple check delivery

receipts recording handling and re-~eipt of pay-

roll and voucher checks. Retention period stated

will satisfy admimistrative requirementse.

Unclaimed and Undelivered W-2 Formss Disposal Approved
mDEETRE?Jl year after close of tax filing dateo

b
These are employee copies of W-?2 Form (Tax With-
holding Statements) not delivered to employee due
to lack of mailing address or unclaimed. Eecause
a copy of thas form is furnished the Internal Rev-
enue Dept., the undeliverable copy if held for the
period stated will discharge the Railrcad!'s respon-
sibility to 1ts employeese

-8



Control Item

NOo NOo
(136) 23.
(138) 2k.
(139)

(1L0)
(1h1)
(1h2) 25,
(137)
(143)
(1Lh)
(145)

Nescription of Item ~ Action Taken

Electric Accounting llachine Punch Cards Disposal Approved
(tfutilated and Damaged) ’

_ DESTROY |

Due to damage, these cards cannot be reprcduced
in their present form. The informational content
of the cards consists of one time projects and re-
ports, is of short value and is duplicated in tab-
ulated form, The cards have no further administ-
rative, legal or fiscal value, They are presently
stored in the Safety Building.

Electric Accounting Machine Punch.Cards: (Reports)

Qo

€.

Form 1356 (Cost Distribution Estimate - Disposal Approved
DESTROY| 30 days after preparation of

report,

IBM 5081 Card {Accounts Receivable) - Disposal Approved
DESTROY |30 aays after preparation of

reporte

IBM 5081 Card (Passenger Car lfileage) - Disposal Approved

_ DESTROY |30 days after preparatiocn of

report,
Fuiw 17135 Car Accounting Statistics
Card) - Disposal Approved
DESTROY |30 days after preparation of
reporte.
~ Form 1401 (Check Register Card) - Disposal Approved

DESTROY| 30 days after premaration of

reporte

>

Because the primary purpose of these punch card
forms is to preparé reports in tabulated form they
have only temporary value, the periocd of retention
is sufficient to permit re-runs of the tabulated
reports and meet administrative requirements.

-

Electric Accounting Machine Punch Cards: (Payroll)

Qo

Form 1356 (Payroll Distribution Card) -~ Disposal Approved
DESTROY {1 year after yeer in which
prepared,

Form 1357 (Wet Pay and Farnings 1o

Date Card - Blue Siripe) Disposal Approved
DESTROY |2 years afcer payroll audit,

-9
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Control Item
Noe No. Description of Item Action Taken

ce Form 1357 (Net Pay and Earnings to

Date Card - Gray Stripe) Disposal Apnroved
DESTROY 11 year afiexr year in which
prepared.,

d, Form 1486 (Payroll DNeduction lMisc. Disposal Approved
Card) -

DESTROY | 30 days after end of pay period,

e, Form 1358 (Income Tax and Retirement
Deduction Card) - Disposal Approvec
DESTROY [30 days after end of pay period.

These punch cards are retained for a period suffic-
ient to permit reconstruction of payroll distribut-
ions, and of tax, retirement and miscellaneous de-
ductions, They are of temporary value because the
infcrmation has been converted into tabulated form
and is available in the payroll recordse

(290) 26, Priority Ratings DO MRO: ) Disposal Aporoved
DESTROY |

These are records maintained by the Stores Div,
during the controlled priority rating program for
Strategic and Critical liaterials, The program was
discontinues .. ."57 and the value of the records
has ceased to exist,

(396) 27. Ships Manifests and GBL'S: Disposal Approved

DESTROY |

This is reference meterial used by the Seattle
Representative during the period 19L7-1949, its
contents are of no furiner value from a research,
administrative, legal, fiscal, or investigative
standpoint,

28. Reading Tiles: Disposal Approved

DESTROY |1 year after date.

These are copies of outgoing correspondence and
interoffice memoranda, They are uvsed for reference
guides and as finding media, Because they are dup-
licates of the original record which is retained for
appropriately longer periods of time, these files a.e
of short term valus only.

-]Ow
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Control Item

Noo Mo
(207) 29,
(200) 30a
(208)

(188) 31,

Description of Item i Action Talen

TRAIN OPERATION PRCORNS

Dispatcher's Records: Previously approved
for disposal after 3

a. Train Sheets ! years. Job 11~NN-3627,
- dated 1/29/62.

b. Train Order Books - DESTROY [after
5 years, Disposal Approved,

¢, Train Consists and Daily Car Report -
DESTROY pfter 1 year. Disposal Approved-

These are operating records of daily train move-
ments and contain operational data of reference
use to management. The retention period stated
will satisfy all operational requirementse

Accident Reports:

a&s DESTROY original report after 10 years - Disposal Approved.
TRANSFER to FRC 5 years after accident
investigation is closed,

To be deleted from rev
schedule, not kept
separately from 1tem

{ 30a. (Employee 1njury

L. record kept 1in OPF.)'
7 If injury does not result - ﬂigﬁbsiI‘%ﬁj?bveaa
DESTROY |after administrative
need ceases.

b, Safety Derartment Copy:

1. If injury results

¢. DESTROY |all other cupies after 1 year, Disposal ipproved.

These are reports of all types of accidents
occurring on the Railroad. They are retained in
the Operations Dept. long enough to satisfy the
10 year statute of limitations for claims against
the government,

0S Statistical Report: To be deleted from

rev. sched. Earlier
2. BLTAIN master copy. reports disposable

10 years after date.

b, NISPOSE all duplicates after 1 year. Disposal Approved,
This is 2n operational report which reflects the
passenrer end roivrht mileage, mile tonnage and

other ps:tinent ctatistical data necessary to the
economic?l and <iilcient operation of a railroad,

e ) a1-




Control Item .
Ho, Noa Description of Item Action Taken

32. Operational Directive Files.

(193) '
a. Operations Series
PERMANENT. Transfer to FRC when 10 years

old. Offer to Natiomal Archives when 20
years old.
b! All other series — DESTROY when obsolete Disposal Approved.

These are operating and administrative directives
and orders. The | period stated is intended
to insure the retention of a complete set of the
operational series of directives originated by the
Department of Operations.

(195) 33. Report of Passengers Handled:

DESTROY lall copies 6 months after date of
reporte ; Disposal Approved.

This serves as a feeder report to the Operat-
ions statistical report, The informational con-
tent is of transitory value since it i1s contained
in the final statistical reporte

(198) 34. Whittier and Ser~rd iiorming Reports:

DESTROY |all copies 1 year after date of report. Disposal

Approved.,
This is a report of ships in port, number of trains
leaving and tonnage hauled from the Ports of Whittier
and Seward, The informational content of the reportd
is operational in nature and has served its purpose
after the period stated,
(199) 35. Situation Report:
i
NRSTROY | all copies 6 months after date of
reporte Disposal Approved,

This is a report used to transfer instructions on
train movements and trsin orders betueen train dis-
patchers, It informs the next dispatcher on duty

of orders received by the previous dispatcher. The
informational value of the report is short lived due
to its current operational natures

“12w



Description of ftem Action Taken

Conductors' Time and Delay Report:

DESTROYall copies 1 year after date
of report, Nisposal Approved.

The contents of this report are acted on currently.
The report covers all delays and incidents occur-
ring during each conductor's run, The records have
short term value due to the curvent operational
nature of the report,

Telegraphers! Transfer Sheets:

" DESTROY|all copies 6 months after date of
report. Disposal Approved

This is a record of messages sent by each dis-
patcher and is used to notify the Chief Dis-
patcher and the relieving Dispatcher of each message
sent, The purpose of the report has been served
after the period indicated.

Standard Clock Performance:

DESTROY|all copies 1 year after date of
report, Disposal Approved,

This is a repcrt on clock performance at each
station, the info.ma.ionis of short term value
and is used ac = control only. The retention
period staied will satisfy all operational needs.

Locomotive Speed Recordings:
pESTROYX9O days after date of -=cording. Disposal Approved.

These are tape recordings of locomotive speeds by
mile for each run. The information is of short
term value and is used as control only, In case

of accident recording becomes part of case file
covering investigation. The retention period stat-
ed will satisfy all operational requiermentse

RAILROAD AND BUILDING: ENGINEERING, CONSTRUCTION

MATINTENANCE RECORDS

Control Item
No. MNo.
(205) 36.
(209) 37.
(211) 38.
(237) 39.
(262)

40. Original Drawing and Sketch Files.

PERMANENT. Offer to National Archives when no
longer needed for technical reference.

-13-



Control
No.

Item

No, Description of Item Action Taken

These records include field notes, diaries,
profiles, elcvations, specifications and final
drawings of roaduay, buildings, bridges and cul-
vertse They are retained because of their tech-
nical value and because they document the design,
consttuction and maintenance of the Railroad's
physical properties,

(263) Li.

Inspection Feports:

Work Reports - DESTROY 7 years after date
of report. Disposal Approved.-
The content of these reports is acted on currently,

Becavrse they are used for controlling work programs

and structure imporvement their value ceases shortly

after action has been taken, The retention period

statec will satisfy administrative and operational

requirements,

(264)

42, Maintenance of Way and Structures Files;:

a. Bridge and Culvert Files

(265)

L3.

b. Inspection Reports
Houses, Structures
DESTROY when no longer

on Bridges, Section
and Right-of-Way
needed for technical

reference.

These records document the
authorizations, valuations

reports, studies,
and other pertinent

data and correspondence on maintenance of way
and structures on the Railroad.

Engineers! Working Files:

 DESTROY | 2 years after completion of project.

These are departmental working files kept by

maintonanne
eering personnel,

of way, bridge and building and engin-
They are composed of reference

material, engineering data, work assignment, copies

of blueprints, drauvinss, and specificationse

They

constitute duplicative material contained in the

official filea

=1l

Disposal
Approved,


http:blueprin.ts

Control Ttem
Noe No.

44,

(280)

(282) L5
|
{

(225) 46
T ey YT

Description of Item - Action Taken

Working Copies of Blueprints & Maps — Communications:

a. Original copy.
DESTROY 5 years after scrapping, replacement
or other disposal of equipment covered.

b. DESTROY duplicate when obsolete.

These are radio and telephone equipment prints,
maps and circuvit schematics covering the Rajilroad's
Communication Facilities. lhey are retained as
evidence and documentation of the telegraphic and
telephone rights of way and routingse.

Log Books:~Communications: |
_DESTROY | S years after date of last report. Disposal Approved.
These are daily reports of work accomplished and
trouble reports, and record trouble life of equip-
ment and damage to lines. The retention period

will satisfy operational requirements.

OPERATING EQUIPIIENT REPAIR AND MATNTENANCE RECORDS

Drawings, Prints and Tracings:

PERMANENT. Offer to the National Archives when

no longer used for technical reference.

This is original file of drawings, prints and
sketches of shops, equipment and rolling stock.
These records document the structural and tech-
nical layout of shops and the mechanical and
technical features of equipment and rolling stock.
They are a source of technical information and
useful for historical and research purposes.

