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REQUEST FOR AUTHORITY 

TO DISPOSE OF RECORDS 
(See InstructIons on Reverse) 

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

1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance wrth the provisrons of 44 USC 3303a the dIs 

~~1!-!-,--,---~~~c9..!~~~".Qck.,!,.~~"'£c~---~~~!!!,!,J,J,.,!,.Q..!~£!"'!'~~-------l posal request, including amendments, IS approved except for 
2 MAJOR SUBDIVISION Items that may be stamped "disposal not approved" or "wIth 

The Al 
drawn" In column 10 

3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 

A. Louise Bremner Adminls 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certIfy that I am authorized to act for thrs agency In matters pertarnmg to the disposal of the agency's records that the records proposed for dIsposal In thIS Request of 
~ pagels) are not now needed for the business of thrs agency or WIll not be needed after the retention periods specifred + at tachmen t (In quad.) 

12/24/75 General Manager
Date (TItle) 

97 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (W,th lnclusrve Dates or RetentIon Penods) ACTION TAKENJOB NO 

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

CHANGES
 
A copy of subject schedule is attached with recommended
 
revislons, underscored, for all items previously stating
 
"Disposal Not Approved" (i.e. items not previously pro-
posed for disposal, specifically la, 2a, 4c, 4d(i), 5a,

6, 7, Sa, 9, 10, l2a, l3a, l4a, l4c, 29a, 30b(1) , 3la,

32a, 40, 42a, 42b, 44a, 46, 47, 48, 54a, 60a, 6la, 62a,

62c, 69)
 

ADDITIONS
 

102. The Rallbelt 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 publicatlon, issued 
by Office Services and Management Services Branches,
which served as the Railroad's offlcial employee news 
organ from June 1949 through June 1972. (Estimated 1/ 
cu. ft.) 

STANDARD FORM 115115-106 
RevIsed January 1973 
Prescrobed by General services

Adrmmstranon 
FPMR (41 CFR) 101-11 4 



7 10 

standard Form No~~15!1. 
Promulgated 9-1-49 by " • Page_~
The N ationsl Archives 

~ of _~ ~ pages 

General Services Admimstrutaon	 , Jo~ No,N"<;;':"32?":76-l)

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

ITEM NO 

103. 
(Control
408) 

104. 

(Control
Lf09) 

105. 

(Control
410) 

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

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

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

Locomotive Cab Cards: 

DESTROY after 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 Transportation, Hashlngton, 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 requirementp
and	 legal time limits. 

Hork 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 admlnistrative needs 
and legal time limlts. 

Summary Statement of Operations: 

PERMANENT. Transfer to FRC 10 yeafs after date of 
report. 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 flnancial activities and 
economic condition of Railroad is valuable for 
lU8tef'ieaJ: BItB t esearch pUil-'0ses.

F_ copies, including origmal, to be submitted to the Nutional .lhchivell 

9 
SAMPLE OR ACTION TAKENJOB NO 

16-694~8-1 GPO 



Standard Form No, 115(¥ I J ,
Promulgated 9-1-49 by,' ' •
General Services Admlnlst'r!>~loD Page _
 Job NOjNC':'322..:76-l 3 
The National Arcblves 

of -----4-- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESCRIPTION OF ITEM 10 
SAMPLE OR 

ITEM NO (WITH INCLUSIVEDATES OR RETENTIONPERIODS) ACTION TAKENJOB NO 

106. Monthly Financial Statement: 

PERMANENT., Tran,sfer to FRC by fiscal years 10 years afte(Con- close of FY;lfQ'Archives 20 years after close of FY.trol 411) This monthly report contains st. of assets and liabilitie~, 
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 just fied 
because of detailed financial history & audit requirement • 

107. Records of General Manager: 

a. Correspondence files(Control
f6G ~A~~' Transfer to FRC when not active for 5 years or412) when no longer required for reference. 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 fil~. 
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 informatio~.
 
Distribution is to ARR supervisory personnel and, in some
 
cases, to all personnel. They replace former directives
 
which were variously t1tled Administrative Memorandums,

Administrative Orders, General Circulars.
 
(Est. Vol. 1/2 cu. ft.)
 

108. External Reports: (copies) 

(Control DESTROY 10 years from date of report or when fur the 
413) admin1strative need no longer exists, whichever is 

earlier. 

These are reports 1ssued monthly, quarterly, biannually, 
or annually by the Office of the General Manager to meet 

Fcnu copie., iDchllliDgorigiDal, to bo submiHed to the National Archives lG-69428-1 GPO 



4 
IStnndard Form. No. 111"a 

Promulgated 9-1-4~ by ,, -,NC-322-76-l 
General Services Admlwstration 

r 

Job No _ ' Page _
"The National Archives 

of ---'±- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESCRIPTION OF ITEM 10 
SAMPLE ORITEM NO (WITH INCLUSIVE DATES OR RETENTIONPERIODS) ACTION TAKENJOB NO 

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

I 
I 

Foaz copies, including original, 10bo suhmilled to the National Jhchives 16-59428-1 GPO 



Al1'S:(:\ Pj,IL)WJ\.!) 
COlr.PHEHEHSIVg rU::CoT,-JiSscn;i;nuu: 

Control Item 
110" No" nescriution . of ;Le~--

P~OGRAII Ann AD:~mISTnA'l'IVE ;;AtJACEi'ili~T'l'BE,CORDS: 

(39) Wdt;e Schedul.c s and Union Agreclllcntn: 

a. Record copy.
PERHANENT. Transfer 
after expiration of 
to National Archives 

to FRC 5 years
agreement. Offer 

15 years thereafter. 

b, DESTROY /duplicates
expiration.. 

after cont.rac t, Di.spc ....al Approved 

Original flle of "t.:age schedules and Harking
agreements Inth the se-reral craft and t.rade 
unions, Americ8.n Federation of Labor,) These 
flIes are corresponJence, minutes, studies and 
signed agreements so t,ting f0rth vl::l[;e rates and 
spec tfyf.ng ucr-king agrcemcnt.s for all Uaska 
Eai.Lroad er'~~ oyee a, The se files arc ret.ained. 
as evadence cf the per-sonne l managcnerrt and pay 
policies of The il.laokaRailroad., 'll~'~ hcadqus rter s 
record copies are maintained by the Personnel Depto 

(226)
(267) 

2. Authority for Expendlturcs (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. 

These ar8 autho~ities fo~ expenditure vf funds 
Lnvo.Iving cap.Lt.a.l Lnverrtmcn t to perforn :naint-
enance, construction and special projects, and 
to retire eqc a.pnent and .:;tructureso The rntent-
:! on of t.ne original copy justifies disposal of all 
dup l.Lca te ccpi.ca after one year ~"ith th~ excepti.on
of interested department ylhere copy is retained as 
\-1O::.'lcing file for future projco ts., 

(59)
(319) 

Back OvertLme Records: Disposal Appr-oved 

DESTROyi5
TriAN.SileR 

ye~rs after clalms have been p~id
to FTIC2 year-s a.ft.srcc ct.Lemcrrt., 



Control 

(17,19, 
20,21, 
22) 

I 
.1 
~ 

Item 
Description of Item Action Taken 

These are records accumulated by the Per~onnel 
Depto in the computation and filing of back over-
time pay claimso These records are correspondence,
time and attendance records and tabulations of hours 
worked by A."Fffi employees during the years 1934-19450 
Because of the 40 hour work week Laus, these employees
are claiming back overtime pay for all hours Horked 
over 40 in each Heek~ The retention period is sufficient 
to satisfy Fiscal Audit purposes after pa~~ent of the 
claim," 

40	 . Report of Investigation Files: 

ao DESTROY! original investlgative case files Disposal Approve~ 
10 years after closing of case TRANSFER 
to FRC after 5 years~ 

b.	 DESTROY\ copies retained by Special Agent Disposal Approvec'
after 5 yearso 

Investigative records not part of the case file
 
includq:
 

Co Fingerprint card file To be deleted from rev 
schedule. Discontinue(
(Employee prints becom 

do Federal Bure~u of Inve~tigation part of OPF.) 

Kickback Sheets -
1.	 Copies not interfiled with finger Disposal Approved 

print cards; nispose l-lhenadmin-
is~rative need ceaseSD 

File w/investigative c 
files (Item 4.a.) 2.	 All others 

e.	 Special Agents' Reports - DESTROyl18 Disposal Approved 
(months after completion of assignment. 

f.	 OS&D Reports - DESTROyiAFTEq 6 months~ Disposal Approved I 

The se records lDClv1c8.'1 all reports made by the
 
Special Agents relative accident cases and in-
cidents concerned uiLh the protection o.f "Rail-
road property and ncr chand.l.soin the custody of
 
of the Ra.i.Lr-oad, 'i'her.e f'Ll.e s are purely inve5t-
iGative, do nOG contain subsequent actions or
 
f'a.na.L dispostion of C2.::Co Or.Lginal Special M;ents
 
teport and case f'a.Le Ls I'orwarded to P.a.ilroad
 

-2-



Control 
No. 

(176) 

(322, 324,
334, 341) 

Item 
Description of ItemNo" 

Counsel and General l~anap'er,where criminal or 
civ:ll action is started" The case 1S retained 
for 10 years in the headquarters f'a.Le wh.ich is 
adequate and justufies the disposal of duplica-
tive material after 5 years. The indicated re-
tention periods are suffic1ently long to satlsfy
any administrativeJ legal, fiscal and investigat-
ive values to the government. 

5.	 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) 

6.	 General Ledgers: 

DESTROY when 10 years old. 

These are the centralized fiscal records summarizing
the financial transactions of the Alaska Railroad. 

7. 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 

-3-

Action Taken 

To be deleted from rev 
schedule since these 
copies are filed in anI 
become part of Officia: 
Personnel Folders. 



Control Item 
No. No. Description of Item Action Taken 

Alaska Englneering Commission, predecessor organiza-
t~on to the ARR. Their retention is justified on the 
premise that they contain material of historlcal value 
that document the procedure, policy and operations of 
the Commission. 

(12) 8. Land Files: 

a.	 Land ownership files. 
RETAIN on site for life of Alaska Railroad) r;nt..n d€.JlvC1' 

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 Reglster; 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 
npvelopment. The justification for keeping land lease 
ftJes 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 Claim Files:(10) 
DESTROY after all legal claim time limlts 
are fulfllled and/or after case is closed 
and admlnlstrative 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 
Federal tort claims. 

- ---- --, ------_ ...._- ------- .... _- .............._--- --~~----10.	 Railroad News:(321) 
PERMANENT. Transfer to FRC when 10 years old. 
Offer to National Archives when 25 years old. 

Thls is master file of the ARR News, the official 
employee publication on the Alaska Englneering
Commission during the perlod 1916-1920. It is 
retalned for its research value and as evidence of 
early personnel relations, activities and accompllsh-
ments of the ARR. 



Control Item 
No. 

0,190 11. 
391) 

(68) 12. 

(71) 13. 

Descriptlon of Item	 Action Taken 

Railroad Pass and Heal and/or Lodging Pass Disposal Approved

Files:
 

DESTROY!3 years after issue date. 

Records of issuance, loss and cancellation.. The se
 
records document the processing of annual and trip

passes for free transportation and meals and/or

1.>1.g!x'.g, on The fu~, 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 Records 

a.	 Original copy

Transfer to FRC when report is 5 years old.
 
DESTROY when 10 years old.
 

b.	 :[mSTROY\copies 5 years after date of Disposal Approved.
audit repor t., 

These are audit papers and ~~rrcspondence relative
 
to the internal functions and operations of the
 
railroad's revenue collections and cash handling

procedures, agent tlclcet sales, inventories, and
 

_the safe keeping of funds. 

Fiscal Accounting Reports: 

a.	 Original copies
DESTROY when 10 years old. l. 

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

Listing of Reports: 

Estimated Revenues and E~penses
Payroll Comparlson Beporh
Narrative Report
Agent's Uncollected Balances 
Hanagemerrt Improvement Program.
Force Report
Federal Employees' Gr-oup Life Insur-ance 
Analysis of FreJGht Tonnage
Balance Sheet 
Commissary !Icsshouse OpsratlOtlS 

-5-



Control Item 
No" Description of Item Action Ta\...en 

Detail of Rall Line Revenue Freight Traffic 
Expendltures & Retirements on Account of AFE'S 
Financial Peport
Financial Report - Accounts Receivable, Commercial 

Traffic 
Financial Rcpc~t - Accounts Receivable, Other Gov't. 
FlTIancial Report Yffipno.age Dlsbursements 
Financlal Report - Purchase Order Obllgations
'Financlal Report - Haterial Issues & Stores Inventory
Operating Expenses by Prlmary Accounts 
Revenue Freight Cc~modity Statistics 
Record of llotor Car ;liles'I'r-aari, & Locomotive 
Statement of Rolllng Stock & ltiscellaneous Equ Ip, Rec , 
Unadjusted Debits - Governmpnt Claims 
l1edical As soca.ati.on - Feport of Income & Experises 

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 a~ter 10 years. 

b.	 Reports of Survey
DESTROY after 5 years. Disposal 

c.	 All Other Reports.
DESTROY after 10 years. 

d.	 DESTROY duplicates 1 year after date Disposal
6f report.