. -
Apprenticeship Program: \To be deleted from rev.
schedule. Reguired info.
This is the record of the apprenticeship and {found in union agreement:
craft training program conducted in the Motive {(Item la) and in OPF fil¢
Power and Equipment (Mechanical) Dept. They bf individual emplovees..
provide summary documentation of personnel T -
training programs and procedures in the crafts
and trades employed on the Railroad and form

the basis for establishing the rates of pay.
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Control Iten
No. Noa Description of Item - Actior Taken

(231) 48. Car Number Assignment Record (changes):

DESTROY 1 year after date.

These are copies of record documenting the authoriza-
tion and official action taken to convert a piece of
Railroad equipment and as a result change the serial
number and classification of the equipment. The

changes are reflected in Property Accounting Reports,
item lia. {

(232) L9, Car Repair Cards:
'DESTROY| 3 years after date of last repair. Disposal Approved.

This is an operational record used to order re-
pairs and support billings for reimbursement of
repair charges. It is of short term value and is
held long enouvgh 1o satisfy administrative, legal,
fiscal and operational needs,

(233) 50. Car Inspections, IMechanical and Electrical:
DESTROY |all conies 1 year after inspection, Disposal Approved,

This is file of bad order car inspections and

serves as basls for performing nceded repairs,
adjsutments and maintenance., Its value ceases
after repairs ha e een made.

(220) 51. Car and Equipment Maintenance:
(223)
DESTROY |1 year after retirement of equinment. Disposal
Approved,
This is a card record file covering each piece of -
major Railroad equipment, stationary and rolling,
It furnishes maintenance cost, replacement aata
and overall performance. The retention period is
sufficient to satisfy operational and reporting
requirementse

FREIGHT AND PASSENGER TRAVFIC RECORDS

(99,105, 52.  Records Documenting the Ilovement of Revenue Freight:
121,131,
259) 2. DBaggage VUaybills Disposal Approved

b. Interlinz liaybills (Incorang) Disposal Approved

]G
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Control Ttem
NO. NO.
[
‘ .
o
o
‘ "
;
|
I (112)
|
!
s (1) 3.
(208) 54.

Commodity Statistics:

Description of ITtem - Action Taken
¢. Interline Waybills (Outgoing) Dispoc- 1 ..pproved
de Local Waybills Disposal Approved

DESTROY |headquarters copy after 3 years.

NISPOSE duplicate copies 2 years after comp-
letion of delivery,

These documents record the detail of all revenue
shipments handled by the Railroad, dates, descript-

ion, weight, freight charges and how shipped, the
original copy of which is maintained by the Rev-
enue Section, Accounting Division. The retention
period is sufficient to allow for freight claims

and GAO site audite. Peritinent information is re-
corded on a waybill abstract which is part of the
Accountable Officers! accounts and becomes a Gen~
eral Accounting Office record.

e. Waybill (Railroad owned Property) Disposal Approved

" DESTROY lall copies 1 year after comp-
letion of delivery,

This document records the movement of Railrocad

owned equipment and materials. There is no reve-
enue involved, the form is used for accountability
and statistical jurroses only. The period specified
is sufficient to satisfy those requirementss

Auditors'! Corrections:
a. DESTROY Revenue Section copy after 3 yrs. Disposal Approved
b, DESTROY lall other copies alter 2 yrs. -Disposal Approvedo

These are revenue auditors formal notices of cor-
rections to freight and passehger accounts maint-
ained by the freight and passenger agents. They
correct errors and discrepancies found in freight
bill audits. The primary purpose of the notice has
been served after the period indicated with allow-
ances for GAD site audat and administrative require-
ments.

a. Final statistical report.
PERMANENT. Transfer to FRC when
10 years old. Offer to National
Archives when 25 years old.

-17-



Control Ttem
Noe Hoo
(113) 55
(1th) 56,
(11.9) 57.

Description of Item - Action Taken

b, DESTROY work papers and preliminary Disposal Approved,
computations 1 year after date of project,

These are the statistical studies on tonnage by
commedities used as a basis for arriving at equit-

able freight ratese The material is developed from
analysis of waybills. The final statistical report
serves as evidence to justi.fy the rates and class-
ifications established, '

Over Without Billing Notice:

a., DESTROY |Revenue Section copy 3 years Disposal Approved
after action.

b, DESTROY 'duplicate copies 2 years after Disposal Approved.
action.

This form notifies Pevenue Section of the receipt
of freight not covered by a formal waybill, The
primary purpose of the llotice is to establish doc-
umentation for the freight and it has served this
purpose after the period indicated., The retention
period allows for GAO site audit and meets admin-
istrative requirements.

Scale Sheets:

a. DESTROYjZexanue Section copy after 3 yrs. Disposal
Approved,

b, DESTROY |all other copies after 2 yrs. Disposal
Approved,

These are the listings of weighis by car and form
the basis for computing the freighi charges for
merchandise hauled on a tonnage rate, After re-
cording and verifying Sne weights to the waybill,
the listings have no further value., The period
specified is sufficient to allow for GAO site audit
and meets adrinistrative requirementss

age and Storage Reports:

2. _DESTROY Pevenue Section copy 3 years Disposal Appreved
after date of report.

b, DESTROY a]1 othar copies 2 years after Disposal Approvaed
date of reports

el Gem



Control  Item .
HNo, Now Descripticn of Item Action Taken

These reports document the revenue received from
parcel and baggage storage fees, The period spec-
ified is sufficient to allecw for GAO site audit and
meet administrative requirements,

(127) 58. Transportation Tax Report:

DESTROY {Revenue Section copy 1 year after Disposal Approved
date of payment

This is copy of tax payment voucher and is re~
tained for reference only., The record is with

the Schedule of Payments. Retention is sufficient
to serve administrative and fiscal requirements,

(130) 59. Train and Ship Bagpage Reports:

(126)
a. DESTROY Revenue Section copy 1l year after Nisposal
date of report, Approved
b, DESTROY (Claim Agent's copy 1 year after Disposal
date of report, Approved
ce DESTROY [all other copies 9 months after Disposal
date of reporta Approved

This is listing of baggage received and delivered
by each baggageman, Its primary purpose is to
furnish evidence of baggage handling for claim
verification purvos s, The retention period stated
allows for *h~ legal freight and baggage claim fil-
ing pericd of 9 months,

191 . R i
gngg 60. Ticket Inventory and Issue Record:

a. Inventory record book.
DESTROY 5 years after last entry.

b. Ticket receipts.
DESTROY after clearing. Disposal Approved.

These are essentially the inventory accounting
records of ticket stocks.
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Control Item

No. Noe Description of Item ° Action Taken
61. Freight and Passenger Circulars:
(2L1)

(2L2) ‘ a. Master file.
: PERMANENT. Offer to the National

Archives when no longer needed for
reference,
b. DESTROY all other copies as obsoleted, Disposal Approveda.

These instructions document the issuance of spec-
ial and/or one time tariff rates to shippers of
commodities for which published tariffs do no% ex-~
ist, They document and ~stablish the Traffic De-~
partment's operational policies and estabLlish
freight rates,

Tariff Files:

(2L5)
(2u6,2L7) a. Master set.
PERMANENT. Offer to_the National
Archives when no longer needed for
reference.
b. Working copies — DESTROY 5 years Disposal Approved.
after publishing tariff.
¢. Docket files.
PERMANENT. Offer to the National
Archives when no longer needed for ref.
These are the official published freight rates
and passenger fares , establishing the rate
structure throughout the history of the Railroad.
They contain correspondence, results of sta-
tistical surveys, hearings and final published
tariffs. They are valuable because of their
legal, fiscal, historical and research information.
(25L) 63. River Boat Delivery and 0S&D Reports: .

A, ADESTROY]Claim Agent's copy 3 years after Disposal Approved
~date of preparation.

b. »DESTROYiall other copies 2 years after Disposal Aporoved
date of preparation.

These records document the delivery of riverboatl
froizhi. and all overages, shortages and damaged
f reighte They have value for claim verification
purposes and addiiional retention period is pro-
vided to allow for claim processing time.



Control Item .
No. No. Description of Ttem Action Taken

(25%) 64. Reference Material:

a, DESTROY [Claim Agent's copies 18 months Disposal ipproved
after date of final document,

b, DESTROY|duplicates 9 months after date Disposal Approved
of final document,

These records are used to verify steamship arrival
and departure times and to check cargo plans for
claim verification purposes., They have value dur-
ing the legal claim filing period of 9 months onlye.
Additional retention period is provided to allow
for claim processing time,

(257} 65, Local Rail and Boat Files:

(258) 1
DESTROY {18 months after date of final Disposal Approved
document,

These files decument the handling of all local and
interline freight by The ARR, They record 211 over-
ages, shortages and damaged freight, Their primary
purpcase has been served after the legally allow-
able time for filing a freignt claim has expired.
The period stated provides for claim processing
time,

(260) 66, Claim Registers

DESTROY |10 years after date of last entry - Disposal Approved
TRANSFER to FRC after 5 years,

This is tke numerical and aliphabebical register,
register in which is recorded the dates of receipt,
action and date of settlement of alt freight claims
filed, The primary purpose of the register is re-
search and work measurement. The retention pericd
stated will satisfy these requirementsa

(

{100) 67. Alaska Railroad Barge Operationss
DESTROY [3 years after date of last actiona  Disposal Approved,
These are revenue acccunting records covering
shipping transactions by Alaska Railroad contract-

ed barges during a two month pericd in 1548 due
to a West Coast Longshoremen strive, Tie retente

«21-..
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Control Item

No, Noo
(135) 68.
(375) 9.
(3u2) 70.
(3L3) 1.

Description of Item Action Taken

ion period is long enough to satisfy the 10 yr.
statute of limitations covering possible claims
against the government for other than freight
damage since the last action occurred in 1948,
Full documentation of the operation is contained
in the program files.

Ocean Tow and Ocean Van Lines Case Files (Revenue):

DESTROY |8 years afier date of last action- Disposal Approved
TRANSFER to FRC after 3 years,

These files contain correspondence, shipping and
cvllection material covering a one year period
(1953). This operation has been discontinued

and further retention of the records is for possi-
ble claim action. The pericd stated is sufficient
to cover such possibilities within the 10 year
statute of limitations, Full documentation of the
operation is contained in the program files,

Steam Captains' Log (1925—32):\

PERMANENT. Transfer to FRC. Offer
to National Archives when 20 years old.

These are daily logs maintained by ship captains
of the steamer boats hauling freight into the
Yukon Territory. Their retention is justified
due to their historical value.

Mess House Reucrds (au location):
>DESTROYf2 years after date of last actions, Disposal Approved

These records include correspondence, requisit-
ions, mess house inventories, meal :tatements,
registers, cash boolz and remittance advices. They
duplicate the record fxintained in the general off-
ice which are retained for appropriately longer
periods. The retention period stated will satisfy
all administrative, legal, fiscal, investigative
and operational requirements,

Dormitory and Hotel Records (at location):
DESTROYlE years aller date of last actions. Disposal Approved
These records include lodging registers, lJaundry

check sheets, remittance advice, cash bocox, hotel

22



Control Iten
Noo No.
(377) 72,
(362) 73w
(3Lb) The
(3L5) 75
(3L5, 76,
379)

(373, 77,
372,
381)
(3.8) 78.
(349) 79

Description of Item

registers, reports, registry cards and requisit-
ions. They duplicate the records maintained in
the general office which are retained for appro-
priately longer periods, The retention period
stated will satisfy all administrative, legal,
fiscal, investigative and operational require-
menise

PASSENGER AND FREIGHT AGENTS! RECORDS

Yonthly Reports - Passenger and Freight Agent
(Bzlance Sheets):

DESTROY |3 years after filing.report.
Cash Book:

DESTROY 5 years after last entry,
Yard Checks:

DESTROY 1 year after date of last yearly
U’!‘leCko

Daily Car Record:

DESTROY [ year after date of last yearly
check.

Dead Head ana Raxar. ad Property Waybills:

DESTROY [l year oiter date of last yearly
waybili.

Local, Interiine and Baggage Waybills (Incoming
and Outgoing), Station and Cashier's Copy:

DESTROY 2 years after date of las3 yearly
waybill,

{
Registered Package Waybills:

_DESTROY |1 year after date of last yearly
waybill,

Waybill Register (Pro Book):

. DESTROY |5 years after date of last entrye

23w

Action Taken

Disposal Approved

Disposal Approved

Disposal Approved

Disposal hApproved

Disposal Approved

Disposal Approved

Disposal Approved

Dispeosal Approved
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Control Iten
NOo ¥oa
(350) 80,
(351) 81,
(352) 824
(353) 83.
(354) 8.
(361) 85,
(363) 86,
(365) 87.
(367) 88.
(368) 89.
(369) 90,

Description of Item

Standard Clock Register:
DESTROY|(Prepare in ovriginal only)

General Correspondence:

DESTROY!all but essential items after 1 yr.

Car Repalr Records:

DESTROY (1 year after date of last yearly
repair,

Freight Checking and Tracing Records:

_DESTROY [1 year after date of last yearly
tracer,

Wheel Reports:
DESTROY [30 days after date of reporte
Pemurrage Fecords:

DESTROY |3 years after date of last yearly
reporte

River Boat Loading Records:

DESTROY[B\yasws after date of last yearly
entry.

IBM Revenue Listings:

DESTROY 1 year after date of report
Train Registers:

DES?ROY]B years after last entry.
InCOmingiand Outgoing Messages:

DESTROY |6 months after transmission datc.
0S&D Reports:

DESTROY 1§ months after dsts of report,

w2l

Action

Taken

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Approved

Lprroved

Approved

Approved

. Approved

Approved

Approved

Approvead

Approved

Approved

Approved



Control ltem
No. Noe
(370) 91,
(3711) 92,
(376)  93.
(378) Sk
(380) 95,
(382) ;6.
(383) 9.

Description of Item

Scale Ticket and Weight Slips:

DESTROY |18 months after date of last yearly
weight slip.

Waybill Abstracts:

DESTROY |3 years after date of last yearly
abstract.

Wagon Slip Deliveries:

DESTROY |1 year after date of last yearly
delivery,

Daily and ifonthly Reports of Ticket Sales:

DESTROY |2 years after date of last yearly
report,

Government Bills of Lading:

DESTROY 2 years after date of last yearly
document,

Switch Lists:

DESTROY |2 years after date of last yearly
document,

Train Orders:

DESTROY](S months after date,

These records shoun in items 72 thrccogh 97 are

Action Taken

Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved

maintained. by the Station Agents at various locat-
ions. They are the record of the daily operations

and business transactions covering passenger and

freight services furnished to the general offices

and their retention for the pericds indicated will
satisfy all adminisbtrative, legal, fiscal, invest-
igative and operationul requiremeats, since the Gen-
eral Office copies are held for appropriately longer

periods,

Note: flumbers in parentheses indicate records in-

venlory conbtrol sheets for ARR use,



APPRATISAL REPCRT

Bisposal Job Nos IT~NNA-1911

Approved:

Items 1b, 2b, and ¢, 5b, 8b, 12b, 13b, 1hd, 28, 31b, Lhlb, 61b and 62b
because (1) the original forms, reports and correspondence (item 28) or record
copies of them will be retained permanently by the Alaska Railroad or for
periods of time deemed adequate to protect all Agency interests; and (2) the
duplicate copies proposed for disposal will possess no further administrative,
informational, reference or other values sufficient to warrant their continued
preservation after the expiration of the specified retention periods,

Items 3, 11, 1hb, 15a and b, 19, 21, 22, 29b, and c, 30a, b(2) and ¢, 32b,
33 -39, L1, L3, L5, L9-51, 52e, 70-97 because (1) it has been determined by the
Agency that these routine operating, housekeeping and minor administrative re-
cords will have served all reference, statistical, fiscal and management needs
of the Railroad within the specified retention periods for the reasons outlined
by the Agency in the schedule, an appraisal with which we concur; (2) the re-
cords appear to possess no administrative value for other Government agencies;
and (3) they clearly have no historical or other research values sufficient to
warrant their continued preservation after Agency needs have been served,

Ttems La, b, d(1), e and f because the retention periods specified for
these report of investigation files and related papers are adequate to satisfy
all administrative, fiscal and legal requirements of the Governmers, particuvlerly
since (1) the records in question do not reflect actions tzken subsequent to the
investigation or the final disposition of the case; and (2) the fingerprint card
file (item Le) and all ¥BI kick back sheets interfiled with the fingsrprini cards
(item Ld(2) will be retained by the Agency., The records propcsed for disposa
clearly pesssss no histoiicil o, olher research values sufficient to justify
their preservation after Agency requirements have been satisfied,

Ttems 16, 17, 52a=~d, 53a and b, 56a and b, 57a and b, 58, 5%a~c, 60b,
63a and b, 6La and b, and 65-68 because these routine fiscal and accouating
documents will be retained for periods of time that are entirely adequate to
serve all administrative, control and internal audit purposes of the Agency, to
protect the interests of the Government in connection with possible claims, and
to satisfy General Accounting Office auditing requirements. Documentation of
the barge and ocean tow operations described in items 67 and 68, which may be
of potential research significance, is contained in retained program files of
the Railroad, '

s
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Items 18, 20, 26 znd 27 because these routine administrative and
control racords (most of which are no lorger maintained) have served the temp-
orary rcference, lepal and management purposes for which they were created and
do not possess any historical, research or other values sufficient %o warrant
their continued preservation, All information of possible long-range admin-
istrative and reference utility contained in these records (items 18 and 23)
is duplicated in other recdords of the Agency which will be retained for appro-
priately longer periods of time.

Items 2La-e, 25a~e and 5Lb because these records, which consist of work
papers and preliminary computations, utilized in the preparation of certain
tabular and statistical reports, will have exhausted their temporary admin-
istrative, fiscal and reference values within the specified retention per-
iods and will then possess no historical or other research significance suffi-
cient to warrant their continued preservation. '

Disapproved:

Items la, 2a, he and Ld(2), 5a, 6, 7, 8a, 9, 10, 12a, 13a, 1lha, and c,
29a, 30b(1), 3la, 32a, LO, L2a and b, Lha, L6-48, Sha, 60a, 6la, 62a and c,
and 69 because the records coverad by these items have not been proposed for
disposal by the Agencye

Appraised by: /s/ Jane F., Smith 1-11-56

Approved for the Lvchivist: /s/ Oliver W. Holmes 1-11-56
Chief Arcnaivist
Natural Resources Records Branch
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ADDENDUM 70 ARR COMPREHENSIVE RECORDS SCHEDULE

Control Item
Mo. No. Description of Item Action Taken

BRANCH OF ACCOUNTING -~ IBM Section (Job# NN-164-61)

98. Electric Accounting Machine Punch Cards:
(399) a. Expenditure Ledger and Summary Cards
ARR Form 1847 - Retain for current
year. DESTROY |after close of each Disposal Approved

fiscal year.

(400) b. Automotive Vehicle Expense Cards
ARR Fcrm 1847 and IBM 5081 - Retain
for current year. DESTROYiafter close Disposal Approved
of each fiscal year.

(401) c. Material Control Card - ARR Form 1923
DESTROY .1 year after preparation of Disposal Approvad
reports.

(402) d. Freight Revenue and Commodity Statistic
Card, ARR Form 1770 - Retain for
current year. DESTROY lafter close of Disposal Approved
each fiscal year.

(403) e. IBM Punched Cards Replaced by Updated

Cards — DESTROY B0 days after cards Dispcsal Approved.
are replaced.

Because the primary purpose of these puunch

card forms is to prepare reports in tabulated

forms, they have only temporary value. The

period of retention is sufficient to permit re-

runs of the tabulated reports and to meet

administrative requirements.

ALASKA RAILROAD SEATTLE OFFICE (Job # NN-164-139)

(404) 99.  Form ARR 1822 - Van, Unit Rail Box, Thermo-King
Unit Inspection Report

DESTROY lafter 10~year retention period. Disposal Approved
Transfer to FRC after 5 years.

This form notes damage to the units as they pass
over Seward Dock. Copies furpnished Seattle
Office bear notations as to repairs and are used
as reference and evidence in event of claims.
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Control
No.

JTtem
No.

Description of Item

(405)

(406)

100.

101.

The retention period is sufficient to satisfy
the 10~-year statute of limitations for claims
against the Government.

Invoices and work orders covering repair to
Unit Rail Boxes and Thermo-King Units

DESTROY |after 10-year retention period.
Transfer to FRC periodically.

" These documents represent the only complete

file covering work performed on Unit Rail
Boxes and Thermo-King Units. The retention
period is sufficient to satisfy the 10-vear
statute of limitations for claims against
the Government.

Form ARR 1896 - Report of Loaded Unit Rail Boxes

MAINTAIN one year plus current year. DESTROY
annually thereafter.

This form is prepared by the Seattle Office,
abstracting the number of Unit Rail Boxes and
cargo weights handled by connecting water
carriers. _Retention period will satisiy ad-
ministrative requirements.

29

Action Taken

Disposal Approved

Disposal Approved



APPRAISAL REPORT
Disposal Job No. NC-322-T6-1

Approved for Disposal:

Items 2a & b,4e, ba2, 5a & b, 6, 8a & b, 9, 12a, 13a, 1lka & c,

30bl, 3la, 42a & b, bha, b7, 48, 60a, 103, 104, and 108. These
items for which disposition authority is requested are disposable
because they do not have sufficient value for purposes of historical
or other research, functional documentation, or the protection of
individual rights to warrant permanent retention by the Federal
Government.

Approved for Permanent Retention:

Items la, T, 10, 32a, 40, 46, 5ka, 61a, 62a & c, 69, 102a & b, 105,
106, 107a & b. These items identify substantive records of The
Aleska Railroad that have been appraised by the National Archives
and Records Service as having archival value in that they document
The Alaska Railroad's organization, functions and accomplishments.
The Alaska Railroad will offer these permanent items for transfer

to the Federal Archives and Records Center, Archives Branch, Seattle,

Washington at the times indicated in ?sehed%le.