These records jnclude sur~eys, transfers, pro8rcss
and comp'Let.r.onrepor t'o and rt, tired equipment and 
equipment number' chances nt~ined by thercpor t,a m.:1:i
Accounting /)ivLs i.on, The rr po+t.s a re used to re-
cord property in.f\''!."~,laticl!..acc oun to] r,g Retention 
for the periods Lnch.cat.ed v i Ll, sa t.i s f'y aumllllst-
rative, fiscal, lerdl, or in~~8Llgallve require-
ments" 

Approved 

Approved. 

..6-

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


Control Item 
No. No. Description of Item Action Tal(en 

(317) 15. Fire Department Reports: 

a. DESTROY j~]atchmanIs Clock Dials after Disposal Approved 
--3- months; 

b. DESTROyiActivity Report after 3 yrs~ Disposal Approved 

These reports are maintained by the Safety Depto 
and document the guarding and fire protective act-
ivities of The ML~ fire dept. The clock dials re-
cord night watc~~anrs stops at designated stations 
by punching a paper dial in his clock. The Clock 
dials have a transitory value and their need ceases 
~o exist after the period indicatedg The activity
report has a longer retention value due to the in-
formation content concerning daily activity of fire-
men and fires on ARR Proper~e 

(84-2) 16" Payment Record Cards: Disposal Approved 

_l!ESTROyI6 yrs. after final entry on cards. 

These are index and payment record cards maint-
ained by Voucher Section, Ac~ounting Div. list-
ing in alphabetical order payments made to con-
tractors and suppliersg They are cross indexed 
to the schedule of payment fileo The retention 
period is c~f':-': ...~ .. L to satisfy all aclmim_strat-
ive, legal, liscal, a~d investigative require-
ments of the government. 

(84-5t 17. Individual Bond Fecords: Disposal Jpproved 

jmsTioY 13 years after expiration of coverage , 

These are original copies of fidell toy and inde[l'ln-
ity bonds procurea by ARR employeeSe The flle 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 govcTn~ent and 
to satisfy the needs of GAO and internal audJ..t 
should a bond claim develop.,. 

03,58) 18. Annual Retirement Deduct.Lon Car'ds e Disposal Approved 

'These are recorda of tota~_izi<l annuaL and -rcrrth'Iy 
retlrerent deduct) ');1S.. 1'r:;: r-eccr-;s are no longer 
manit~ineda~d ~~c lpcateJ in th9 Perso~el Deptft 



Control Item 
No. Noo 

(53) 19. 

(82) 20. 

(81) 21. 

(49) 22. 

Description of Item Action Taken 

The info~ation contained on the cards is dup-
licated in the individual Retirement Deduction 
Card (Form CSC 2806). The retention of a copy
of the Form 2606 Justifies disposal of these 
card records .. 

Retirement Record Transmittals: Disposal Approved 

_ DES_T~OY]6 months after mailL.'"1gdate. 

Because the informational content of these trans-
mittals is not sQsceptible to official use for any 
pDrpose ot~er than the interlded use of recording 
the transfer of the Fetirement Cards to the Civil 
Service Com.n.ssa.onby the Pez-sonnel, Dept., their 
value to the Railroad ceases after the period stated. 

Employee Identification Cards: Disposal Approved 

DESTROY:I-Jhenadministrative need ceaseso 

These are duplicate copies of The ARR ident-
ification card issued to each employee by the 
Personnel Dept ...uhen hired. This copy is used 
for si~nature verification and further identifi-
caui.onof e-npl.oyee s; The card serves no other 
adm~nistrative, legal, or fiscal purpose and is 
considered t.", L't: little additional value forVJ.. 

Signature ;"orificat~vn._ 

Check Delivery Receipts: Disposal Approved 
ll-G"s:\iZ.o\ Fr~,E"iIZ- I L( I&"A-Ul--

These are individual and multiple check delivery 
receipts recording handling and re~eipt of pay-
roll and voucher checkso Retention period stated 
will satisfy adr.~~strative requirementse 

Unclaimed and Undelivered W-2 Forms: Disposal Approved 

DESTROy71 year after close of tax filing dateo 
( 

\ 

These are enployee copies of W-? Form (Tax \oJith-
holding Statements) not delivered to employee due 
to lack of mailing address o~ unclaimeda because 
a copy of t~~s fo~ is furnished the Internal Rev-
enue Dept., the undeliverable copy if held for the 
period stated 1d11 discharge the Railroad I s respon-
sibility to 1ts e~ployees& 

-8-



Control Item 
No .. Noo Description of Item Action Taken 

(136)	 23.. Electric Accounting iIachine Punch Cards Disposal Approved 
(11utilatedand Damaged) 

. PESTRO,(. j 

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 adTQnist-
rative, legal or fiscal value. They are presently
stored in the Safety Building. 

(138) 24.	 Electric Accounting l1achine Punch-Cards e (Reports)
(139)

(140) a~ Form 1356 (Cost Distribution Estimate - Disposal Approved
 
(141)	 DESTROY 130 days after preparation of
 

report.
 

b ,	 IBH 5081 Card (Accour.ts Receivable) - Disposal Approved 
DESTROY 130 aays after preparation of 
report. 

c.	 IBE 5081 Card (Paesenger Car Nileage) - Disposal Approved 
DESTROY 130 days after preparation of 
repor"to 

do	 Fvl&llt135 :Car Accounting Statistics 
r,prd) - Disposal Approved 
DESTROyj30 days after preparation of 
report. 

e. _.Form 1401 (Check Register Card) - Disposal Approved 
.DESTROYi30 days after preryaration of 
repor ti, 

Because the prlmary 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 tabulated 
reports'and t7leetadMinistrative requiremG:ltso 

(142)	 Electric Accounting }lachine Punch Cards: (Payroll)
(137)
(143) a... Fonn 1356 (Payroll Distribution Card) - Disposal ApprOVed 
(l44) DESTROY il year after year in uh i.ch 
(145)	 prepared" 

b,	 ?orm 1357 (Het Pay and Earnings ~Jo 
Date Card - Blu0 Slripe) Di::;posalApproveJ.
DESTROY 12 years afcer pay~oll au~it~ 

-9-
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Control Item 
No.. No. 

(290) 

(396) 27. 

Descrlption of Item	 Action Taken 

Co	 Form 1357 (Net Pay and Earnings to 
Date Card - Gray Stripe) Disposal Ap~roved 
DESTROY LL year after year in loJhich 
prepared'!) 

d.	 Form 1486 (Payroll neduction Hisc .. Disposal Approved 
Card) -

. DESTROY I 30 days after end of pay period"
 

e.	 Form 1358 (Income Tax and Retirement 
Deducti~n Card) - Disposal Approvec 
DESTROY 130 days after end of pay period. 

These pu~ch cards are retained fo~ a period suffic-
ient to permit reconstruction of payroll distribut-
ions, and of tax, retlrement and mlscellaneous de-
ductions. They are of temporary value because the 
information has been converted into tabulated form 
and is available ln the payroll recordso 

Priority Ratings DO }mo:	 Disposal Approved 

DES~ROY I 
These are records ~aintalned by the Stores D1V. 
during the controlled priorlty rating program for 
Strategic and Critical liaterials. The program tras 
discontinue:: ':'.l .s: -:;? and the value of the records 
has ceased to exist. 

Ships Uanifests and GBL'S:	 Disposal Approved 

DESTRO.Y \ 

Thls is reference material used by the Seattle 
Representative during the period 1947-1949, its 
contents are of no furtner value from a research,
ad~lnistrative~ legal, fiscal, or investigatlve
standpoint.. 

Reading:Piles:	 Disposal Approved 

,- DESTROY 11 year after date. 

These are copies of out.goang correspondence and 
interoffice memoranda. They are used for reference 
guides and as finding media. Because they are dup-
licates of the originCllrecord Hhich is retained fo'" 
appropriately longer periods of time, these flIes a.e 
of s~ort term value onlyo 

-10-



Control 

(207)
 

(200) 
(208) 

(188) 

Item 
No .. Description of Item 

TIU\IN OP2IlJ.TIOII T'!~conDS 

29. Dlspatcher1s Records: 

a.	 Train Sheets 

b.	 Train Order Books - DESTROY [after
5 year-s, 

c.	 Train Consists ar.d Daily Car Report -
IDEST~OY ~fter 1year. 

These aTe operating records of daily train move-
ments and contain operational data of reference 
use to manap,ementft The retention period stated 
will satisfy all operational requirements. 

30.. Accident Reports: 

ao	 DESTROY priginal report after 10 years -
TRANSFEI1 to FRe 5 years after accident 
investigatlon is closed. 

b.	 Safety Deja rtment Copy: 

1" If injury results 

!f 1DJury does not result -
DESTROY iafter administrative 
need ceases. 

c.	 DESTROY \all other copies after 1yearo 

These are reports of all types of accidents 
occurr1ng on the ~ailroad. They are retained in 
the Operat1on3 Dept. long enough to satisfy the 
10 year statute of limitations for claims agalnst
the goverrment , 

31. OS Statistical Report: 

bo DJSPOSS all duplicates after 1 year. 

Th1S is an 0!-l.:' r.i t.i onaL report uhi ch reflects the 
passen-nr 2"1.d 1'1":- Irht rm.Leage , nu.Le t.onnage and 
other p.': t mcn ; .:-;-,1+,lSLl.c.:11 data necessary to the 
e cononu coL and ,: l i..lClcnt oper ato.on of <J r-aaLroad; 

-J~-

frevious1y approved
for disposal after 3 
~ears. Job 11-NN-3627,
dated 1/29/62. 

Disposal Approvedo 

Disposal Approved-

Disposal Approved. 

To be deleted from rev 
schedule, not kept
separately from ltem 
30a. (Emp10yee lnJury
record ke~t In OPF.)' JilspoSaI(p _,roved" 

Disposal Approved. 

To be deleted from 
rev. sched. Ear11er 
reports dlsposab1e
10 years after date. 

Disposal Approved" 



Control Item 
No. No_ Descript~on of Item Action TdKcn 

32. Operational Directive Files. 
(193) 

a.	 Operations Series 
PERMANENT. Transfer to FRC when 10 years
old. Offer to National Archives when 20 
years old. 

b:	 All other series - DESTROY when obsolete Disposal Approved. 

These are operating and administrative directives 
and order-s; The I period stated is intended 
to insure the retention of a complete set of the 
operational series of directives originated by the 
Department of Operatlons~ 

(195) 33. Report of Passengers Handled: 

DESTROY \all copies 6 months after date of 
report. Disposal Approved~ 

This serves as a feeder report to the Operat-
ions statistical repor-t, T1'8 informational con-
tent is of transltory value ~ince it is contained 
in the final sta~lstical reporto 

(198) 34. \Jhittier and f;PTT ...... d !iorrung Reports: 

DESTROY /all copi~s 1year 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 Uhittier 
and Seward. The informational content of the report
is opera tional in nature and ha s served its purpose
after the period stateJ~ 

(199) Situation Report:
I 

nF.~~ROyJ all copies 6 months after date of 
repor-t; DispoSQI Approveda 

This is a report used to transfer instructions on 
train movements and traln orders bet\1een train cJis-
pa tcher s , It informs the next dispatcher on du ty 
of orders received by the previous dispatchcra Thc 
informational value of the report is shor-t, lived ClUE' 

to its current operational natureG 
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Control 
No. 

(205) 

(209) 

(211) 

(237) 

(262)
 

Item 
No. Description of ltem Act1.on Taken 

36. Conductors' T1.me and Delay Report: 

DESTROY\a11 copies 1 year after date 
of report .. nisposal Approvedc 

The contents of this report are acted on cur rent.Ly, 
The report covers all delays and incidents occur-
ring during each conductor's run. The records have 
short term vo1ue due to the current operational
na ture of the report .. 

37. Telegraphers I Transfer Sheets: 

DESTRoyla11 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
sento The purpose of the report has been served 
after the period indicated. 