<
Appraiser: }Z @ é /LT@C_ 5/3/7é

R. C. TAGGE Date

)
W
Approval Recommended: >~ N ;5% 417_ é
e

THOMAS W. WADLOW
Director
Records Disposition Division

Approval Recommended: %{ 7 ' 3-4-7L
JANE F. SMITH Date
Director

Civil Archives Division

Approval Recommended: M«# .7/0/7‘

CHARLES E. SOUTH Date
Regional Coordinator, NARS




October 1, 1975

Mrs. A. Louise Bremmer

U.S. Department of Transportation : .
The Alaska Rallroad

P.0. Box T-2111

Anchorage, AKX .99510

Dear Mrs. Bremner:

Thank you for the additional information you provided concerning
the records control schedule (NC-322-76-1) that you recently
submitted to National Archives and Records Service for spproval.
In 1light of this information we have reviewed the SF 115 and
have mede seversl chenges in the items. Our revisions and
comments are attached for your consideration.

Do not hesitate to call if you have any questions regarding either
the schedule or our comments. Mr. Tagge (202-376-8802) will be
availsble to help you. Please send your revised SF 115 to the
National Archives and Records Service, Records Disposition Division,
Weshington, DC 20408, Attn: R. C. Tagge.

Your cooperation is greaﬁly appreclated.
Sincerely, :
ARMELITA S. RYAN ///
Acting Director
Records Disposition Division

Enclosure

OFFICIAL FILE:NC/

DAY FILE:NC

mmo 11/75



DEPARTMENT OF TRANSPOK .ATION
FEDERAL RAILROAD ADMINISTRATION

THE ALASKA RAILROAD
Pouch 7-2111
Anchorage, Alaska 99510

December 24, 1975

Ms. Carmelita S. Ryan

Acting Director

Records Disposition Division
National Archives & Records Service
Washington, D. C. 20408

Dear Ms. Ryan:

In accordance with your letter of October 1, 1975, and the attached
memo on "Records Disposal Job NC-322-76-1", our revised SF 115 is
enclosed incorporating most of your recommendations. Exceptions are:

103 Locomotive Cab Cards and

104 Work Reports on Railroad Equipment: Our legal counsel advises that
these records must be retained as possible evidence in the event of
claims against the Railroad where condition of equipment could be a
factor. Therefore, the retention period we now recommend is six years
rather than two years.

106 Monthly Financial Statements: We do not concur that this series
should be destroyed when 10 years old since the Summary Statement of
Operations (item 105) is inadequate to serve as the only financial
history of the Railroad to be preserved.

Item 8, Land Files, has been rewritten in line with the telephone conver-
sation between Mr. Tagge of your office and our Real Estate Officer,
M. W. Akers, on November 26.

Item 13a, Fiscal Accounting Reports, Original Copies: Instead of trans-
ferring to FRC when 5 years old, subject to destruction when 10 years
old, we propose to retain on Railroad property and destroy after 10 years
since available storage space will permit us to do so.

We have added two items to the schedule, #107, Records of the General
Manager, and #108, External Reports. At present the latter consist of

35 annual reports, 11 semi-annual, 14 quarterly, and 14 monthly -- copies
of which are maintained in Headquarters files (office of the General
Manager). The numbers are subject to change to meet varying requirements
of Federal and State agencies.

Sincerely,

A. Louise Bremner (Mrs.)
Encl. (in quad.) Administrative Assistant
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Disposal Job No. NC-322-76-1

On June 27, 1975, the Alaska Railroad(4RR) submitted a records disposal
request to NCD in compliance with GSA/FPMR B-49 which requires agencies
to submit an SF115 covering those items designated as "Retain",'"Disposal
not Authorized","Do not Destroy", etc., that were so listed in schedules
approved by NARS before May 14, 1973.

The June schedule was initially reviewed by NCD in August. During Sep-
tember it was discussed at meetings with NNF staff members, NNPP, NNS,
and DOT(Mr. Anderson, former liaison officer for ARR in the Washington
office). Deficiencies noted in the scheduled items at the foregoing
meetings were listed in a letter from NCD to ARR on 1 October 1975 to-
gether with recommended disposition instructions as generally agreed to
at those meetings.

The attached revised schedule, dated 12/24/75, represents ARR's response
to the October NCD letter and contains disposition instructions essentially
as those recommended.

The items to be considered in this request are the 31 not submitted for
approval in Job No. II-NNA-1911 (see page 27) and several additions for a
total of 42. Revised items are underscored. Where possible, dates and the
accumulated volume of records were obtained from ARR and are so listed.

The mission and functions of the Alaska Railroad are specified in Federal
Railway Administration Order FRA 1100.23, April 8, 1975 as follows:

MISSION. To provide transportation to stimulate settlement and the industrial
and agricultural development of the State of Alaska and serve the national
defense.

FUNCTIONS.

a. Operates the Alaska Railroad to provide transportation of persons and
property over a rail line extending from Seward and Whittier through
Anchorage to Pairbanks, including branch lines to Eielson Air Force
Base and to the Natanuska and Suntrana coal fields.

b. Provides transportation for the mails and for other Govermmental and
public purposes.

c. Provides transportation support to the military.

d. Establishes and maintains auxiliary services to the Railroad for(1) tel-
ephone and telegraph lines, (2) docks and wharves, and (3) river boats on
the Yukon river and its tributaries, through a leasing arrangement with a
private tug and barge line.

The organization of the ARR is shown on the next page.
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OFFICE OF THE CENERAL MANACER

Directs the activities of the Railroad
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Performs contract activities
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OPERATIONS DIVISION
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Internal auditing
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SCHEDULED ITEMS

Item 1a. The Alaska Railroad has dealt with trade union representatives

on the basis of negotiated and signed labor agreements for a period of more
than 53 years. The record copy of such wage scale and union agreements should
therefore be permanent since they contain evidence of labor policies by the
railroad. Volume is about 3 cubic feet.

Ttems 2a & b. The working file copy of authority for expenditures is of
temporary value kept for 10 years solely to meet fiscal, legal, referfice
and administrative requirements; all other copies are destroyed when 1 yr old.

A

Item 4c Concur in the transfer of the fingerprint card file to the official
personnel file(OPF) where disposition is in accordance with the provisions of
the Civil Service Commission's Federal Personnel Manual.

Item 4d 2. Concur in the filing of FBI kickback sheets-all others, with item
4a where disposal is authorized.

Items 5a & b. The Department of Labor requires the retention of employee
compensation records for 65 years. Since such records of the ARR through
1/1/47 were not sent to that Department they should be transferred to a FRC
where their destrfiction will be accomplished accordingly. Subsequent to
1/1/47, the Labor Department has received a copy of these records and those
kept by the ARR for 3 years after separation of employee satisfies adminis-
trative needs. These records are now filed in the employee's official per-
sonnel folder where their disposition is authorized.

Item 6. The general ledger records have temporary value only and their re-
tention for 10 years satisfies all legal, fiscal and administrative needs.

Item 7. These are the originals of the Alaska Engineering Commission records
1910-1923 and should be permanent because of the evidential value they possess
concerning the policy, prpcedure and operations of the Commission. They were
transferred to the Seattle FRC about a year ago.

Items 8a & b. The retention by the ARR of the land ownership and land lease
files for the long duration specified in the schedule has been determined as
necessary for administrative purposes by that agency. Original copies of these
reco:ds may be found in the Department of Interior, Bureau of Land Management.

Item 9. These are temporary files of tort claims that are destroyed after all
legal and administrative requirements have been fulfilled.



Jtem 10. This is an original set of the Alaska News that should be a
permanent item because it possesses research and evidential value con-
cerning early persomnel relations, activities and accomplishmemts of
the ARR. Volume is less than one file drawer.

Jtems 12a, 13a, 14a & c. These are fiscal records whose destruction when
10 years o0ld satisfies GAO requirements.

Item 29a. Including this item in the revised schedule was an administrative
oversight since its destruction was already approved in schedule II-NN-3627,
1/29/62.

Item 30bl. Concur in deletion of this item and its retention in the employee's
official personnel folder where disposition is authorized

IJtem 37a. Concur in deletion of this item since these statistical reports
are no longer made by ARR.

Jtem 32a. This is a complete set of directives issued by the Operations
Division that should be permanent since they document the major operations
of the ARR., Accumulated volume is small.,

Item 40. These original drawing and sketch files should be permanent because
they document in cartographic form the design, construction and maintenance of
the ARR properties since its beginning.

Items 42a & b. These temporary files are separate from those in item 40 and
are used for technical reference only by ARR.

Item 4L4a. These are temporary communication blueprints and maps of ARR's
radio and telephone circuitry. They possess technical value only and are
replaced as new technological advances in communications are adopted.

Item 46. These original drawings, prints and tracings should be permanent
because of their unique value that documents the shops, equipment and rolling
stock peculiar to ARR operations. According to the agency the accumulated
volume is not very much.

Item 47. Concur in the action to delete this item from the schedule since
this information is retained both in item 1a and in the employees official
persomnel folder.



Ttem 48. Car number assignment records are temporary records of short
duration administrative usefulness.

Item 54a. The ARR commodity statistical records should be permanent because
they contain figures showing the unique tonnage of commodities carried by that
line. These statistisa are not available in the ICC or any other agency. Volume
is reported as not large.

Item 60a. Housekeeping records of temporary value only.

Item 6la. These are original freight and passenger circulars issued approx-
imately 2 to 4 times each year. They should be permanent because they contain
information concerning ARR's tariff operationally policy. Item 62 does not
include this information. Volume is reported to be small.

Items 62a & c. These tariff and docket files should be permanent because of
the legal, fiscal and research value they contain that establishes the rate
structure throughout the history of the railroad. Volume is reported to be
moderate,

Item 69. These steam Captains! logs should be permanent because of the unique
economic and seasonal information they contain concerning steamer boat freight
hauling into the Yukon territory. They do not include routine matters such as
gauge readings or who stood watch. These logs have already been sent to the
Seattle FRC. Volume is reported to be small.

Ttems 102a & b. These items should be permanent because they are official
publications of the ARR. Their wvolume is very small.

Items 103 & 104. These are housekeeping records of temporary value only and
their retention for 6 years is sufficient for legal and administrative needs.

Item 105, These summary statements of operations should be permanent because
of their evidential and research value of economic conditions of the ARR. The
volume is about 14 cubic feet.

Ttem 106. Initially NCD recommended that these monthly financial statements
be destroyed when 10 years old or when no longer needed for reference. This
judgment was based upon the assumption that the information contained therein
was reflected in the summary of financial activities in item 105. However, ARR
did not concur in this view indicating that the summary record was inadequate to
serve as the only evidence of the railroad's financial history and in consequence
permanent retention of the monthly financisl statements was recommended. Since
these records are not available for examination and since their wvolume is reported
to be relatively small the agency's recommendation is accepted. If necessary, a
more precise appraisal of these records may be made when received hy the Seattle
FRC

-5 =



Items 107 a & b. The General Manager of the ARR is charged with the overall
management responsibility for that railroad. His correspondence and admin-
istrative publication master files should therefore be permanent since they
contain evidential value pertaining to that railroad's policies, functions
and programs. This information is not duplicated elsewhere in the schedule
and its volume is small.

Item 108. These temporary value records are kept for 10 years to satisfy
administrative needs.

There are no accessioned RG322 holdings in the NARS building; however, the
Seattle FRC holdings total 973 cubic feet. Seattle appears to be the proper
location for both the temporary and permanent storage of Alaska Railroad
records so as to facilitate their accessibility to persons in that region
where most of the requests for their use will probably be made.

(/ff?;;;;;;jpd approval of the revised ARR schedule in accordance with the
foregeing.

R C TAGGE
Records Disposition Division

Encl.
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LEAVE BLANK

REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

DATE RECEIVED
JUL 1 1975

(See Instructions on Reverse)

TO GENERAL SERVICES ADMINISTRATION N

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

c-322-76-1 |4

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)

posal request, including

Department of Transportation, Fed. RR Administration
2. MAJOR SUBDIVISION

THE ALASKA RAILROAD Pouch 7-2111,Anchorage, AK 99510

drawn’’ 1n column 10

3. MINOR SUBDIVISION
Headquarters

4 NAME OF PERSON WITH WHOM TO CONFER
A. Louise Bremmer,

5. TEL EXT.
(9075265-2690

Adminis. Assig.

In accordance with the provisions of 44 U S C 3303a the dis-

ttems that may be stamped °‘‘disposal not approved'’ or ‘‘with-

a4

ts, 1s approved except for

6. CERTIFICATE OF AGENCY REPRESENTATIVE

(Date)

Archivist of the United States

t hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposal 1n this Request of

June 27, 1975

Date

page(s) are not now needed for the business of this agency or will not be needed after the retention periods speciied + attachment. (in quad .

General Manager

cy Representative)

(Title)

9,
ITEM NO (Wg-ugsf Bates or Retention Peniods) SAMPLE R ACTION TAKEN
Stpplement to the ALASKA RAILROAD COMPREHENSIVE RECORDS gﬁ?E: hedul 1
SCHBDULE approved by your office on January 11, 1956, 1S icbi be was nof
job nNwmber II-NNA-1911, to comply with records scheduling acc;g_at © .igausg 2
requirements of GSA Bulletin FPMR B-49: contLLels wWith exist-
ing records dispos-~
CHANGES ition rules. NCD
A copy of subject schedule is attached with pécommended :eg:dilzeizaiggd'n
changes, underscored, for all items previo ly stating Ogt 75 ARR seni
"Disposal Not Approved) (i.e. items not pfeviously pro- L a
posed for disposal)\ specifically la, 24 4c, 4d(2), 5a, 6,
7, 8a, 9, 10, 12a, 1%a, lé4a, l4c, 2934 30b(1l), 3la, 32a,
40, 42a, 42b, 44a, 46,\47, 48, 54a,/60a, 6la, 62a, 62c, 69) .
ADDIN'TON
102. | The Railbelt Reporter and THeRailbelt
(Control
407) a. Railbelt Reporter plaster fil
Transfer to FRC After 10 years Offer to Archives
after 25 years
This is magter file of the printed pyblication which
served ag’ the official employee news gan from
June 1949 through June 1972.
b. Rajdbelt master file
ansfer to FRC after 10 years. Offer to Arckives
when 25 years old.
This is master file of in-house publication servin
115-106 gsoffictalemployee rews organ begimming July 19725 gTAnDARD FORM 115

Revised January 1973

Prescribed by General Services
Admimistration

FPMR (41 CFR) 101-114



Standard Form No. 1168 - .
Promulgated 9-149 by ' "

General Services Administration
‘The National Archives

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

. Job Na

2

of 2 pages

Page

7.
ITEM NO

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

9

SAMPLE OR
JOB NO

10
ACTION TAKEN

103.

(Contro
408)

104.

(Controll
409)

105.

(Control
410)

106.

i

Locomotive Cab Cards:
DISPOSE two years from date.

These cards are kept in the locomotives, and monthly
inspections are made and posted thereon. The originals
are forwarded to the Federal Railroad Administration,
Department of Transportation, Washington, D.C., at

six month intervals, covering January through June and
July through December. Retention period for copies kept
by the Alaska Railroad will satisfy administrative
requirements.

Work Reports on Railroad Equipment:
DISPOSE two yeafs after date of report.

These reports consist of varied Alaska Railroad forms
and cover work performed in the various shops of the
Motive Power and Equipment (Mechanical) Branch on all
types of railroad equipment. The reports are kept in
the shops where the work is done. Retention period
is sufficient to satisfy any administrative needs.

Summary Statement of Operations:

Transfer
Archives

to FRC 10 years after date of report; to
20 years after date of report.

This serves in lieu of an annual report and is issued
after close of each fiscal year. Consists of three
parts: Statement of Assets & Liabilities, Summary
Statement of Income & Expense, Summary Statement of
Operations. Retained for historical and research
purposes as summary of financial activities and economic
condition of railroad.

Monthly Financial Statement:

Transfer by fiscal years to FRC 10 years after close
of FY; to Archives 20 years after close of FY.

This monthly report contains st. of assets & liabilities
Accts receivable and payable, retained earnings, com-
parative summary st. of revenue & expense, comparative
statements of operating revenue, nonoperating EXEEREE
income, operating expenses, nonoperating expense. Per-
manent retention recommended as record of financial

sa 4
117T0dU.
activitie ;osrcgp (e)l, !nclusg' g original, to be submitted to the National Axchives

16—59428-1

aPo



Control Iten
os No.o

(39) 1.

(226) 2.
(267)
(59) 3o
(319)

APPFUOTA TIT
ALASKA PAILROAD
COMPREHENSIVE RECOTHS SCHTNLE

R

Nescription of Tlem Action Taken

PROGRAIT AlID ADTIHISTRATIVE TAUACEIERIT RECORDS:

Wage Schedules and Union Agrecumentss

aec RETAIN headquariers record copies in- Transfer to the
definitely. TRANSIER to FRC 5§ years - Archives after 10
after expitation of contractse additional years.

be DISPOSE of duplicates af'ter contract Dispcoal Approved
expiration.

Original file of wage schedules and working
agreements with the sevreral craft and trade

unions, Americun Federation of Labor, These

files are correspondence, minutes, studies and
signed agreemenis sctting {orth wage rates and
specifying werking agreements for all Alaska
Failroad erployees, These files are retained

as evadence cf the personnel managctent and pay
policies of The Alaska Railroad. ‘ih«< headquarters
record copies are maintained by the Personnel Depts

Auvthority for Expenditurcs (AFE'S)

a. ROTAIN original indefinitely - TRANSFER Transfer to the
r Archives after 15

R S 1' f 'CG
to FRC 5 years after completion of proje additional years.

b, DISPOSE'duplicate JFS12~20-55 copy of Dispusat Approved
requesticn depavtment 10 years after )
completicn of project.

Thece are authorities for expcnditure of funds
involving capital invectmeal to perforn maint-
enance, construction and special projects, and

to retire equaipment and structures., The retent-
ion of the oripginal copy justifies dispocal of all
duplicate ccpics after onc year with the exception
of interected department where copy is retained as
working file for future projectsa

Back Overtime Records: Disposal Approved

DISICEE 5 years after claims have been paid -
TRANSFLR to FRC 2 years after ccitlement,
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Control Item

e e e—n vl

Noe No.
(17,19, L. .
20,21,

22)

Description of Item . Action Taken

These are records accumulated by the Personnel

Dept. in the computation and filing of back over-

time pay claims. These records are correspondence,

time and attendance redords and tabulations of hours
worked by ARR employees during the years 1934-19LS,
Because of the 4O hour work week laws, these employees
are claiming back overtime pay for all hours worked

over L0 in each week. The retention period is sufficient
to satisfy Fiscal Audit purposes after payment of the
claim,

Report of Investigation Files:

as DNISFOSE original investigative case files Disposal Approvec
10 years after closing of case - TRANSIER
to FRC after 5 yearsa.

be DNILFOSE copies retained by Special Agent  Disposal Apwroved
after 5 years,

Investigative records not part of the case file
include:

co Fingerprint card file - RETAIN To be deleted from rev.
schedule. Discontinued.

(Employee prints become

de Federal Bureau of Investigation part of OPF.)
Kickback Sheets -

1. Copies not interfiled with finger Disposal Approved
print cards, DNispose wihen admin-
istrative need ceases,

File w/investigative case

2. All others - RETAIN files (ltem 4.a:)

e. Special Agents! Reports - NISPOSE 18 Disposal Approved
‘months after completion of assignment,

f. 03&D Reports - DISPOSE AFTER 6 months. Disposal Approved

These records inclubﬁ\all reports made by the
Special Agents relative accident cases and in-
cidents concerned with the protection of hkail-
road property and merchandise in the custody of

of the Railroad. These [iles are purely invest-
ipative, do not contain subsequent actions or
final dispostion of cacce Original Special Agents
leport and case file is forwarded to Railroad

-l



Control Item
No. No, Description of Item . Action Talen

Counsel and General l'anaper, where criminal or
civil action 15 started. The case is rctained
for 10 years in the headquarters file which is
adequate and justufiecs the disposal of duplica-
tive material after 5 years. T[he indicated re-
tention periods are sufficiently long to satisfy
any administrative, lepgal, fiscal and investigat-
ive values to the government,

{31L) Se Employee Compsensation Records:
a, RETAIN original compensation foldere Dispose 60 years

paid by the Railroad - (indefinitely) - after payment of claim
TRANSTER to FRC 5 years after payment (to_agree w/Bur. of

of claim, Employees Comp. schedul
b. DISPOSE of copies sent to Nepte. of Disposal Approved

Labor 3 years after separation of

employeee

These are records of employee injuries and sub-
sequent claim for compensation maintained by the
Safety Office. They contafn correspondence and
accident report forms. The original compensation
cases paid ty the ARR have continuing value. In-
definite retention is justified because a record
of these claims was not filed with the Dept. of
Labor, Bureau of Employee Compensation. Disposal
of the duplicates 3 years after separavion of the
employee is justified because the original record
is on file with the Dept. cf Labor,

(176) 6. General Ledgers:

RETAIN indefinitely - TRANSFER to FRC after Iransfer to FRC after
10 years. 5 years. Dispose
after 10 addtl. years.
These are the centralized fiscal records summariz-
ing the financial tronsactions of The AFRe  The
retention as a permanent record as justificd on
the premise that Lhey have hastorical and rescarch
values not present in other documents.

(322,324, 7. aAlaska Engineering Comnission Records: Included in 1nventory
33h;3bl) ) of records currently
RUTAIN indefinitely - TPAIISTER to FRC being offered to

Regional Archives, FRC,
These arc corrospondence, rcports, press releases, Seattle, Washington.
newspaper articles and engincering records of the

-3-
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Control 1Item
No. Noe Description of Item Action Taken

Alaska En~ineering Ccmmission, the predecessor
organization to The ARR. Their indefinite re-~
tention is justified on the premise that they
contain material of historical value that document
the procedure, policy and operations of the Ccmm-
ission., These records are stored in the Anchor-
age Station basement,

(12) 8.a. (1) Land ownership files: Retain on site. If disposed
of thru sale or release, transfer records to FRC 15 vyears
thereafter; to Archives 25 years after disposal.

(2) Leases of ARR land to others: Transfer records to
FRC 10 years dfter expiration; to Archives 20 years after
expiration.

ALLT OO QLo d L \AU\JLAIIIULLU‘LLAE ulic W Ulival QQvvCia wa

land for use of the Railroad, the originals of

which are maintained by the Real Estate Niv,

They contain correspondence, rights of way ease-

ments, land plats, releases, deeds and other docu-

ments concerning the acquisition and release of

lands The records are of centinuing value and in-

definite retention is justified on the premise that

they contain material of historical and legal value,

(10) 9. Tort Claim Files:

RPETAIN indefinitely - TRANSFER to FRC 5 years
after close of casee

These are case records of tort claims paid by The
ARR, filed in the Office of Counsel. They consist
of investigations, decisions, correspondence and
voucher copies documenting the settlement and pay-
ments or rejection of federal tort claims,.