Standard	 Clock Performance: 

DESTROy[all copies 1 year 
r'epor-t., 

after date of 
Disposal Approved~ 

This is a repcrt on clock performance at each 
station, the a.nf'o; ,n.;· ion.is of short term value 
and is used a~ ~ control only. The retention 
period staLt.:.dHill satisfy all operational needso 

39. Locomotive Speed Recordings: 

-pESTROY 
I\90 days after date of "~cordingo Disposal Approved. 

These are tape recordings of locomotive 
mile for each run.. 'rhe information is 

speeds by 
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 requiermentso 

RAILROAD AND BUILDING: 
MAINTENANCE RECORDS 

ENGINEERING, CONSTRUCTION 

40.	 Original Drawing and Sketch Files. 

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

-13-



Cont.r-o'L Item 
NOe No, DescriptIon of Item Action Taken 

These records include field notes, diaries,
profilos~ e:c7~tions, specifications and final 
draHings of roaduay, bUlldinp;s, bridges and cul-
verts. 'I'hey are retained because of their tech-
nical value and because they document the de si gn, 
consttuction and maintenance of the Railroad's 
physical properties. 

(263) 41. Inspection Peports: 

"Jork t7.eports- DESTROY 
112 years after date
 

of report. Disposal Approved_
 

The content of these reports is acted on currently.
Because they are used for controlling vrork programs
and structure imporvement their value ceases shortly
after action has been taken. The retentIon period
st.ateo tull satisfy admini stra tive and ope rational 
requirementsQ 

(264) 42. Maintenance of Way and Structures Files: 

a. Bridge and Culvert Files 
b. Inspection Reports on Bridges, Section 

Houses, Structures and Right-of-Way
DESTROY when no longer needed for technical 
reference. 

These records document the reports, studies,
authorizations, valuations and other pertinent
data and correspondence on maintenance of way
and structures on the Railroad. 

(265) 43. Engineers' Working FiJes: 

-.DESTROY \ 2 years after completicn of project.. Disposal
\ . 

. I Approvedo 

These are departmental uork'lng files kept by 
maLlto~~}e of way, bridge and buildinG and engin-
eering personnelo They are composed of reference 
material, engineering data, Hork assignment, copies
of blueprin.ts, draui.nr.s, and specifications" They
constitute cll'plicativematerial contained in the 
official fileo 

-lu-
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Control Item 
Noo No. Descr~ption of Item Action Taken 

(280) 44. 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 circuit schematics covering the Railroad's 
Communication Facilities. lhey are retained as 
evidence and dOCuMentation of the telegraphic and 
telephone rights of way and routings. 

(282) 45. Log Books:-Communications: \ 

_DESTRO~\5 years after date of last report. Disposal Approved. 

These are daily reports of wor-k accomplished and 
trouble reports, and record trouble life of equip-
ment and damage to linese The retention period
will satisfy operational requirements. 

OPERATIlm EQUIP1'IEl~T REPATIt 10m HAINTENAIJCE HECORDS 

.i 
(225) 46. Drawings, Prints and Tracings: 

.. I 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. 

I 
" (229) 

I 
47. Apprenticeship Program: 

This is the record of the apprenticeship and 
craft training program conducted in the Motive 
Power and Equipment (Mechanical) Dept. They
provide 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. 

-15-
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Control Item 
Noo No" 

(231) 48. 

(232) 49 .. 

(233) 50. 
(234) 

(220) 51. 
(223) 

(99,105, 52.
121,131,
259) 

Description of Item ActiOl'.Take n 

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 14a. 

Car Repair Cards: 

-DESTROY\3 years after date of last repaire Disposal Approvede 

This is an operational record used to order re-
pairs and suppor-t billings for reimbursement of 
repair chargesQ It is of short term value and is 
held long enough to satisfy administrative, legal,
fiscal and operational needsQ 

Car Inspections, Hechanical and Electrical: 

DESTROY \all co~ies 1year after inspection" Disposal Approved~ 

This is file of bad order car inspections and 
serves as basis for performing needed repairs,
adjsutments and maintenancee Its value ceases 
afro: repaa rs ha f' een made .. 

Car and Equ:'pment lIaintenance: 

DESTROY \1 year after retirement of equi~ment. Disposal
Approvedu 

TIlis is a card record file covering each piece of 
major Railroad equipment, stationGry and rollingo 

It furnishes naarrtenance cost, rep] acernerrt aata 
and overall pe rf'ormance, The retention period is 
sufficient to satisfy operational and rcportlnG
requirementso 

FREIGrIT fJm PASSEUGER TI1fl.FFJCRECOTmS 

Records Documcn t.ing the Ilovement. of Iievunue Freight: 

Go Baggage \Jaybills Disposal Approved 

b , Int.er-Li.ne\JaybilJ R (Inco!.i.ng) Dl sposa.L Approved 

~16-
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Control Item 
No. No. Description of Item - Action Taken 

c. Interline Waybills (Outgoing) Df.spor 1. :.pproved 

d. Local Waybills Disposal Approved 

DESTROY. !headquarters copy ai"ter 3 years. 

DISPOSE duplicate copies 2 years 
letion of delivery. 

after comp-

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 'Hhich is Illaintainedby 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 
Accountable 

waybill abstract which is part 
Officers' accounts and becomes 

of the 
a Gen-

eral Accounting Office record. 

e. lvaybill (Railroad owned Property) Disposal Approved 

DESTROY !all copies 1year
letion of delivery. 

after comp-

I 
.1 
-,

l 
! 
I 

(112) 
This document records the movement of Railroad 
mmed equipment and materials. There is no rev-
enue involved, the form is used for accountability
and statist:....."l 1 ....r: oses only. The period specified 
is sufficient to satisfy those requirements. 

(111) Auditors' Corrections: 

a. DESTRO'/jRevenue Section copy after 3 yrs. Disposal Approved 
. . IDESTROY :a11 other copies alter 2 yrs. ·Disposal Approvedo 

These are revenue auditors formal notices of cor-

'\ ' 

rections to freight and passenger accounts maint-
ained by the freight and passenger agents. They
correct errors and discrepancies found in freight 

bill auditso lhe primary purpose of the notice has 
been served after the period indicated l1ith allow-
ances for GAO site auda.t and administrative require-
ments. 

(lOB) 54. Commodity Statistics: 

' a.	 Final statistical report.
PERMANENT. Transfer to FRC when 
10 years old. Offer to National 
Archives \.,hen25 years old. 
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Control Item 
No. Noo Description of Item Action Taken 

b.	 DESTROY :Hork papers and preliminary Disposal AppTovedo 

computations 1year after date of project~ 

These are the statistical studies on tonnage by 
commodities used as a basis for arriving at equit-
able freight ratese The material is developed from 
analysis of ;'Iaybills" The final statistical report
serves as evidence to just::.f:rthe rates and class-
ifications establishedl 

(113) 55.. Over Without Billing Notice: 

ao	 DESTROY !Revenue Section copy 3 years Disposal Approved
after action. 

bo	 DESTROY Iduplicate copies 2 years after Disposal Approved.
action", ' 

This form notifies P.ev8nue Section of the receipt
of freight not covered by a formal uaybillo The 
primary purpose of the Uotice is to establish doc-
umentation for the freight and it has served this 
purpose aft.er the period indicated.. The retention 
period aLl.ous for GAO site audit and meets admin-
istrative requirementso 

(111.) 56. Scale Sheets: 

ao DESTROY ,--.J'. ~nue Section copy after 3 yrs.	 Disposal
App rove do 

b.	 DESTROY lall other copies after 2 yrs~ Disposal
Approved. 

These are the listings of "H~igh-:,sby car am form 
the basis for computing the freight charges for 
merchandlse hauled on a tonnage rate40 After re-
cording and verifying ~he we i.ght.s to the vJaybill,
the	 listings have no further value. Tne period
specified js sufficient to allow for GAO site audit 
and	 meets aO:'2Distrative requirements.,. 

(119) Baggage and Storage Reports: 

aa ~PESTROY revenue Section copy 3 years Disposal Appro7ed
after date of report ... 

b" -DESTROY!all o-sh3r copies 2 years after Disposal A~proved
(\:d~e of r'epor-t., 



Control Item 
No~ Descripticn of Item	 Action Taken 

These reports docu~ent the revenue received from 
parcel and baggage storage fees. The period spec-
ified is sufficient to aLl.ctr for GAO site audit and 
meet administrative requirementse 

(127) S8. Transportation Tax Report: 

DESTROY \ReVt-:mueSection copy 1 year after Disposal Approved
date of pClJilcnt 

This is copy of tax payment voucher and is re-
tained for reference only. The record is \'lith 
the Schedule of Payments,.. Retention is sufficient 
to serve administrative and fiscal requirements. 

(130) Train and Ship BagGage Reports: 
(126) 

a.	 DESTROY IBevenue Section copy 1 year after Disposal
date of reporto Approved 

b"	 DESTROY iClaim Agent's copy 1 year after Disposal
date of repor b, Approved 

c.	 DESTROY \all other cop.ies 9 months after Disposal
date of 'rep or to Approved 

This is listing of baggage received and delivered 
by each b aggageman., Its pr imary purpose is to 
furnish eviden('p r.f bagEage handling for claim 
verification pur}J0:·so The retention period stated 
allows for legal freight baggage claim fil--':h., and
 
ing period of 9 monthso
 

(191) 60. Ticket Inventory and Issue Record:(192) 

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. 

(2Ll) 

Noo 
61. 

Description of Item 
Freight and Passenger Circulars: 

- Action Taken 

(242) a. Master file. 
PE~NENT. Offer to the National 
Archives when 
reference. 

no longer needed for 

b. DESTROY all other copies as obsoleted. Disposal Approved~ 

62. 

These instructions document the issuance of spec-
ial and/or one time tariff rates to slu.ppe rs of 
commodi ties for uhich pub Li.shed tariff.::;do no t ex-
ist. They document and ~stablish the Traffic Dew 
partment1s opeyational policies and estaolish 
freight ratca, 
Tariff Files: 

(245) 
(246,247) a. Master set. 

PERMANENT. Offer to the National 
Archives when 
reference. 

no longer needed for 

b. Working copies - DESTROY 
after publishing tariff. 

5 years Disposal Approved. 

c. 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. 

(254) 63. River Boat D81ive~ and OS&D Reports: 

A. -DESTROY -\Claim Agent I s 
,date of prepa~~tiono 

copy 3 yea 1'S after Disposal Approved 

b. DESTROY lall other copies 2 years 
date of preparation. 

after Disposal Approved 

These records document, the delivery of riverboat,
froigll-t,. and all over age s, shortae;es and danaged
f ...·eiGht. They have value for claim verification 
purposes and additional retention period is pro-
vided to alLow for claim processing tirr.co 
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Control Item 
No. No,. Description of Item Action Taken 

(256) 64. Reference Haterial: 

a.	 DESTROY IClaim Agent's copies 18 months Disposal Approved 
after date of final docu~entQ 

b, DESTROY [dupl.fcat.e9 norrths after Disposal Approved s date 
of final document~ 

These records are used to verify steamship arrival 
and departure tim.es and to check cargo plans for 
claim verification purposes. They have value dur-
ing the legal claim filing period of 9 morrths only .. 
Additional retention period is provided to allm-r 
for claim processing t~~e~ 

(257) 65.. Local Rail and Boat Files: 
(258) 

DESTROY \18 months after date of final Disposal Approved 
documento 

These files document tee handling of all lo~al and 
interline freight by The AP~s They record all over-
ages, shortages and damaged freight~ Their primalJT
pur pcae has been served after the legally al1m-1-
able time for filing a freight c.i.aarn has exp.iz-ed .. 
The period stated provides for claim processing
timeo• 

(260) Claim Register: 

DESTROY ~O years after date of last entry - Disposal Approved 
TRANSFER to FRC after 5 years .. 

This is tte numerical and a~phabetical rop,ister3 

register in Hhich is recorded the dat.es of receipt, 
action and date of settlement of aJ..tfrejght claims 
filed." The primary purpose of the register is re-
search and work measurement. The retention period
stated tvill satisfy these requirements~ 

(, 

(100) Alaska Railroad Barge Operations: 

DESTROY ~ years after date of last actiona Disposal Approvedo 

These C!.rerevenue accountine records covering
shipping transaction:} by Al.s.::;ka Railroac. contract-
ed ba-rges during a t1-JO month per-Led in 17L8 due 
to a Hest Coast Longshoremen st.rIke , TLc..retent.« 

ee,21·. _ 
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Control Item 
No. Description of Item Action Taken 

(135) 

(375) 

(342) 

~ 
'\ I 

(343) 

ion period is long enough to satisfy the 10 yr.
 
statute of li~tations covering possible claims
 
against the government for other than freight

da~age since the last actlon occurred in 1948D
 

Full documentation of the operation is contained
 
in the program files~
 

68. Ocean TOif and Ocean Van Lines Case Files (Revenue): 

DESTROY \8 years after date of last action- Disposal Approved 
TRANSFER to r~C after 3 years~ 

These files contain correspondence" shipping and
 
oollectic.m material covering a one year period
 
(1953). This operation has been dif:continued
 
and further retention of the records is for possi-
ble claim action. The period stated is sufficient
 
to cover such possibilities vli thin the 10 year

statute of limitations. Full documentation of the
 
operation is contained in the program fileso
 

69. 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. 