(321) 10. Railroad Neus:
a Offer to the

RETAIT aindefinitely -~ TRANSFER to FRC Archives 25 years

after issue date,

This is master file of The ARR News the official
employee publication of The ARR during the period
1916-1920, This file is retained for its research
value and as evidence of early personnel relations,
activities «nd accomplishments of The ARR. These
records are stored in the Anchorage Station base-
ment,

)y
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Control Item

No. Noa
(3,190 11, -
391) '
(68) ARe
(11) 13.

Description of Item - ) Action Taken

Railroad Pass and ieal and/or Lodging Pass Disposal Approved
Files:

DISPOSE 3 years after issue datec,

Records of issuance, loss and cancellation, These
records document the processing of annual and trip
passes for free transportation and meals and/or
lodgiag, on The ARR, requests for free transport-
ation on other railroads, and the loss and cancell-
ation of these passes. The records are retained
for a period sufficient to satisfy administrative
and audit requirements.

Internal Audit Reports:

a. RETAIN originals indefinitely - TRANSFER Dispose after 15
to FRC 5 years after date of audit reportadditional vears.

be. DNIGPOSE copies 5 years after date of Disposal Approved.
audit reporte

These are audit papers and rorrespondence relative
to the internal functions and operations of the
railroad's revenue collections and cash handling
procedures, agent ticket sales, inventories, and
the safe keeping of funds.

Fiscal Accounting Reportss

a. RETAIN original reports — TRANSFER to FRCDispose 10 years
after 5 yearse after date of report.

b. DISPOSE of information copies 1 year DNisposal Approveda
from date of report.

Listing of Reports:

Estimated Revenues and Expenses

Payroll Comparison heporb

Narrative Report

Agent's Uncollecled Balances

Manapement Improvement Program

Force Report

Federal Employccs!' Greup Life Insurance
Analysis cf Freight Tounnage

Balance Sheet

Commissary llesshouse Operations

5~



Control Item ' N
No, No, Description of Item c. Action Taken

e -
, M -

Detail of Rail Line Revenue Freight Traffic

Expenditures & Retirements on Account of AFE'S

Financial Peport

Financial Report - Accounts Receivable, Commercial

Traffic

Financial Repuzt - Accounts Receivable, Other Gov'te

Financial Report ~ linphorage DNisbursements

Financial Report - Purchase Order Obligations

Financial Report - Material Issues & Stores Inventory

Operating Expenses by Primary Accounts

Revenue Freight Ccmmodity Statistics

Record of Train, llotor Car & Locomotive :iiiles

-~ Statement of Rolling Stock & lMiscellaneous Equip. Rec.

. Unadjusted Debits - Covernment Claims

lledical Association - Feport of Income & Expenses

The primary purposes of these reports is to document
the financial condition of the Failroad and the
status of its allotted funds. Copies do not go to
the DNept, of Interior in all cases, therefore, an
indefinite retention period for the original rece—
ports is justified to satisfy research and hist-
orical requirements,

(93) 1. Property Aceounting Reports:
a. Reports eof Jlumber Changes - RETAIN Offer to the Archives
indefinitely - TPANSFER to FRC 5 years after 10 additional
after date of change. years.

b. Reports of Survey - DISPOSE after 5 yrs. Disposal Approved

co All Other Reports - RETAT" indcfinitely - Dispose after 5
TRANSFER to FRC after 5 ycarse addtl. years.

d., DNISPOSE duplicates 1 year after date of Disposal ipproved
i reporte

These records include surveys, trancfers, progress
and completion reports and reldred cquipment and
equipment number chanees reperis maxntained by the
Accounting Nivision, The reports are uscd to re-
cord property accounting informaticn, Retenlion
for the periods indicated will satis{y administ-
rative, fiscal, legal, or investigalave require-
ments.



Control Item

NO. NOO
(317) 15.
(84-2) 16.
(8L=-5% 17.
(33,

58) 18.

Description of Item ’ Action Taken

Fire DNepartment Reports: ..

a, DISPOSE Watchman's Clock Dials after Disposal Approved

3 months,
b. DNISPOSE Activity Report after 3 yrse. Disposal

These reports are maintained by the Safety Depte.
and document the guarding and fire protective act-
ivities of The ARR fire dept. The clock dials re-
cord night watchman's stops at designated stations
by punching a paper dial in his clock, The Clock
dials have a transitory value and their need ceases
to exdist after the period indicated, The activity

‘report has a longer retention value due to the in-

formation content concerning daily activity of fire-
men and fires on ARR Property.

Payment Record Cards:
DISPOSE 6 yrs. after final entry on cards.

These are index and payment record cards maint-
ained by Voucher Section, Accounting Dive list-
ing in alphabetical order payments made to con-
tractors and suppliers, They are cross indexed
to the schedule of payment {ile, The retention
period is sufflcl il to satisfy all administrate
ive, legal, tiscal, and investigative require-
ments of the government,

Individual Bond Records:
DISPOSE 3 years after expiration of coverage,

These are original copies of fidelity and indemn-~ '
ity bonds procured by #RR employees, The file is
maintained in the Voucher Scction and is comprised
of correspondence, applications and copies of appro-
ved bonds, They are retained for a period suffic-
ient to protect the interest of the government and
to satisfy the needs of GAO and internal audit
should a bond claim developa

Annual Betirement Neduction Cards:
DISPOSE
These are records of totalized annual and monthly

retirement deductions. The recor”s are nc longer
manitained and are lpcated in the Personnel Depte

~

Approved

Disposal Approved

Disposal Approved

Disposal Approved
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Control Item

No. Nof
(53) 19.
(62)  20.
(81)  21.
(L9) _ 22,

Description of Item Action Taken

The information contained on the cards is dup-~
.- licated in the individual Retirement Deduction

Card (Form CSC 2806), The retention of a copy
of the Form 2806 justifies disposal of these
card records,

Retirement Record Transmittals: Disposal Approved

DISPOSE 6 months after mailing datee

Because the informational content of these trans-
mittals is not susceptible to official use for any
purpose other than the interided use of recording

the transfer of the Retirement Cards to the Civil
Service Commission by the Personnel Dept., their
value to the Railroad ceases after the period stated.

Employee Identification Cards: Disposal Approved

" DISPOSE uhen administrative need ceasese

These are duplicate copies of The ARR ident-
ification card issued to each employee by the
Personnel Dept, when hired. This copy is used
for sienature verification and further identifi-
cation of employees, The card serves no other
administrative, legal, or fiscal purpose and is
considerec tu ve vi little additional value for
signature varificatiune
Check Nelivery Receipts: Disposal Approved
These are individual and multiple check delivery
receipts recording handling and rereipt of pay-
roll and voucher checks. Retention period stated
will satisfy administrative requirementse
Unclaimed and Undelivered W-2 Formss Disposal Approved

DISPOSE 1 year after close of tax filing dates

{

These are employee copies of W-2 Form (Tax With-
holding Statements) not delivered to employee due
to lack of mailing address or unclaimed. Decause
a copy of this form is furnished the Internal Rev-
enue Dept., the undeliverable copy if held for the
period stated will discharge the Railroad's respon-
sibility to its employeeso

8-



Control Item
No. " Noe NDescription of Item . Action Talen

(136) 23. Electric Accounting Machine Punch Cards = Disposal Approved
-+ (Mfutilated and Damaged)

: DISPOSE

Due to damage, these cards cannot be reproduced

in their present form. The informational content
of the cards consists of one time projects and re-
ports, is of short value and is duplicated in tab-
ulated form. The cards have no further administ-
rative, legal or fiscal value, They are presently
stored in the Safety Building.

(138) 2. Electric Accounting Machine Punch.Cards: (Reports)
(139) .
(iL0) . . a. Form 1356 (Cost Distribution Estimate - Disposal Approved
(1L1) DISPOSE 30 days after preparation of
reporte

b IBM 5081 Card (Accounts Receivable) - Disposal Approved
DISPOSE 30 days after preparation of
report.

ce IBM 5081 Card (Passenger Car Mileage) -~ Disposal Approved
DISPOSE 30 days after preparation of

reporte

de Fuiw L. » ‘Car Accounting Statistics
Card) - Disposal Approved
DISPOSE 30 days after preparation of
report,

e. Form 1101 (Check Register Card) - Disposal Approved
DISPOSE 30 days after prenaration of
reports

Because the primary purpose of these punch card
forms is to prepare reports in tabulated form they
have only temporary value, the period of retention
is sufficient to permit re-runs of the tabuvlated
reports and meet administrative requirements,

(1h2) 25, Electric Accounting Machine Punch Cards: (Payroll)
(137)

.(143) a, Form 1356 (Payroll Distribution Card) - Disposal Approved
(1uk) DISPOSE 1 year after year in which
(145) prepared,

b. Form 1357 (Net Pay and Earnings to
Date Card - Blue Siripe) Pisposal Approved
DISPOSE 2 years after payroll audite

-9



Control Item

No. . No.

(290) 26,

f (396)  27.
|

28.

Description of Item Action Taken

ce Form 1357 (Net Pay and Earnings to

Date Card - Gray Stripe) Disposal Approved
DISPOSE 1 year after year in which
prepared,

d. Form 1486 (Payroll Neduction lMisc. Disposal Approved
Card) - :

DISPOSE 30 days after end of pay period,

e Form 1358 (Income Tax and Retirement
Deduction Card) - Disposal Approvec
DISPOSE 30 days after end of pay period.

These punch cards are retained for a period suffic-
ient to permit reconstruction of payroll distribut-
ions, and of tax, retirement and miscellaneous de-
ductions, They are of temporary value because the
information has been converted into tabulated form
and is available in the payroll recordse

Priority Ratings DO MRO: Disposal Approved
DISPOSE

These are records maintained by the Stores Div,
during the controlled priority rating program for
Strategic and Critical llaterials. The program was
discontinued 1., 1”57 and the value of the records
has ceased to exist.

Ships Manifests and GBL'S: Disposal Approved
DISPOSE

This is reference meterial used by the Seattle
Representative during the period 1947-19L9, its
contents are of no further value from a research,
administrative, legal, fiscal, or investigative
standpoint,

Reading ‘Files: Disposal Approved
DISPOSE 1 year after date.

These are copies of outgoing correspondence and
interoffice memoranda. They are vsed for reference
guides and as finding media, Because they are dup-
licates of the original record which is retained for
appropriately longer periods of time, these files a.e
of short term value only,.



Control Item
Noe Noe Description of Item ‘ Action Taken

TRAIN OPERATION PIICORNS

(207) 29, . Dispatcher's Records: Previously approved
o for disposal after 3
as Train Sheets ~ I'DTAIN permanently years. Job 11-NN-3627,

dated 1/29/62.

b. Train Order Books - DISPOSE after
5 years, Disposal Approvede

c. Train Consists ard Daily Car Report -
DISPOSE after 1 year, Disposal Approved.

These are operating records of daily train move-
ments and contain operational data of reference
use to management. The retention period stated
will satisfy all operational requircments,

(200) 30« Accident Reports:

(208)
a. DNISPOSE original report after 10 years -~ Disposal Approved.
TRANSFER to FRC 5 years after accident
investigation is closed,
To be deleted from rev.
b, Safety Department Copy: schedule, mot kept
.. . separately from item
l. If injury results - RETAIN 30a. (Employee injury
L. record keﬁt in OPF.)’
7 If injury does not result - 15p0 F.xOvEdn
N1SPOSE after administrative
need ceases.
¢. DISPOSE all other copies after 1 year, Disposal Approved.
These are reports of all types of accidents
occurring on the Railroad. They are retained in
the Operations Dept. long enough to satisfy the
10 year slatule of limitations for claims against
the govermment,
(188) 31, 05 Statistical RCpOI‘t: To be deleted from
rev, sched. Earlier
2. FLTAIN master copye. reports disposable

10 years after date.

b, DISPOSE all duplicates after 1 year. Nisposal Approvede

This is an operational report which reflects the
passenrer and {r-irht muleage, mile tonnage ard

other p:vtinint -titistlical data necessary to the
economic2) and citlcient operation of o railroad.

. ) ]



Control Item
No, . Noa Description of Item Action Taken

~Indefinite retenticn 1s justified because the’
report documents the operational efficiency of
the Railroad,

(193) 32. Operational Directive Files:

. . Transfer to FRC 10 years
a. Operations series - RETAIN after date. Offer to

Archives after 10 addtl.

ears.,
be All other series - DISPOSE as obsolete&. Disposal Approved,

These are operating and administrative directives
and orders. The retention period stated is intended
to insure the retention of a conplete set of the
operational series of directives originated by the

~  Department of Operations.

(195) 33. Report of Passengers Handled:

NISPOSE all copies 6 months after date of
reporte Disposal Approveda

This serves as a feeder report to the Operat-
ions statistical report, The informational con-
tent is of transitory value since it is contained
in the final statistical reporte

(198) 34. Whittier and Sernrd irorning Reports:

DISPOCSE ail copies 1 year after date of report., Disposal

Approved,
This is a report of ships in port, number of trains
leaving and tonnage hauled from the Ports of Whittier
and Seward., The informational contcnt of the report
is operational in nature and has served its purpose
after the period stated.
(199) 35. Situation Report:
DISPOSE all copies 6 months after date of
reporte Disposal Approveds

This is a report used to transfer instructions on
train movements and train orders between irain dis-
patchers, It informs the next dispatcher on duty

of orders received by the previous dispatlcher. The
informational value of the report is short lived cdue
to its current operational nature,

N
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Control 1Item
No. o Description of Item Action Taken

1

(205) 36, Conductors' Time and Delay Report:

NISPOSE all copies 1 year after date
of report, Misposal Approved,

The contents of this report are acted on currently,
The report covers all delays and incidents occur-
ring during each conductor's run, The records have
short term value due to the current operational
nature of the report,

(209) 37. Telegraphers! Transfer Sheets:

NISPOSE all copies 6 months after date of
report, Disposal Approved

This is a record of messages sent by each dis-
patcher and is used to notify the Chief Dis-

patcher and the relieving DNispatcher of each message
sent, The purpose of the report has been served
after the period indicated,

(211) 38. Standard Clock Performance:

NISPOSE all copies 1 year after date of
report, Disposal Approved,

This is a repcrt on clock performance at each
station, the i1nfoima ionis of short term value
and is used ac = control only,s The retention
period staied will satisfy all operational needseo

(237) 39. Locomotive Speed Recordings:
DISPOSE 90 days after date of -=cording. Disposal Approved.

These are tape recordirgs of locomotive speeds by
mile for each run. The information is of short
term value and 1s used as control only., In case

of accident recording becomes part of case file
covering investigation. The retention period stat-
ed will satisfy all operational requiermentse

RAJLROAD AND BU'ILDING: ENGTWEERING, CCHETRICTION
VAINTENANCE RECORNG ¢

Retain on ARR property as long

as they are of technical and
continuing usage value, then
of fer to Archives.

(262) LO. Original Prawing and Sketch Files:

RETAIN

~13=


http:curr-ent.Iy

Contirol Item
No. - Noa Description of Item Action Taken

.These records include field notes, diaries,
profiles, elcvaticns, specifications and final
. drawangs of roadway, buildings, brideges and cul-
. verts. lhey are retained because of their tech-
- ~. nical value and because they document the desiga,
constbuction and maintenance of the Railroad's
physical propertiese. )

(263) Ll. Inspection Peports:

Work Teports = DISPOSE 2 years after date
of report. Disposal Approved.-

The content of these reports is acted on currently,.
Becavse they are used for controlling work programs
and structure imporvement their value ceases shortly
after action has been taken., "he retention period
stater will satisfy administrative and operational
requirements,

PPN {

(26L) L2, Maintenance of Way and Structures Files:
Retain on ARR property
a. Bridge and Culvert “iles - RETAIN while they are of
technical and continuin
usage value; eventual
b, Inspection Reports on Bridges, Scctior offer to the Archives.
Houses, Structures and Right-of-Way -
RETAIN

These recordc -document the reports, studies,
authorizaiions, valuations and other pertinent
data and correspondence on maintenance of way
structures on the Railroad, They arec retained
indefinitely to document construction programs
of the Railroad.

(265) L43. Engineers! Working Files:

DISPOSE 2 years after completicn of projecct, Disposal
' Approved,
These are departmental working files kept by
madntonauce of way, bridge and building and engin-~
eering personnel, ‘they are composed of reference
material, enpgineering data, work assignment, copics
of blueprints, drauin:s, and specifications., They
constitute diplicative material contained in the
official file,

-1~
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,‘ Control Item
( g No° NO.
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. Working Copies of Blueprints and lfaps:

Description of Item Action Taken

(Communications) Dispose 10 years after

‘ scrapping, replacement or
other disposal of equip-
ment covered.

Nisposal Approved.

a. RETAIN originals.

be DISPOSE duplicate as obsoleted.

These are radio and telephone equipment prints,
maps and circuvit schematics covering the Railroad's
Communication Facilities., lhey are retained as
evidence and documentation of the telegraphic and
telephone rights of way and routings.

Log Books:

DISPOSE 5 years after date of last report. Disposal Approved.
These are daily reports of work accomplished and

trouble reports, and record trouble life of equip-

ment and damage to lines. The retention period

will satisfy operational requirements,

OPERATING EQUIPMENT REPAIR ANDN MAINTENANCE RLCORDS

Retain on ARR property
while they are of tech-
nical -& continuing usage
value; eventual offer to
the Archives. -

Drawings, Prints and Tracings:

RETAIN

This is original fii€ of drawings, prints and
sketches of chros, equipment and rolling stocka
These recoirds document the structural and tech-
nical layout of shops and the mechanical and tech-
nical features of equipment and rolling stocke.
They are of continuing value as a source of tech-
nical informalion and for historical and research .
purposes.,

To be deleted from rev.

A schedule. Required info.
! found in union agreements

RETAIN ' (Item la) and in OPF file

. of individual employees.
This is the record of the apprenticeship and crﬁTTF"""""‘JL‘JL"“

training program conducted in the llotive Power and
Equipment Department. They are of continuing value
in providing summary documentation of personnel
training programs and procedures in the crafts and
trades employed on the Railroad and form the basis
for establishing the rates of pay.

Apprenticeship Program:

«15-
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Control Itenm
No. * Mo, Description of Item . Action Taken

To be deleted from rev.
schedule. Included
. RETAIN in Item lé4a,

§

(231) LB. .Car Number Assignment Record (Changes):

This record documents the authorization and offi-
cial action taken to convert a picce of Nailroad
equipment and as a resvlt change the serial number
and classification of the equipment. It has con-
tinuing value due to its property accounting, audit
and operational significance,

(232) L9. Car Repair Cards:
DISFOSE 3 years after date of last repair. Disposal Approved.
This is an operational record used to order re-
pairs and support billings for reimbursement of
repair charges, It is of short term value and is
held long enovgh o satisfy administrative, legal,

fiscal and operational needs,

50. Car Inspections, Mechanical and Electrical:

W
~—

NISPOSE all conies 1 year afiler inspection, DNisposal Approved,

This is file of bad order car inspections and

serves as basas for performing nceded renairs,
adjsutments and maintenance. Its value ceases
aftes repairs ha e een made. .

(220) S51. Car and Equipment Maintenance:
(223)
DISPOSE 1 year after retirement of equinment. Disposal
Approved,
This is a card record file covering cach picce of
major Railroad equipment, stationary and rolling,
It furnishes maintenance cost, replacement aata
and overall performance. The retention peried is
sufficient to satisfy operational and reporting
requirements,

FREIGHT AND PASSFNGER TRAVFIC RLCORDS

(99,105, 52. Records Documenting the iovemcni of Revenue TFreights
121,131,
259) 2. Bapgage laybills Disposal Approved

b. Interline liaybills (Incorang) Disposal Approved

16—
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Control Item
Noe. No.
(112)

(111)  s3.
(108) Sk.

Description of Iten Action Taken
c. Interline Waybills (Outgoing) - Dispo:. 1. ..pproved
de Local Waybills Disposal Approved

DISPOSE headquarters copy after 3 years.

NISPOSE duplicate copies 2 years after comp-
letion of delivery.

These documents record the detail of all revenue
shipments handled by the Railroad, dates, descript=-

ion, weight, freight charges and how shipped, the
original copy of which is maintained by the Rev-
enue Section, Accounting Division., The retention
period is sufficient to allow for freight claims

and GAO site audit, Pertinent information is re-
corded on a waybill abstract which is part of the
Accountable Officers! accounts and becomes a Gen=-
eral Accounting Office record.

e. Waybill (Railroad owned Property) Disposal Approved

DISPOSE all copies 1 year after comp-
letion of delivery,

This document records the movement of Railroad

owned equipment and materials. There is no rev-
enue involved, the form is used for accountability
and statistii.l jurroses only. The period specified
is sufficient to satisfy those requirementse

Auditors! Corrections:

‘i

a. DISPOSE Revenue Section copy after 3 yrs. Disposal Approved
b, DISPOSE all other copies alter 2 yrs. *Disposal Approved,

These are revenue auditors formal notices of cor-
rections to freight and passehger accounts maint-
ained by the freight and passcnger agents. They
correct errors and discrepancies found in freight
bill audits. The primary purpose of the notice has
been served after the period indicated with allow-
ances for GAO site audit and administrative require-
ments,

Commodity Statistics: Transfer to FRC

10 years after date.
To Archives after
10 additional vyears.

a. RETAIN final statistical rcporte

<17~
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Control Item
No. - Noe Description of Item ‘ Action Taken

, b. DISPOSE work papers and preliminary ~ Disposal Approved,
- computations 1 year after date of project,

S These are the statistical studies on tonnage by
. commodities used as a basis for arriving at equit-
able freight rates. The material is developed from
analysis of waybills. The final statistical report
serves as evidence to justify the rates and class-
ifications established and is of continuing value,

(113) 55~  Over Without Billing Notice:

a. DISPOSE Revenue Section copy 3 years Disposal Approved
after action.

b. DISPOSE duplicate copies 2 years after Disposal Approved.
e ' action,.