70. Mess Hous~ Revcrds (a~ location): 

D~STROY 12 years after date of last actionso Disposal Approved 

These records include correspondence, requisit-
ions, mess house inventories, meal .,tat.ement.s ,
 
registers, cash book and remittance advices They
0 

duplicate the record in the general off-~'l!:'.intained

ice "Thich are retained for appropriately longer
 
periods. The retention period stated 'Hill satisfy
 
all administrative, legal, fiscal, investieative
 
and operational requirementso
 

71.. Dormitory and Hot~l Records (at location): 

DESTROY 12 years after da te of last ac bLoris , Disposal Approved 

These records include lodging register s-'J aunclrv
 
check sheets, remittance advice, cash bc')::-:, ho t e.l,
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Control	 Itell' 

(377) 

(362) 

(344) 

(345) 

(346,
379) 

(373, 
372.9381) 

(348) 

Description of Item 

registers, reports, re~istry cards and requisit-
ionso They duplicate the records maintained in 
the general office Hhich are retained for appro-
priately longer periods. The retention period
stated 'I-rill satisfy all administrative, legal,
fiscal, Lnve std.gat.Lveand operational require-
men~;.ao 

PASSENGER	 AND FREIGHT AGENTS' FECORDS 

Honthly Reports - Passenger and Freight Agellt 
(E~'_anceSheets): 

DESTROY 13 years after filing. report. 

130	 Cash Book: 

DESTROY 5 years after last entry. 

74.	 Yard Checks: 

DESTROY [1 year after date of last yearly
check; 

Daily Car Record: 

DESTROY ~ year after date of last yearly
check" 

16" Dead Head .m.; tlal U', ad Property l'\Taybills: 

DESTROY ~	 year ~ter date of last yearly
w;.:.ybtil. 

77.	 Local, L"lterline and Baggage v-Jaybills(Incoming 
and Outgoting}, St.at i.on and Cashier I s Copy: 

DESTROY i~ye=..:cs of las";' yearlyafter date 
wf'.ybIT!.,) 

(78.	 Registeied Package ~lJaybills: 

. DESTROY	 /1 year after date of last yearly 
lvaybillo 

79.	 Haybill Regd.stez- (Pro Book): 

" PE$TROY 15 years af t.er date of last entryc 
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Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal App~oved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 
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Control Item 
No .. Description of Item Action Taken 

(350) 80.. Standard Clock Register: 

DESTROY\(Prepare in oTiginal only) Disposal Approved 

(351) 81. General Correspondence: 

DESTROY! all but essential items after 1 yro Disposal Approved 

(52) 82" Car Repair Records: 

DESTROY 11 year
repairo 

after date of last yearly Disposal Approved 

(353) 83.. Freight Checking and Traci.TlgRecords: 

_pESTROY /1 year 
tracere 

after date of last yearly Disposal Approved 

(354) 1nJheelReports: 

DESTROY bo days after date of repart~ Disposal Approved 

(361) Demurrage Records: 

DESTROY 13 years
repor-t; ' 

after date of last yearly Disposal Approved 

(363) 86 .. River Boat Loading Records: 

DESTROY 131 :/i:i <:1/ f. 

entrYe 
after date of last yearly Disposal Appruved 

(365) IBM Revenucl Listings: 

DESTR?Y ~ year after date of report Disposal Approved 

(367) 88. Train ReE;isters: 

DESTROY 13 years
I, 

after last entry .. Disposal Approved 

(368) Incoming and Outgoing Ffessages: 

DESTROyf6 months after transmission date. Disposal Approved 

OS&!)Reports: 

p~STROY ilo l1ionthsafter d2t3 of report .. DiGPos~l Approved 



Control Item 
No. Description of Item Action Taken 

(370) 91. Scale Ticket and Weight Slips: 

DESTROY 118 months after date of last yearly Disposal Approved 
l'leight,slip_ 

(311) 92. Haybil1 Abstracts: 

DESTROY 13 years after date of last yearly Disposal Approved 
abstract .. 

(376) 93.. \Jagon Slip Deliveries: 

DESTROY 11 year after date of last yearly Disposal Approved 
delivery. 

(378) Daily and j\[onthlyReports of Ticket Sales: 

DESTROY 12 years after date of last yearly Disposal Approved 
report" 

(380) 95. Government Bills of L,ding: 

DESTROY:2 years after d9,te of last yearly Disposal Approve~ 
docuMent", 

(382) 96. t ch Lists! Slori
DESTROY!2 years after date of last yearly Disposal Approved 
docu[11ento 

97. Train Orders: 

DESTROY\6 months after date., 

These records shoun in items 72 thrc;gh. 97 are 
mairrtaiuec~by the Station Agents at various locat-

Lone, They are the re cord of the daily operations 
and business transactions covering passenger and 
freight servtces furnished to the general offices 
and their retention for the periods indicated lodll 
satisfy 1311 adnrirri s trative, legal, fiscal, invest-
igative and operational requt rement.s, since the Gen-
eral Office copies are held for approp:::-iatelylonger 
periods," 

Not.e e	 Number-s in p3:::'8nt!1'::!S83 indicate records in-
ven Lory cO~1t,.'olshce t.s for l\PJt use , 



APPRAISAL REPORT 

Disposal Job NOe II~lIrNA-l911 

Approved: 

Items lb, 2b, and c, 5b, 8b, 12b, 13b, 14d, 28, 31b, 4ub, 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 Hill possess no further administrative,
informational, reference or other values sufficient to war-rant,their continued 
preservation after the expiration of the specified retention periodsa 

Items 3, 11, 14b, 15a and b, 19, 21, 22, 29b, and c, 30a, b(2) and c, 32b,
33-39, 41, 43, 45, 49-51, 52e, 70-97 because (1) it has been determined by the 

Agency that these routine operating, housekeeping and minor administrative re-
cords vall have served all reference, statistical, fiscal and ~~nagement needs 
of the Railroad within the specified retention periods.for the reasons outlined 
by the Agency in the schedule, an appraisal with which He concur; (2) the re-
cords appear to possess no administrative value for other Government ag8ncies;
and (3) they clearly have no historical or other research values suf~icient to 
warrant their continued preservation after Agency needs have been servedo 

Items 4a, b, del), 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 requir8ments of the Govern~e~~, partlcularly
since (1) the records in question do not reflect actions taken subsequent to the 
investigation or the f'Lnal, disposition of the case; and (2) the fingerprint card 
file (item Irc ) and all E'EI kick back sheets interfiled 1lith the fins~rprint cards 
(item 4d(2) ~dll be retained by the Agency. The records proposed for disposal 
clearly poss sas no histoi.~c..::' u'; her research values sufficient tov. justify
their preservation after Agency requirements have been satisfiede 

Items 16, 17, 52a-d, 5Jd and b, 56a and b, 57a and b, 58, 59a-c, 60b, 
6]a and b , 64a and b , and 65-68 because these routine fiscal and accountang
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 connect:' on with possible c.LsLms , and 
to satisfy General Accounting Office auditing requirements. Documentation of 
the barge and ocean tow operations described in it.ems 67 and 68, Hhich may be 
of potential research significance, is contained in retained program files of 
the Railroado ' 
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Items 18, 20, 26 and 27 because these routine administrative and 
control records (most of trhi.chare no Lor.ge r maintained) have served the temp-
orary reference, legal and management purposes for -..;hichthey Here created and 
do not possess any historical, research or other values sufficient to lJarrant 
their continued preservationo All information of possible long-range ad~lin-
istrative and reference utility contairJed in these records (items 18 and 23)
is duplicated in other records of the Agency ,'lhichwill be retained for appro-
priately longer periods of time. 

Items 24a-e, 25a-e and 5ub because these records, Hhich consist of Hork 
papers and preliminary comput.aui.ons, utilized in the preparation of certain 
tabular and statistical reports, -vJillhave exhaus bed their temporary admin-
istrative, fiscal and reference values uithin the specified retention per-
iods and ,·Jillthen possess no historical or other research significance suffi-
cient to warrant their continued preservation. ' 

Disapproved: 

Items la, 2a, liefind 4d(2), 5a, 6, 7, 8a, 9, 10, 12a, 13a, 14a, and c, 
29a, 30b(l), 31a, 32a, 40, 42a and b, 44a, 46-48, 54a, 60a, 61a, 62a and c,
and 69 because the records covered by these items have not been proposed for 
disposal by the Agencyo 

Appraised by: /sl Jane Fo Smith 1-11-56 

Approved for the Archivu.t: /s/ Oliver l~D Holmes 1-11-56 
Chief Archa vist 
Natural Resources Records Branch 
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ADDENDlm 

Control Item 
No. No. 

98. 

(399) 

(400) 

(401) 

(402) 

(403) 

(404) 99. 

TO ARR COJ.-iPREHENSIVERECORDS SCHEDULE 

______________D_e_scription of Item	 Action Taken 

BRANCH OF ACCOUNTDlG - IB~l Section (JobJ NN-164-6l) 

Electric Accounting Machine Punch Cards: 

a.	 Expenditure Ledger and Summa,y Cards 
lL~ Form 1847 - Retain for current 
year. DESTROY jafter close of each Disposal Approved
fiscal year. 

b.	 Automotive Vehicle Expense Cards 
ARR Ferm 1847 and HN 5081 - Retain 
for current year. DESTROY !after close Disposal Approved
of each fiscal year. 

c.	 Material Control Card - ARR Form 1923 
DESTROY :1 year after preparation of Disposal Approved
reports. 

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

e.	 IBH Punched Cards Replaced by Updated 
Cards - DESTROY 

I

BO days after cards Dispesal Approved. 
are replaced.

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

ALASKA RAILROAD SEATTLE OFFICE (Job # NN-164-l39) 

Form ARR 1822 - Van, Unit Rail Box, Thermo-King 
Unit Inspection Report 

-DESTROY !after 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 fJroished Seattle 
Office bear notations as to repairs and are used 
as ref~rence and evidence in event of claiQs. 
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Control Item 
No. No. Description of Ifem Action Taken 

The retention period is sufficient 

the 10-year statute of limitations 
against the Government. 

to satisfy
for claims 

(405) 100. Invoices and work orders covering repair
Unit Rail Boxes and Thermo-King Units 

to 

DESTROY lafter 10-year retention 
Transfer to FRe periodically. 

period. 

Disposal Approved 

These documents represent the only complete
file covering wo rk performed on Unit Rail 
Boxes and Thermo-King Units. The retention 
period is sufflcient to satisfy the 10-~ear 
statute of limitations for claims against
the Government. 

(406) 101. Form ARR 1896 - Report of Loaded Unit Rail Boxes 

HAINTAIN 
annually 

one year plus
thereafter. 

current year. DESTROY I Disposal Approved 

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 w i Ll. satisfy ad-
ministrative requirements. 
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APPRAISAL REPORT
 
Disposal Job No. NC-322-76-1
 

~proved for Disposal:
 

Items 2a & b,4c, 4d2, 5a & b, 6, 8a & b, 9, 12a, 13a, 14a & c,

30bl, 31a, 42a & b, 44a, 47,48, 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.
 

~roved for Permanent Retention:
 

Items la, 7,10, 32a, 40, 46, 54a, 61a, 62a & c, 69, 102a & b, 105,
 
106, 107a & b. These items identifY substantive records of The
 
Alaska 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 this e.
 

'/ --~ A 
Appraiser: L ~( utLtffL 

R. C. TAGGE 
» 

/7 

Approval Recommen~ 
THOMAS W. WADLOW 
Director 
Records Disposi 

'3-'-I-7t. 
Date 

Director 

Approval Recommended: :r;/o/l!
CHARLES E. SOUTH Date 
Regional Coordinator, NARS 



October 1, 1915 

Mrs. A. Louise Bremner 
U. S. Department of Transportation
 
The Alaska Railroad
 
P.O. Box 1-211l
 
Anchorage, .AK -99510
 

Dear Mrs. Bremner: 

Thank you t>or the additional int>ormation you provided concerning 
the records control schedule (NC-322-16-l) that you recently 
8ubm! tted to National Archives and Records Servi ee for approval. 
In light of this information ve have reviewed the SF 115 and 
have made several changes 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 (202-316-8802) Yill be 
available to help you. Please send your revised SF 115 to the 
National Archives and Records Service. Records Disposition Division, 
Washington, DC20408, Attn: R. C. Tagge. 

Your cooperation Is greatly appreciated. 

Sincerely, ~ 

~S1M1 
Acting Director
 
Recorda Disposition Division
 

Enclosure 

OFFICIAL FILE:N~ 
DAY FILE:NC 

RT~E:O~O/1/15 



DEPARTMENT OF TRANSPOh.. 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-l", 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 l3a, 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, 

c?cX£U~-L''t5u~~
 
A. Louise Bremner (Mrs.)

Encl. (in quad.) Administrative Assistant 
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26 January 10/16 

NeD 

Disposal Job No. NC-322-76-1
 

On June 27, 10/15, the Alaska Railroad(ARR) 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 Hay 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, !fflS,
 
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 197 5 to-
gether with recommended disposition instructions as generally agreed to
 
at those meetings.
 

The attached revised schedule, dated 12/24/75, represents ARa'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-IDJA-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 Fairbanks, 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 Governmental 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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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 agTeements should 
therefore be permanent since they contain evidence of labor policies by the 
railroad. Volume is about 3 cubic feet. 

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

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 Hanual. 

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 destr~ction 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. ~hese 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, pr~cedure 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 awninistrative purposes by that agency. Original copies of these 
recolds may be found in the Department of Interior, Bureau of Land ~fumagement. 

Item 9. These are temporary files of tort claims that are destroyed after all 
legal and administrative requirements have been fulfilled. 
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Item 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 personnel relations, activities and accomplishments of 
the ARR. Volume is less than one file drawer. 

Items 12a, 13a, 14a & c. These are fiscal records whose destruction when 
10 years old satisfies GAO re~lirements. 

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 30b1. Concur in deletion of this item and its retention in the employee1s
official personnel folder where disposition is authorized 

Item 31a. Concur in deletion of this item since these statistical reports
are no longer made by ARR. 

Item 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 44a. These are temporary commurrica'td.onblueprints 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 
personnel folder. 
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Item 48. Car number assignment records are temporary records of short 
duration administrative usefulness. 

Item 54a. The ARR co~modity statistical records should be permanent because 
they contain figures showing the unique tonnage of COIMlodities carried by that 
line. These statistiau 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 61a. 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. Volwne is reported to be 
moderate. 

Item 69. These steam Captains' logs should be permanent because of the lli~ique
economic and seasonal information they contain concerning steamer boat freight
hauling into the ~ukon 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. 

Items 102a & b. These items should be permanent because they are official 
publications of the ARR. Their volume 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 1t cubic feet. 

Item 106. Initially NeD 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 assurnption that the information contained therein 
was reflected in the summary of financial activities in item 105. However, ARE 
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 financial statements was recommended. Since 
these records are not available for examination and since their volume 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 ~ the Seattle 
FRC 
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Items 107 a & b. The General Manager of the AHa is charged with the overall 
management responsibili~ 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. 

approval of the revised ARR schedule in accordance with the 

RCT~~
 
Records Disposition Division
 

Encl. 
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LEAVE BLANK 
REQUEST FOR AUTHORITY DATE RECEIVED JOB NO 

TO DISPOSE OF RECORDS	 JULl Wi 
(See InstructIons on Reverse) NC- 322-76-1TO	 GENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDSSERVICE,WASHINGTON, DC 20408 NOTIFICATION TO AGENCY
 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance wIth the prcvisrons of 44 usc 3303a the drs-

Departmen t of TransDortation Fed. RR Administration posal request. Including amendments, IS approved except lor 
Items that may be stamped "dIsposal not approved" or "WIth· 
drawn" In column 10 

2. MAJOR SUBDIVISION 

THE ALASKA_RAILROAD Pouch 7-2lll.Anchorage, Al{ 99510 
3. MINOR SUBDIVISION 

Headquarters
4 NAME OF PERSON WITH WHOM TO CONFER ~~5. TEL EXT. 

A.	 Louise Bremner, Adminis. AssiS:. (907) 65-2690 
6. CERTIFICATE OF AGENCY REPRESENTATIVE	 (Date) Arch,v,st ot the United States 

I hereby certIfy that I am authcnzed to act for thrs agency In matters pertaimng to the disposal of the agency's records, that the records proposedfor disposal In thIS Requestof 
~ page(s) are not now neededfor the business of thrs agencyor WIll not be neededafter the retentoonperiodsspeCIfIed + attachment.(in quad .) 

General Manager 
Date	 (TItle) 

9.7.	 10SAMPLE ORITEM NO	 ACTION TAKENJOB	 NO 

NOTE:plement to the ALASKA RAILROAD COMPREHENSIVE RECORDS ;I'hisscULE approved by your office on January 11, 1956, acceptab e because ofjob n ber II-NNA-19ll, to comply with records sched conflict with exist-require ents of GSA Bulletin FPMR B-49: 

CHANGES
 
A copy of su 'ect schedule is attached ecommended
 to	 ARR inchanges, under	 ored, for all items previo ly stating .ARR sent a"Disposal Not Ap oved~ (i.e. items not eviously pro- hedule toposed for disposal, specifically la, 2 , 4c, 4d(2), 5a, 6, ~--'-'-r--""'5W'I1"lCt7, 8a, 9, 10, l2a, I a, l4a, l4c, 29 , 30b(1), 3la, 32a, s e above).40, 42a, 42b, 44a, 46, 47, 48, 54a 60a, 6la, 62a, 62c, 69 M<t:-<--

102. The Railbelt Reporter
(Control
407)	 a. Railbelt
 

Transfer Offer to Archives
 
after 25
 

This is rna ter file of the printed
 
a the official employee


9 through June 1972.
 

b. 
ansfer	 to FRC after 10 years.
 

25 years old.
 

115-106	 STANDARD FORM 115 
Revised January 1973 
Prescrobed by General services 

Adrmmstranon 
FPMR (41 CFR) 101-11 4 
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Standard For:m No~ 115a 
Promulgated 9-1-49 by • 
General ServIces Admlmstratron Job No __ -'- __ Page 2The N IItionai Archives 

of __ 2_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8 DESCRIPTION OF ITEM
 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)
 

103. Locomotive Cab Cards: 

(Controil DISPOSE two years from date. 
408) 

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. 

104. Work Reports on Railroad Equipment: 

(Contro] DISPOSE two years after date of report.
409) 

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. 

105. Summary Statement of Operations: 

(Control Transfer to FRC 10 years after date of report; to 
410) Archives 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. 

106. 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 ~RHKR 

income, operating expenses, nonoperating expense. Per-
manent retention recommended as record of financial .. 

9 
SAMPLE OR ACTION TAKENJOB NO 

1# 

16-59428-1 GPO 



.A\-'l'FljllH n~
 
ALA:~:\t\rJ\lL~W'!\D
 

COHPHEHEIJSIVg ~CIP~nlJ.m
nrconre 

Control 
110" 

(39) 

(226)
(267) 

(59)
(319) 

Item 
No; nescription of ~Lcm 

P:-WGRA11 Alln AD:TIIIISTRATlVE ;]AnACmfS~TT BF.COnn:3: 

W2.geSchedul.eu and Union Agrecllientn: 

a..	 RETAm hcadqu<"!rtar::; record. copie~ "in- Transfer to the 
definitelyo TRANSFER to FRG 5 year~ Archives after 10 
after expitation of ~ontrac~so additional years. 

bo	 DISPOSEof duplicate a after contraGIi Di&pcval ApprovE;d 
expiration., 

Original f .iLe of w<l.(~eschedules and uorkfng 
agreements tvi th tb~ seve ral. craft and t.rade 

.J unions, Amer-Lcan Federation of Labor') These
 
files are correspondence, minut.es, studies and
 
signed agreements schting f0rth w~Ge rates and
 
spec i.fy'ing wcr king agrccmcnt s for all I\laska
 
Fat l road E:r'?~oyees. The se files arc ret.ained
 
as eva.dence cf the per sonne l management; an-I pay
 
policies of A1aDl<.:1. 'lh'} headquarters
The Railroad..
 
record copies are maintained by the Personnel Dept.;
 

2. Authonty for Expenditures (AFE'S) 

a.	 R;:;nIN original indefinitely _ Tju\~I~:F'ER Tran~fer to the 
to FRG 5 years after completion of projcct.Arc~l~es after 15

addltlonal years. 
b.	 DISPOSEduplicate JFS12-20-S5 copy of DispO&3i Approved 

reque ctd.cn depar-tment, 10 years after 
completicn of project. 

These an: aut.ho rtiti8S f'or expenditure of funds
 
inoJolv-ing capital Lnvec tmcn l, to perforr.l :naint-
enance, construction and Gpecial projects, and
 
to retire equxpnerrt and .::;tructureso The rntent-
~on of tr.e ori~~in(].Lcopy just~fies da spos aI of all
 
duplIcate CCpiC3 after one ypar with the exception
 
of interectcd department l-Jhere copy is retained as
 
wo::.'king f'a.Le for I'utu ro pr-ojcc bs..
 

Back Overtime Records!	 Disposal Approvf!d3" 

DIsrC'SE 5 year s wI cer claims have been pad.d -
:rrtJJ~,SF'LR to l<llC 2 year-s af L\:.r cc t.t.Lemcnt , 

http:minut.es
http:W2.geSchedul.eu


Control Item 
No. Description of Item Action Taken

! 
, I 0	 . / These are records accumulated by the Peraonnel . , Dept. in the computation and filing of back over-

I	 , ,
.f time pay claimso These records are correspondence,
 

, ,
I	 time and attendance records and tabulations of hours
 
worked by ARR employees d~ring the years 1934-1945.
 

10 Because of the 40 hour work week laws, these employees
are claiming back overtime pay for all hours worked 

I 
I over 40 in each 'r1eek~ The retention period 'is sufficient
 
: I, to satisfy Fiscal Audit purposes after payment of the
 

c1aimo
 

(17,19" 40 Report of Investigation Files: 
20,21"
22) ao DISPOSE original investigative case files Disposal Approvec 

10 years after closing of case - TRANSfER 
~ I.J 1	 • to FRC after 5 years. 

b.	 nI~FOSE copies retained by Special Agent Disposal Approvec 
after 5 years • 

• 0' 

Invest~gative records not part of the case file 
inc1udA: 

j 

To be deleted from rev.Co Fingerprint card file - BETAIN 
schedule. Discontinued. 
(Employee prints become 

do	 Federal Bureau of Inve~tigation part of OPF.) 

Kickback Sheets -
,~ ; 1 1. Copies not interfiled with finger Disposal Approved
 

,:., "r I print cards. nispose when admin-
istrative need ceases.
 

, I" 

, " File w/investigative case 
" . i files (Item 4.a.) 

o 2. All others - RETAllI 
, 'J 

.\ I 
I	 e. Special Agents' Reports - nISPOSE 18 Disposal Approved 

.\ I ,	 \months after completion of assignment. 
0'·1' I 

j.	 f~ OS&D Reports - nISPOSE AFTER 6 months. Disposal Approved 

, , 'Ihose records inclu'cG~all reports made by the 
"0 

I·	 Special Agents relat.iveaccident cases and in-
cidents concerned wi Lh the protection of' Rail-
road. property and Merchandise in the cus tody of
 
of the Railroad. The;.e flIes are purely invest-

i~ative, do not contajn 8ubscquent actions or
 
final dispostion of C28Co Original Special Ap;ents
 
Repor-t and cane file i.s I'orwarded to Ra.ilroad
 

" .~,I 
• 0, 

I	 -2----.-------- - ._ .._._--



Control Item 
No. No" 

(314) s. 

(176) 6. 

(322,324, 7. 
334,341) 

Description of Item	 Action Tal:()n 

Counsel and General l~anar:er,where crimi.na L or 
civll action lS started" The case is retained 
for 10 years in the headquarters file which is 
adequate and Justufies the disposal of duplica-
tive material after 5 years. fhe lndicated re-
tention periods are sufficiently long to satisfy
any administrative, Lcga l , fiscal and investigat-
ive values to the government. 

Employee Compsensation necords: 

a.	 RETAIN or-igana L compens at.Lon folders Dispose 60 years 
paid by the Railroad - (indefinitely) - after payment of claim 
TRAN::J}LRto fRC 5 years after payment (to agree w/Bur. of 
of claim.	 Employees Comp. schedul, 

b.	 DISPOSE of coples sent to rept. of Disposal Approved
Labor 3 years after separation of 
employee. 