This form notifies Pevenue Section of the receipt
of freight not covered by a formal waybill, The
primary purpose of the Notice is to establish doc-
umentation for the freight and it has served this
purpose after the period indicated. The retention
period allows for GAO site audit and meets admine
istrative requirementse

(11k) 56. Scale Sheets:

8 TSTCGn Twhz2nue Section copy after 3 yrs. Disposal
Approved,
be DISPOSE all other copies after 2 yrs. Disposal
Approved,

These are the listings of weights by car and form
the basis for computling the freight charges for
merchandise hauled on a tonnage rate, After re-
cording and verifying itne weights to the waybill,
the listiings have no further value. The period
specified is sufficient to allow for GAO site audit
and meets adiinistrative requirementsa

(119) 57. Baggage aud Storage Reports:

a. DIGPOSE Pevenue Section copy 3 years Disposal App:oved
after date of report.

b, DISPOSE all other copies 2 years after Disposal Approved
date of report,
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Contreol Item
No,. - Noa Descripticn of Item X Action Taken

. These reports document the revenue received from
parcel and bagpgage storage fees, The period spec-
, ified is sufficient to allow for GAO site audit and
. meet administrative requirements,

(127) 58. Transportation Tax Report:

DISPOSE Revenue Section copy 1 year after Nisposal Approved
date of payment i

This is copy of tax payment voucher and is re-
tained for reference only, The record is with

the Scnedule of Payments, Retention is sufficient
to serve administrative and fiscal requirements,

(130) 59.  Train and Ship Baggage Reports:

(126) - ¢
a. DNISPOSE Revenue Section copy 1 year after Nisposal
date of report, Approved
b, DNISPOSE Claim Agent's copy 1l year after Disposal
date of reports Approved
Cce DISPOSE all other copies 9 months after Disposalr
date of report. Approved

This is listing of baggage received and delivered
by each baggageman, Its primary purpose is to
furnish evidence of baggage handling for claim
verification purvoc s, The retention pericd stated
allows for *h~ legal freight and bagsage claim fil-
ing pericd of 9 months,.

(1591) 60. Ticket Inventory and Issue Record:

(192) Dispose 5 vears after
a. Inventory Record Book - RLETAIN . latest entry.
b., Ticket Receipts - DISPOSE after Disposal Approved
' clearing,

These are essentially the inventory accounting
records of ticket stocks. The inventory record
book is a continuing recordfd indefinite retent-
ion is justified due to its small volume and the
accountability data recorded therein,
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Control_ Item

No. No. ‘Description of Item : Action Taken

(2L1) 61, ' Freight and Passenger Circulars: ' To be retained on ARR

(2u2) property until no longe
a. RETAIN master file,. required for reference.

Eventual transfer to
the Archives.

be. DISPOSE all other copies as obsoleted, DNisposal Approveda

These instructions document the issuance of specc-
ial and/or one {ime tariff rates to shippers cof
commodities for which published tariifs do not ex-
iste They document and ~stablish the Traffic De-
partment'!s opcrational policies and establish
freight ratese

(2L5) 62, . Tariff Files: To be retai?ed on ARR
(2L6,247).. property while of rech-
a, Tariff File (liaster Set) - RETAIN nical & continuing usag

value; eventually to be
offered to Archives.

be Tariff Fale liorking copies - DISPOSE
5 years after publishing tariffe Disposal Approved

ce Tariff Dccket Files -~ RETAIN (Same as 62a above)

These are records documenting the freight rates
and passenger fares prevailing on The ARR from
its beginning. They arc the official published
rates and established the rate structure through-
out the historv ~f the Railroad. They contain
correspondence, ruesu.ts of statistical surveys,
hearings and final published tariffs. They are
retained Lacause of their legal, fiscal and his-
torical and research valuese

(25L) 63. River Boat Delivery and 0S&D Reports:

A, DISFOSE Claim Agent's copy 3 years after Disposal Approved
date of preparation.

b. | NISPOSE all other copies 2 years after Disposal Approved
date of preparation.

These records document the delivery of riverboat

frofzht. and all overapes, shortages and dawmaged

f ceights They have value for claim verificalion
purposes and additional rctention period is pro-

vided to allow for claim processing time,
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‘Control - Item
No. No.,
(256) 6.,
(257) - “65,
(258)
(260) 66,
(100) 67.

Description of Item Action Taken

Reference Material:

a. DISPOSE Claim Agent's copies 18 months Disposal Approved
after date of final documente

b. DISPOSE duplicates 9 months after date Disposal Approved
of final document,

These records are vsed to verify steamship arrival
and departure times and to check cargo plans for
claim verification purposes., They have value dur-
ing the legal claim filing period of 9 months only.
Additional retention period is provided to allow
for claim processing time.

Local Rail and Boat Files:

DISPOSE 18 months after date of final Disposal Approved
document,

These files document the handling of all local and
interline freight by The ARR. They record all over-
ages, shortages and damaged freight. Their primary
purpese has been served after the legally allow-
able time for filing a freight claim has expirede.
The period stated provides for claim processing
ti-meo

Claim Register:

-DISPOSE 10 years after date of last entry - Disposal Approved
TRANSFER to FRC after 5 years.

This is the numerical and aiphabetical register,
register in which is recorded the dates of receipt,
action and date of settlement of ail freight claims
fileds The primary purpose of the register is re-
search and work measurement. The retention period
stated will satisfy these requirements.

{

Alaska Railroad Barge Operations:

DISPOSE 3 years after date of last action, Disposal Approved,
These are revenue accounting records covering
shipping transactions by Alaska Railroad contract-

ed barges during a two month pericd in 1948 due
to a West Coast Longshoremen strike., The retent-
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Control Item
No. Noe
(135) 68,
(375)  69.
(3L2) 70,
(3Lb3) 71

Description of Item Action Taken

<

.don period is long enough to satisfy the 10 yr.
- statute of limitations covering possible claims

against the government for other than freight
damage since the last action occurred in 19L8,
Full documentation of the operation is contained
in the program filesa

Ocean Tow and Ocean Van Lines Case Files (Revenue):

DISPOSE 8 years afler date of last action- Disposal Approved
TRANSFER to FRC after 3 years.

These files contain correspondence, shipping and
couvllection material covering a one year period
(1953). This operation has been discontinued

and further retention of the records is for possi-
ble claim action., The period stated is sufficient
to cover such possibilities within the 10 year
statute of limitations, Full documentlation of the
operation is contained in the program files,

Steam Ca ins! s
team Captains! Log Included in inventory

TRANSFER to FRC for indefinite retention, of records currently
being offered to

Regional Archives, FRC,

These are daily logs maintained by ship captainsS3ttle, Washington.

of the steamer boats hauling freight into the Yukon
Territorys Their retention is justified due to
their historicai al .eo

Mess House Reucrds (a. location):
DISPOSE 2 years after date of last actions., Disposal Approved

These records include correspondence, requisit-
ions, mess house inventories, meal :tatements,
registers, cash boniz and remittance advices., They
duplicate the record iizintained in the general off-
ice which are retained for appropriately longer
periods. The retention period stated will satisfy
all administrative, lecgal, fiscal, investigative
and operational requirementse

Dormitory and Hotel Records (at location):
DISPOSE 2 years after date of last actionss Disposal Approved
These records include lodging registers, lJaundry

check sheets, remittance advice, cash boox, holel
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Control Iten
No. No,.
(377) 72,
(362) 73
(3LbL) The
(3L5) 750
(3’-‘6, 760
379)
(373, 7.
372,
381)
(3L8) 78.
(3L9) 79.

Description of Item

. registers, reports, repistry cards and requisit-
ionse They duplicate the records maintained in
the general office which are retained for appro-

priately longer periods., The retention pericd
stated will satisfy all administrative, legal,
fiscal, investigative and_ operational require-
m en‘i;B °

PASSENGER AND FREIGHT AGENTS' RECORDS

Monthly Reports - Passenger and Freight Agent
(Balance Sheets):

DISPOSE 3 years after filing.reporte.
Cash Book:

DISPOSE 5 years after last entry,
Yard Checks:

DISPOSE 1 year after date of last yearly
vhecka

Daily Car Record:

DISPOSE 1 year after date of last yearly
check,

Dead Head una Ra:wur 2d Property Waybills:

DISPOSE . year witer date of last yearly
waybill.

Local, Interline and Baggage Waybills (Incoming

and Qutgoing), Station and Cashier's Copy:

DISPOSE 2 years after date of last yearly
weybill,

{
Registered Packagz Waybills:

DISPOSE 1 year after date of last yearly
waybill.,

Waybill Register (Pro Book):

DISPOSE 5 years after date of last entry.
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Action Taken

Disposal Approved
Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved

Disposal Approved
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Control -~ Item
No. Noa
(350) 80, .
(351) 8L,
(352) 82,
(353) 83,
(35Y4) 8l.
(361) 85,
(363) 86.
(365) 87.
(367) 88.
(368) 89.
(369) 90,

Description of Item

Standard Clock Register:

DISPOSE (Prepare in original only)

General Correspondence:

DISPOSE all but essential items after 1 yr.

Car Repalir Records:

DISPOSE 1 year after date of last yearly
repair,

Freight Checking and Tracing Records:

DISPOSE 1 year after date of last yearly
tracer,

Wheel Reports:
DISPOSE 30 days after date of reporte
Demurrage Records:

DISPOSE 3 years after date of last yearly
reporte

River Boat Loading Records:

DISPOCE J yo .s after date of last yearly
entry.

IBM Revenue Listings:

DISPOSE 1 year after date of report
Train Registers:

DISPOSE 3 years aiter last entry.
Incoming‘and Outgoing Messages:

DISPOSE 6 months after transmission date.
0S&D Reports:

DISPOSE 18 months after date of report.
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Action

Taken

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Disposal

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved



Control Item
No. No.
(370) 9i1‘.
(371) ' 92.
(376) 93,
(378) (~,?P;
(380)  95.
(382) 56.
(383) 9.

Description of Item

Scale Ticket and Weight Slips:

DISPOSE 18 months after date of last yearly Disposal Approved

weight slip.

Waybill Abstracts:

DISPOSE 3 years after date of last yearly Disposal Approved

abstract.

Wagon Slip Deliveries:

DISPOSE 1 year after date of last yearly Disposal Approved

delivery,

Daily and Monthly Reports of Ticket Sales:

DISPOSE 2 years after date of last yearly Disposal Approved

report.

Government Bills of Lading:

DISPCSE 2 years after date of last yearly Disposal Approved

document,

Switch Lists:

DISPOSE 2 years after date of last yearly Disposal Approved

document,
Train Orders:

DISPUCE 6 months after date.

These records shoun in items 72 thrcogh 97 are
maintained by the Station Agents at various locate
ions. They are the record of the daily operations
and business transactions covering passenger and
freight services furnished to the general offices
and their retention for the periods indicated will
satisfy all administrative, lepal, fiscal, invest-
igative and operational requirements, since the Gen-
eral Office copies are held for appropriately longer
periods,

Note: Numbers in parcentheses indicate records in-
venlory control shecets for ARR use,

25

Action Taken