These are records of employee injuries and sub-
sequent claim for compensation maintained by the 
Safety Of'fi.ce, They conta:.n correspondence and 
accident report for~s. The orl~inal co~pcnsation
cases paid by the AftR have continuing value. In-
definite retention is justified because a record 
of these clalms "as not filed Hith the Jiept..of 
Labor, Bureau of fnployee Compensation. Disposal
of the duplicates 3 years after separa~ion of the 
employee is Justifled because the original record 
is on file wlth the Dept. cf Labor. 

General Le.jgers: 

RETAIN Lndcf'rm tely - TRJ\NSFER to FRC after Trans fer to FRC af ter 
10 years. 5 years. Dispose

after 10 addtl. years.
These are the cent.ralLzcd f i scaL recor-da smJn13riz-
ine; the f'a.nanc The flFn. Thoi aL tr.:>nsactionsof 
retention as a po rmancn t record lS jLlstifled on 
the premise t.hat.. Liley have In st.ori.caI and research 
values not present in other documents. 

Alaska Eng mcer i ng Comn.issi.on Records:	 Included 1n lnventory
of records currently

P~TAIN inclefim tcly - TIlll.ITST''ER to ruG being offered to 
Regional Archives, FRC,

1hcse nrc correspondence, reports, press releases, Seattle, Washington. 
newspaper articles and engineering records of the 

-3-
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Control Item 
Noo No. Description of Item Action Taken 

Alaska En-ti.neering Ccmmission, the predecessor
organiza ta on to The MRo Their indefim. te re-
tention is justlfied on the premlse that they
contain material of historical value that document 
the procedure, policy and operations of the Ccmm-
issiono These records are stored in the Anchor-
age Station basemento 

(12) 8.a.	 (1) Land ownership files: Retain on site. If disposed
of thru sale or release, transfer records to FRC 15 years
thereafter; to Archives 25 years after disposal.
(2) Leases of ARR land to others: Transfer records to I 
FRC 10 years after expiration; to Archives 20 years after 
expiration. 

land for use of the Railroad, the originals of 
which are	 ~aintained by the Real Estate Divo 
They contain correspondence, rights of way ease-
ments, land plats, releases, deeds and other docu-

ments concerning the a cqui.si.t.Lon and release of 
lande The records are of continuing value and in-
definite retentlon is justified on the premi.se that 
they contain material of historical and legal value. 

(10)	 9. Tort Claim FlIes: 

T1ETAIN indefini t.ely TRANSFER to rae S years
after close of case. 

These are case records of tort claims paid by The 
ARR, filed In the Of'f'a.ce of Courise L, They consist 
of investigations, decisions, correspondence and 
voucher copies documenting the settlement and pay-
ments or rejection of federal tort c La uos , 

(321)	 10. Railroad Neus e 
Offer to the 

JillTlillJ a.ndef'Lrri tely - TRA;~SFER to FRe Archives 25 years
after issue date. 

This is mac+e r file of The ARR News the official 
employee Ptl])Jic3Lionof The AHR during the period
1916·-J.9200 This f i Le is r-e t.ai.ned for its research 
value and as evi dcnce of early personnel re Lat.aons , 
ac tri.v.i ties <]Dr) acc orap.l.l shment.s of The ABR.. These 
records arc ::,r,(jl'eu ill the Anchorage Station base-
mentQ 

http:Of'f'a.ce
http:premi.se


Control Item 
No. No~ Description of Item Action Taken 

0,190 
391) 

ll. 
t 

Railroad 
Files: 

Pass and Heal and/or Lodging Pass Disposal Approved 

,. , DISPOSE 3 years after issue date • 

Records of issuance, loss and cancellation. The se 
records document the processing of annual and trip
passes for free transportation and meals and/or
1.rl.g!J.-.g, on The AIll, requests for free transport-

ation on other railroads, and the loss and cancell-
ation of these pas~cs. The records are retained 
for a period sufficient to satisfy administrative 
and audit requirements. 

(68) .).~. Internal Audit Reports: 

a. P.ETATIJoriginals indefinitely
to FRC S years after date of 

- Tl"U'J'JSfERDispose after 15 
audit report~dditional years. 

b. DI3POSE copies
audit report .. 

S years after date of Disposal Approved. 

These are audit papers and r.JI-rcspondence relative 
to the internal functions and operations of the 
railroad's revenue collections and cash handling
procedures, agent ti cke t sales, inventories, and 
the safe keeplng of funds. 

(71) 13. Fiscal Accounting Reports~ 

a. RETAIN original
after S years. 

reports - THAtJSFIillto FRC Dispose 10 years
after date of report .. 

b. DISPOSE of information 
from date of report. 

copies 1year ,Disposal ApprovedQ 

Listing of Reports: 

Estimated Revenuc8 and Expenscs
Payroll Comparlson ReporG
Narrative Report
Agent's Uncollected Balances 
Iianagemerrt Improvement Program,
Force Report
Federal Employees' Group Life In~ur.:1nco 
Analysis of ?l'cJr,htTonna::;e 
Balance Sheet 
Commissary l'!esshou::;eOpe ra t i ous 

-5-



Control Item 
No., Description of Item Action Taken 

(93) 

• .~ I 

14. 

, , Detail of Rail Line Revenue Freight Traffic 
Expenditures & Retirements on Account of AFE'S 
Financial Peport
Financial Report - Accounts Receivable, Commercial 

Traffic 
Financial Repcrt - Accounts "Receivable, Other Gov't. 
Financial Report - Yrnpho.age Disbursements 
Financial Report - Purchase Order Obligations
'Financial Report - Haterial Issues & Stores Inventory
Operating Expenses by Primary Accounts 
Revenue freight CCMmodity Statistics 
Record of Train, lIotor Car & Locomotive ili.Les 
Statement of Rolllng St ock & Hiscellaneous Equip. Rec, 
Unadjusted Debits - Covernmpnt Claims 
lledical Association - "Report of Income & Expenses 

The priMary purposes of these reports is to document 
the financial condition of the railroad and the 
status of its allotted funds. Copies do not go to 
the Dept. of Interior in all cases, therefore, on 
indefinite retention period for the orig~nal re-
ports is justified to satisfy research and hist-
orical requirementso 

Property Accounting Reports: 

a. Rcpor t« cf Ilumber Changes - RETAIN 
indefinit.ely - ITi\NSFER to FHC 5 years
after date of change. 

Offer to the Archives 
after 10 additional 
years. 

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

Co All Other Reports - RETAT' indefinitely - Dispose after 5 
TRANSFER to FRC after 5 years. addtl. years. 

do nISPOSE duplicates 1 year after date of Di.sposaf Approved 
reporto 

These records j nc l.udc surveyo , tr~-1J)::;fcrs, pr-o=rc ss 
and completion rcport.r, and rt, t.i red ('C}ll ipmcn t and 
equipment number chanvc s rcpor (,3 ma: nt'lined by the 
Accounting IJivision" The rcpor t.s are used to re-
cord property acc oun tj llg Lnf'orraa t.i on, Ho t.en l.i on 
for the periods indic;)ted 11111]sal; [; fy (lunllni.::;t-
ra tdve , fiscal, Lejta L, or invt::~>Lif~C11.1ve require-
ments. 

-6-
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Control Item 
No. No. Description of Item Action Taken 

(317) 15. Fire Department Reports: 

a.	 DISPOSE Watchman's Clock Dials after Disposal Approved 
3 months .. 

b.	 DISPOSE Activity Report after 3 yrs. Disposal Approved 

These reports are maintained by the Safety Dep~ 
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 Propert,y. 

(84-2) 16.. Payment Record Cards:	 Disposal Approved 

DISPOSE 6 yrs. after final entry on cards. 

These are index and payment record cards maint-
ained by Voucher Section, Ac~ounting Div. list-
ing in alphabetical order payments made to con-
tractors and suppliers.. They are cross indexed 
to the schedule of payment file. The retention 
period is C~f~':L.~ ••L to satisfy all administrat-
ive, legal, fiscal, and investigative require-
ments of the government. 

(84-5t 17. Individual Bond Pecords:	 Disposal Approved 

DISPOSE 3 years after expiration of coverageo 

These are original copies of f:idelity Rnd indemn-
ity bonds procured by jffiR employees. The file is 
maintained in the Voucher Section and is comprised
of correspondence, applications and copies of appro-
ved bonds. 'Iheyare retained for a period suffic-
ient to protect tho interest of the government and 
to satisfy the needs of GAO and internal audit 
should a bond claim develop~ 

03,58) 18. Annual Retirement Deduct.ion Cards:	 Disposal Approved 

DISPOSE 

These are records of totalj l!>d annuaL and mcrrth'Ly 
retlrCrT'entrleduc t.i ODS. n:(! r9cor~~;;are no longer
manitained and arc IpcatnJ in the ~orsonnel Dept .. 



No. 
Control Item 

No... Descript.ion 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" 

(53) 19. Retirement Record Transmittals: 

DISPOSE 6 months after mailing date. 

Disposal Approved 

(82) 
0l} I 

20. 

Because the informational content of these trans-
mittals is not susceptible to official use for any 
pllrpose otl-}erthan the interlded use of recording 
the transfer of the Retirement Cards to the Civil 
Service Oomru.ssdon by the Personnel Dept., , their 
value to the Railroad ceases after the period stated. 

Employee Identification Cards: Disposal Approved 

. DISPOSE uhen 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 employees" The card serves no other 
administrative, legal, or fiscal purpose and is 
considered l.u L'l;! vi little additional value for 
signature vdrificat~vn. 

(81) 21. Check Peliver,y Receipts: Disposal Approved 

-1 (49) 22. 

These are individual and multiple check deliver,y 
receipts recording handling and rereipt of pay-
roll and voucher checks. Retention period stated 
will satisfy administrative requirements. 

Unclaimed and Undelivered W-2 Forms; Disposal Approved 

DISPOSE I year after close of tax filing dateo 
I 

These are employee copies of W-2 Form (Tax with-
holding Statements) not delivered to employee due 
to lack of mailing address or unclaimed. necause 
a copy of t~is 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. 

(136) 

- Noo 

23. 

- . 

Description of Item 

,Electric Accounting Hachi.ne Punch Cards 
(11uti1ated and Damaged) 

DISPOSE 

.. 

Action Taken 

Disposal Approved 

-,
I 

(138)
(139)
(140)
(141) 

24. 

-.,) { 

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. 

Electric Accounting Machine Punch.Cards: (Reports) 

a. Form 1356 (Cost Distribution Estimate - Disposal Approved 
DISPOSE )0 days after preparation of 
report. 

b. IBt15081 Card (Accounts Receivable) -
DISPOSE )0 days after preparation of 
report. 

Disposal Approved 

c. IBH 5081 Card (Passenger Car Nileage) - Disposal Approved 
DISPOSE 30 days after preparation of 
repOl"to 

do Fv:L"I L I.;; :Car Accounting Statistics 
r.~rd) -
DISPOSE 30 days after preparation of 
report. 

Disposal Approved 

e. Form 1401 (Check Register Card) -
DISPOSE 30 days after preryaration of 
repor t., 

Disposal Approved 

(lL2)
(137)
.(lL)
(144)
(lL5) 

25. 

Because the pF~mary 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 tabulated 
reports'and meet administrative requirements. 

Electric Accounting Machine Punch Cards: (Payroll) 

a. Form 1356 (Payroll Distribution Card) - Disposal Approved 
DISPOSE 1 year after yea.r in which
prepared. 

b. Form 13S7 (Net Pay and Earnings to 
Date Carel- Blue> ;:itripe) 
DISPOSE 2 years after payroll audit. 

Dioposal Approved 

-9-



Control It.em 
No. - No. Description of Item Action Taken 

(290) 

, '.~ 

, , 

1 

26. 

C. Form 1351 (Net Pay and Earnings to 
Date Card - Gray Stripe) 
DISPOSE 1 year after year in l-lhich 
prepared. 

Disposal Approved 

d. Form 1486 (Payroll neduction Bisc. Disposal Approved 
Card) -
DISPOSE 30 days after end of pay periodo 

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

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

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 lIaterials. The program was 
di.scontanucc .:........-:;? and the value of the records 
has ceased to exist. 

(396) 27. Ships Manifests 

DISPOSE 

and GBL'S: Disposal Approved 

This is reference material used by the Seattle 
Representative during the period 1947-1949, its 
contents are of no further value from a research,
administrative, legal, fiscal, or investigative
standpoint.. 

Reading:Piles: Disposal Approved 

DISPOSE 1 year after date. 

These are copies of oubgoing correspondence and 
interoffice memoranda. They are used for reference 
guides and as finding media. Because they are dup-
licates of the originnl record which is ret.ained fo.... 
appropriately longer periods of time, these files 2.e 
of short term value only. 
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Control
 
Noo
 

(207) 

(200)
(208) 

(188) 

Item 
No .. Description of Item 

TMIN OPErU".TIOIJ)1~~conns 

29 •. Dispatcher's necords: 

a. Traln Gheets - fLTAIN permanently. ' 

b.	 Train Order Books' - nISPOSE after 
5 yearso 

c.	 Train Consists ar.d Daily Car Report -
DISPOSE after 1year. 

These are operating records of daily train move-
ments and contain operational data of reference 
use to manaGement.. The retention period st.ated 
will satisfy all operational requlrcments.

"tl I' 

30 .. Accident Reports: 

ao	 nISPOSE original report after 10 years -
TRANSFEl1 to FRC 5 years after accident 
investieation is clOsed. 

b.	 Safety Deja rtment Copy: 

1.,	 If injury results - RETADJ 

If anjury does not re suIt -
n~SPOSE after administrative 
need ceases. 

c.	 DISPOSE all other copies after 1yearo 

These are reports of all types of accidents 
occurring on the ~allroad. They are retained in 
the Operation3 Dept. long enough to satisfy the 
10 year statute of lim.Ltations for claims against
the gcvorrunent., 

31.	 OS Statistical Hcport:
 

a; R.ETAIN rrr<lstC!' copy.
 

b , nJ3pmjS all duplicates after 1 year. 

This is Rn op~r~tjon~l report uhich reflects the 
pa ssenr.o r 2nei. I r :irht (,nle<1ge,mile tonnage and 
other p ,:·t l.ncn ; ..~.1+,L0l.1c~1 da t.a necessary to the 
econom c.oI and C L iLc.i.orrt operation of D r-atLroad; 

-J~-

Action Taken 

freviously approved
for disposal after 3 
years. Job Il-NN-3627,
dated 1/29/62. 

Disposal Approvedo 

Disposal Approved-

Disposal Approved. 

To be deleted from rev. 
schedule, not kept
separately from item 
30a. (Employee injury
record ke~t in OPF.)'lilSPOSa:r(p _,roved.. 

Disposal Approved. 

To be deleted from 
rev. sched. Earlier 
reports disposable
10 years after date. 

Disposal Approvedc 



Control 
No. 

(193) 

(195) 

(198) 

(199) 

Item 
. No. De5cript~on of Item Action Taken 

Indefinite retent10n 15 justified because the·
 
report documents the operational efficiency of
 
the Railroad ..
 

32.	 Ope~ational Directive Files: 
Transfer to FRC 10 years

a. Operations series - RETAIN after date. Offer to 
Archives after 10 addt1. 

~ears.bo All other series - DISPOSE as obsolete. Dlsposal Approvedv 

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

,~	 r 

33. Report of Passengers Handled: 

,	 ~ISPOSE all copies 6 months after date of 
report. Disposal Approved~ 

This serves as a feeder report to the Operat-
ions statistical repor t., Tl~9 infomational con-
tent is of transltory value ~ince it is contained
 
in the final statlstical reporto
 

34. \~hittier and f\pp ...,..ct i iorru.ng Reports: 

DISPOSE all copi~s 1year after date of repor~	 Disposal
Approved,., 

This is a report of ships in port, number of trains
 
leaving and tonnage hauled from the Ports of Uhittier
 
and Seward. The informational content of the report

is operational in nature and has served its purpose

after the period stateJ.
 

Situation Report: 

DISPOSE all copies 6 months after date of
 
repoi-b, Disposal Approved ..
 

This is a report used to transfer instructions on
 
train movements and train orders be tween t.rom dis-
patchers. It informs the next dispatcher on duty

of orders received by the previous dispatclicro The
 
informational value of the report is short lived ClUE'
 

to its current operational nature ..
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Control
 
No.
 

(205) 

(209) 

• 

(211) 

(237) 

(262)
 

Item
 
nc, Description of !tcm Actlon 1'dkcn
 

36.	 Conductors' Time and Delay Report: 

nISPOSE all copies 1 year after date
 
of repor-t, nlsposal Approved.
 

"	 The contents of this report are acted on curr-ent.Iy,
 
The report covers all delays and incidents occur-
ring during each conductor's run. The records have
 
short term vdlue due to the cur~ent operati~nal

nature of the report~
 

37.	 Telegraphers' Transfer Sheets: 

nIsr0SE all coples 6 months after date of 
report. Disposal Approved 

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

patcher and the relieving nispatchcr of each message

sento The purpose of the report has been served
 
after the period indicated.
 

Standard Clock Performance: 

~ISPOSE all copies 1year after date of 
repor-t, D1sposal Approvedo 

Thi8 is a repcrt on clock performance at each
 
station, the a.nf'o; ,01'; ion.is of short term value
 
and i8 used a~ ~ control only. The retention
 
period sta~~d will satisfy all operat10nal needso
 

39.	 Locomotive Speed Recordings: 

DISPOSE 90 days after date of -·~cording. Disposal Approved. 

These are tape recordi~gs of locomotive speeds by
 
mile for each run. The information is of short
 
term value and 1S used as control only. In cClse
 
of accident recording becomes part of CClse file
 
covering invcstigGtiono Tl1e retention period stat-
ed will satisfy all operat.lonal requierments"
 

lfAINTENi\HCE RECOR%: Retain on ARR property as long 
as they are of technical andLa.	 Original T)rawing and Sketch Files: continuing usage value, then 
offer to Archives.RETAIN 

-13-
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Contl·ol Item 
No. DescriptIon of Item Action Taken 

,These records lnclude field notes, dinrics~ 
~rofilos~ elc7ations, specifications and final 
drnvi ngs of r-oadway , bu i Ld inrts, b r.i.dge s and cul-
verts. 'lney are retained because of their tech-
nical value and because they document the de si gn,
consttuction and malntenance of the Railroad1s 
physical properties. 

(263) 41. Inspection Reports: 

vlork ~eports - DISPOSE 2 years after date
 
of report. Disposal Approved_
 

The content of these reports is acted on currently&
beca~se they are used for controlllng work programs
and structure imporvement their value ceases shortly

• "1./ { after action has been taken. The rctentlon period
state~ will satisfy administratlve and operational
requirementso 

(264)	 Haintenance of vJay and Structures Files: 
Retain on ARR property 

a.	 Bridge and Culvert 7iles - RETAIN while they are of 
technical and continuin 
usage value; eventual 

b.	 Inspectlon neports on Bridges, Sectio offer to the Archives. 

Houses, Structures and Right-of-v'lay -
RETAIN 

These record~ ~ocument the reports, studies,
authorizat~ons, valuations and other per~inent
data and correGpondence on maintenance of way 
structures on the Hailroadft They arc retained 
indeflnitely to document construction programs
of the Railroad. 

(265) 43. Engineers' Working FiJes: 

DISPOSE 2 years after completion of proJec~ Disposal
I Approvcdo\ 

These are departmental uor-kmg files kept by 
lTJll.L.l.tv2C:.::J~,I) of way, bridge and bua Ldf.ng and enGin-
eering per sonne L, 'lhey are composed of reference 
material, enr,ineering data, work ass] gnment., copies
of b.Luopr-i.nt.s , dr-aui.nas , and spec Lf'a.cataons , They
consti tute drp.Li.cati.ve rnaterial cont.aa.nedin the 
official fileo 
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Control Item 
No .. No. Descrlption of Item Action Taken 

(280) 44. ,.Working Copies of Blueprints and Haps: 
(Communications) 

• I 

, \ a. RETAIN originals. 

Dispose 10 years after 
scrapping, replacement or 
other disposal of equip-
ment covered. 

, \ 
, ' b.. DISPOSE duplicate as obsoleted. nisposal Approved .. 

, 
,i 

" 

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

¥, • 
, " 

-
, 'J 

\ 

(282) 45. Log Books: 

DISPOSE 5 years after date of last report. Disposal Approved. 

~"t • 

.., ,~.~ 
R J~!

, :~5..;.. ' 

\ 

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. 

.. ~'5I , OPERA TD!G EQTJIPHENT REPAIR ANn W~INTENAUCE H1CORDS 
I,' 

(225) 46. Retain on ARR property
while they are of tech-
nical-o. continuing usage
value; eventual offer to 
the Archives. 

Drawings, Prints and Tracings~ 

RETAIN 

This is or-i.gana.lfne. of drawings, prints and 
sketches of fhr~s, equipment and rolling stockft 
These reco~~s document the structural and tech-
nical layout of shops and the mechanical and tech-
nical features of equlpnent and rolling stock. 
They are of continuing value as a source of tech-

• nical information and for hi.sbordca,'and research. 
purposes .. 

\t:' I 

(229) 
To be deleted from rev. 
schedule. Required info. 
found in union agreements
(Item la) and in OPF file 
of individual employees.This is the record of the apprenticeship and cra! e 

training program conducted in the llotive Power and 
Equipment Departmento They are of continuing value 
in providing summa!'y documentation of personnel 
tralnlng programs and procedures in the crafts and 
trades employed on the Railroad and form the basis 
for establishing the rates of pay. 

Apprenticeship Program: 
,

RETAIN 

, , , 
"", j 

" ' { , 
• ,..l e " t -15-
• '-' J~ I 

-: [: "~ ... " , . . 
- -- ---- - -.--------- ----------- ----------- ----------------------



Control Itp.m
Hoo . No, 

(231) 48. 

(232) 49. 

• ·,w I 

(233) 50. 
(234) 

(220) 51. 
(223) 

(99,105, 52.
121,131,
259) 

Description of Item	 Actiol: Take n 

.Car' Number Assignment Record (Changes): To be deleted from rev. 
schedule. IncludedRETAIN in Item 14a. 

This record documents the authonzation and offi-
cial action taken to conv~rt a pi~ce of nailroad 
equipment and as a result chanGe the serial number 
and classification of the equipMent. It has con-
tinuing value due to its property accounting, audit 
and operational significanceo 

Car Repair Cards: 

DISPOSE 3 years after date of last repair. Disposal Approvede 

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

Car Inspections, Hechanical and Electrical: 

nI5POSE all co?ies 1 year after inspection. nisposal Approvcdo 

This is file of bad order car ~nspectior.s and 
serves as bas~s for performing needed repairs,
adjsutments and maintenance. Its value ceases 
aftc: repa~rs ha f' een made .. 

Car and Equ:"pment Naintenance: 

DISPOSE 1 year after retirement of equiDment.	 Disposal
Approved 0 

This is a card record file coverinr, each piece of 
major Railroad equipment, stationllry and rollingo 

It furnishes maintenance cost, repf accmen t oat.a 
and overall pe r-f'ormance, The ret.ention per i od is 
sufflClcnt to satisfy oper<lLional and rcportlng
rcqu~rementso 

Records Documen tdng the l'lovernent. freight:of Revenue 

e. Baggage Uaybd.Ll.s	 Disposal hpproved 

bo Interline \Jllybil]" (Tncoo.ng ) Uispos.J.lApproved 

-16-
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Control Item 
No. No. Description of Item Act jon Taken -

c. Interline Waybills (Outgoing)	 Dispo:;.1. .~pproved 

, , d. Local Waybills	 Disposal Approved 

DISPOSE headquarters copy after 3 years • . , 

DISPOSE	 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 ~aintained 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-

-.W r'·	 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 1year after comp-
letion of delivery. 

This document records the movement of Railroad ·1-,, (ill)	 owned equipment and materials. 1here is no rev-
enue involved, the form is used for accountability

and statist:""c.ll ...r+cses only. The period specified
 
is sufficient to satisfy those requirements.


-I 

I)':<',j (111) Auditors' Corrections: 
\:'.! t 

, ~,' j 
, I 

a. DISPOSE Revenue Section copy after 3 yrs. Disposal Approved 
" 1 

bo DISPOSE all other copies a:ter 2 yrs. 'Disposal Approvedo 

, \ ,j These are revenue auditors formal notices of cor-'. 'i rections to freight and passenger accounts maint-
,,.', ained by the freight and passenger agents. They

correct errors and di ccr-epancf.esfound in freight 
bill auditso The primary purpose of the notice has 
been served after the period indicated lHth a110\-1-
ances for GAO site audit and administrative require-
ments. 

(108) 54. Commodity	 Statistics: Transfer to FRC 
10 years after date. a. RETAIN final statistic~l report. To Archives after 
10 additional years. 

-1'/-
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Control Item 
No. 

. , 
. , 

(113) 55.. 

• "1/	 r ' 

(114) 56. 

(ll9) 57.
! J 

Description of Item	 Action Taken 

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

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 '\o18ybills.. final reportThe statistical 
serves as evidence to just:i.fythe rates and class-
ifications established and is of continuing" value. 

Over Without Billing Notice: 

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

bg	 DISPOSE duplicate copies 2 years after Disposal Approved. 
action • 

This form notifies P.evenue Section of the receipt
of freight not covered by a formal waybillo The 
primary purpose of the lJotice is to establish doc-
umentation for the freight and it has served this 
purpose after the period indicated. The retention 
period allo\-15for GAO site audit and meets admin-
istrative requirementso 

Scale Sheets: 

ao n~~:'C3..:, -,-.)'.enue Section copy after 3 yrs.	 Disposal
Approved" 

b.	 IJISPOSEall other copies after 2 yrs. Disposal
Approved. 

These are the listings of wed.ghbs by car and form 
the basis for computing the freight charges for 
merchandise hauled on a tonnage rate. After re-
cording and verifying che lveights to the .. ,raybf.Ll
the listings have no further value. The period 
spocified js sufficient to allow for GAO site audit 
and meets adnmts tratdve requirements. 

Baggage aud Storage Reports: 

aG	 DISPOSE ~evenue Section copy 3 years Disposal Approved 
after date of report. 

b"	 DISPOSE all other copies 2 years after Disposal Approved 
clC"! te of reporte 

-lU-
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Control Item 
No. No~ 

, . 

(127) 58. 

(130)
"1lI r '(126)' 

(191) 60. 
(192) 

nescriptirn of Item	 Action Taken 

These reports nocument the revenue received from 
parcel and bagr,agcstorage fees. The penod spec-
ified is sufficient to allDi1 for GAO site audit and 
meet adminiatrative requirements. 

Transportation Tax Repor~: 

DISPOSE Re~)nue Section copy 1year after Disposal Approved 
date of p~Ol1t 

This is copy of tax payment voucher and is re-
tained for reference only. The record is H'ith 
the Schedule of Payments~ Retention is sufficient 
to serve administrative and fiscal requirements. 

Train and Ship BagGage Reports: 

a.	 DISPOSE Revenue Section copy 1year after flisposal
date of report. Approved 

bo	 DISPOSE Claim Agentls copy 1year after Disposal
date of reporto Approved 

c.	 DISPOSE all other capies 9 months after Disposal
date of report.. Approved 

This is listing of baggage received and delivered 
by each baggageman~ Its primary pvrpose is to 
furnish eviden~p nf haggage handling for claim 
verification purj.oc SO T\18retention period stated 
allows for :h: lpgal freight and baggage claim fil-
ing pericj of 9 months.. 

Ticket Inventory and Issue Record: 
Disgose 5 years after a. Inventory Record Book - ~ET~IN latest entry. 

bOl	 Ticket Receipts - DISPOSE after Disposal Approved 
clearing. 

These are eS3entially the inventory accounting
records of ticket st.ocks, The Lnvent.ory record 
book is a continuing record ~~1.1 Lnde f.irri te 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 

(2ul) 
(2L2) 

61•. Freight 

a. 

and PaQsenger Circulars: 

RETAIN master file. 

To be retained on ARR 
property until no longe
required for reference. 
Eventual transfer to 
the Archives. 

b. DISPOSE all other copies as obsolete~. Disposal ApproverlR 

These instructions document the issuance of spec-
ial and/or one t.ime tariff rates to shippers of 
commodities for ..hich published tariffs clo not ex-
ist. They document and nstabllsh the Traffic De-
partment's operational policies and establish 
freight rates~ 

Tariff Files: 

a. Tariff File (1 taster 0et) - RETAIN 

bo Tariff Fa Le \iorking copies - DISPOSE 
5 years after publishing tariff. 

To be retained on ARR 
property while of tech-
nical & continuing usag
value; eventually to be 
offered to Archives. 

Dlsposal Approved 

c. Tariff Docket Files - RETAIN (Same as 62a above) 

These arc records docuMentinK the frciGht rates 
and passenger fares prcvaillnf; on The ARR from 
its beginningn They arc the official published
rates and established the rdte structure through-
out the hlstorv ("If' t.he Railroad.. They contain 
correspondence, r~c~~ts of st.atistical surveys,
hearings anc' :inal published tariffs. TI1ey are 
retained l:~cause of their legal, fiscal and hls-
torical and research values. 

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

A. DISlJOSE Claim Agent 's 
date of prepa~qtiono 

copy 3 year-s after Disposal Approved 

b. I nlSPOSE all other copies 2 years 
date of preparatlon. 

after Disposal Approved 

These records document, thc delivery of ri.verboat.. 
froi;h-::'.and all ovcr'ages, shor-tages and da'naged 

f ..-eiCht. They have value for claim veri fication 
purposes and additional retention period is pro-
vided to a.l.Lowfor claim proce ssing timeo 
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No. 
-Control 

(256) 

Item 
NO'8 

64./" 
- , 

,. , 

Description of Item 

Reference Material: 

a. DISPOSE Claim Agent's copies 18 months 
after date of final document. 

Action Taken 

Disposal Approved 

b. DISPOSE duplicates
of final documento 

9 months after date Disposal Approved 

(257)
(250) 

'" 65. 

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 only.
Additional retention period is provided to allow 
for claim processing tirre. 

Local Rail and Boat Files: 

DISPOSE 18 months after date of final 
document" 

Disposal Approved 

These files document the handling of all local and 
interline freight by The ARR. They record all over-
ages, shortages and damaged ~reight~ Their prima~
pUX-pCli03 has been served after the legally al1m-v-
able time for filing a freight claim has expd.red,
Ths period stated provides for claim processing
t~me .. 

\ , 

(260) 

(100) 67. 

Claim Register: 

·DISPOSE ~O years after date of last entry - Disposal Approved 
TRANSFER to FRC after 5 years. 

This is the numerical and alphabetical rer,ister,
register in which is recorded the dates of receipt, 
action and date of settlement of all frei~ht claims 
filed.. The primary purpose of the register is re-
search and work measurement. The retention period
stated will satisfy these requirements .. 

Alaska Railroad Barge Operations: 

nISPOSE 3 years after date of last action. Disposal Approved. 

These are revenue accountine records covering
shipping transactions by Alaska Railroari contract-
ed barges during a t'VJO month period in ]9LEl due 
to a West Coast Longshoremen strike. Tho rf,tent.-
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Control 
No. 

I 
,I 

(135) 

• 

(375) 

'.'1• ; 11 

(342) 

I I I 
, ; 

: " ~ 
"I'	 ! 

'I 1
 

" I
,I , 

, I, 'I I
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'1' .. I 
, I 

'~,!',',,' I' 

) :}! ' 
, if I , 
,i',	 !, (343), ,', I 

"; I 
,'~' I 1 

• 1 
, ,
 

.'- I
 

';:' '~l'...... 
'I .-I

' .. If. 

I ;;:~,I1

'------ -- ...... -- -

Item 
- NOe Description of Item Action Taken-

,ion period is long enough to satisfy the 10 yr. 
statute of liMitations covering possible claims 

I,	 against the government for other than freight

damage since the last action occurred in 19480
 

Full documentation of the operation is contained
 
in the program files.
 

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

DISPOSE 8 years after date of last action- Disposal Approved 
'IRANSFE~ to r"RC after 3 yearso 

These files contain correspondence, shipping and
 
o{Jllecticm material covering a one year period
 
(1953). This operation has been dir.:continued
 
and further retention of the records is for possi-

'r/ r ' ble claim action. The period stated is sufficient
 
to cover such possibilities within the 10 year
 
statute of limitations. Full documentation of the
 
operation is contained in the program filesQ
 

Steam Captainsl Log: Included in inventory 
~SFER to FRO for indefinite retentiono of records currentlybeing offered to 

Regional Archives, FRC, 

These are dally logs maintained by ship captain#eattlez Washington.

of the steamer boats haulin~ freight into the Yukon
 
Territoryo ~heir retention is justified due to
 
their historJ.c.a.l..
a~ .eo 

70. Mess Hous~ P.e~crds (av location): 

DISPOSE 2 years after date of last actionso Disposal Approved 

These records include correspondence, requisit-
ions, mess house inventories, meal ~tatements,

registel's, cash book and remittance advrce s 0 They

duplicate the record :,i1:dntained off-in the general
 
ice which are retalned for appropriately loncer
 
periods. The retention period stated \lill satisfy

all administrative, legal, fiscal, invcGtieative
 
and operational requirementso
 

Dormitory and Hot~l Records (at location): 

DISPOSE 2 years after datu of Las t ac tions.. Disposal Approved 

These records include lodging rcgi otor G, J C11:n.Jry
check sheets, remittance a.Ivf.ce , cash book , ho t eL 
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Control ItelCl 
No. No.- Description of Item Action Taken 

" 

.. 

.', 

registers, reports, rer,istry cards and requisit-
ionso 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.pperational require-
mentis.. 

PASSENGER AND FREIGHT AGENTS' FECORDS 

(377) Nonthly Reports - Pas sengez- and Freight Agent 
(Ec:~.anceSheets): 

DISPOSE 3 years after filing. report. Disposal Approved 

(362) 73.. 
-01 , 

Cash Book: 

DISPOSE 5 years after last entry. Disposal Approved 

(344) 74. Yard Checks: 

DISP'JSE 1year
~hecko 

after date of last yearly Disposal Approved 

(345) 750 Daily Car Record: 

DISPOSE 
check, 

1year after data of last yearly Disposal Approved 

\ 
" 

I 

I 

(346,
379) 

76.. Dead Head ..;.n...l. Ha::'lr.ld Property Waybills: 

DISPOSE ~ year ~ter date of last yearly 
waybi.Ll. 

Disposal Approved 

(373,
372.9 381) 

77. Local, Llterline and Baggage waybills (Incoming 
and Ou tgof.ng}, Station and Cashier Is Copy: 

DISPOSE ~ ye~rs after date of last yearly
w.f:.ybU!,) Disposal Approved 

(348) 78. 
f 

Regd.s te.redPackaga waybills: 

4 

i' 
DISPOSE 1 year
"l8ybilll) 

after date of last yearly 
Disposal Approved 

(349) 79. Waybill Register (Pro Book): 

DISPOSE 5 years after date of last entry, Disposal Approved 
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Control 
No. 

(350) 

(351) 

(352) 

(353) 

(354) 

(361) 

(365) 

(367) 

(368) 

-Item 
Description of Item 

80., Standard Clock Register: .. 
DISPOSE (Prepare in original only) 

81.	 General Correspondence: 

DISPOSE all but essential items after ~ yr. 

Car Repair Records: 

DISPOSE 1 year after date of last yearly
repairo 

83.. Freight Checking and Tracing Records: 

DISPOSE 1 year after date of last yearly
tracer. 

84.	 ~heel Reports:
 

DISPOSE 30 days after date of report~
 

85. Demurrage Records: 

DISPOSE 3 years after date of last yearly
report. 

86.	 River Boat Loading ~ecords:
 

DISP02Z j s= .J.~. after date of last yearly
 
entry.
 

IBM Revenucl Listings: 

DIS~OSE 1 year after date of report 

88.	 Train Registers:
 

DISPOSE 3 years aiter last entry.

I
 
I
 

Incoming and Outgoing Hessages:
 

DISPOSE 6 months after transmission date.
 

90.. OS&D Reports:
 

DISPOSE 18 months after date of report~
 

l. 

Action Taken 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Appruved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Djsposal Approved 



i ' 

No. 
Control 

(370) 

(371) 

It.em 
No.-

91. .Scale Ticket and Weight Slips: 

92. 

Doscript.ion of Item 

DISPOSE 18 months after date of last yearly 
weight slip. 

Waybill Abstracts: 

DISPOSE 3 years after date of last yea~ly 
abstract. 

Action Taken 

Disposal Approved 

Disposal Approved 

1 
I 
I 
I 

I 
I 

• I 

" 

(376) 

()80) 

(382) 

93. 

95. 

96. 

Hagon Slip Deliveries: 

DISPOSE 1year after date of last yearly
delivery. 

Da~ly and Monthly Reports of Ticket Sales: 

DISPOSE 2 years after date of last yearly
report. 

Government Bills of Lading: 

DISPOSE 2 years after d~te of last yearly
documento 

Switch Lists: 

DISPOSE 2 years after date of last yearly
document , 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

(383) 97. Train Orders: 

DISP0CE 6 months after dateo 

These records shoun in items 72 thrc;gh 97 are 
maintaiuoc. by the Station Ae;ents at various locat-

ions. They are the rec)rd 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 admi.ni.s trative, letal, f'asca L, invest-
igative and operational requirements, since the Gen-
eral Office copies are held for appropriately longer 
periods. 

Note: Numbers in p3rcnthes88 indicate records in-
ventory control sheet.s for ARn useo 
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