
FEDERAL ENTITY CEASED OPERATIONS 

Schedule Number: NC-322-76-001 

Federal entities may cease operations when they are established as a temporary 
entity, are abolished, or functions are transferred to state or local government or 
private control. 

Description: 

Federal responsibility for The Alaska Railroad terminated upon its transfer to 

the State of Alaska, January 5, 1985. 

Date Reported: 07/23/2020 

FEDERAL ENTITY CEASED OPERATIONS 
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REQUEST FOR AUTHORITY DATE RECEIVED JOB NO 

TO DISPOSE OF RECORDS NC • S 2 2- 7 6 - 1 
(See lnstruct,ons on Reverse) JAN o 5 1976 

ADMINISTRATION 

NOTIFICATION TO AGENCYNATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

OR ESTABLISHMENT) 
In accordance with the prov1S1ons of 44 U S C 3303a the dis 

s"'-<'-=o�r�t=a�t=i=· =o�n��F�e=d�-�R=R�A=d=m=i=n=i=s�t=r�a�t=i=o=n�-----1 posal request, including amendments, IS approved except for 

items that may be stamped "disposal not approved" or "with 

drawn" in column 10 

The Alaska Railroad Pouch 7-2111 Anchora e AK 99510 

TO GENERAL SERVICES 

1 FROM (AGENCY 

�D><.e�_,.t,_,.'--------'o"'--'=-f------"T'-"'r'--"a"--'n'-" 
2 MAJOR SUBDIVISION 

3 MINOR SUBDIVISION 

All Offices 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

A. Louise Bremner Adminis. Assistant 9 7/265-2690 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby cert,fy that I am authorized to act for this agency 1n matters pertaining to the disposal of the agency's records that the records proposed for disposal 1n this Request of 

..f-e.tH'-opage(s) are not now needed for the business of this agency or will not be needed after the retention periods spec1f1ed + attachment ( in quad.) 

JOB NO 

12/24/75 General Manager 
Date (Title) 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 10 

ACTION TAKEN 

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

CHANGES 
A copy of subject schedule is attached with recommended 
revisions, underscored, for all items previously statingo
"Disposal Not Approved" (i.e. i terns not previously pro­
posed for disposal, specifically la, 2a, 4c, 4d(i), Sa, 
6, 7, Ba, 9, 10, 12a, 13a, 14a, 14c, 29a, 30b(l), 31a, 
32a, 40, 42a, 42b, 44a, 46, 47, 48, 54a, 60a, 61a, 62a, 
62c, 69) 

ADDITIONS 

102. The Railbelt Reporter and The Railbelt 

(Control a. Railbelt Reporter master file: 
407) PERMANENT. Transfer to FRC when 10 years old. Offer 

to National Archives when 25 years old. 

This is master file of the printed publication, issued 
by Office Services and Management Services Branches, 
which served as the Railroad's official employee news 
organ from June 1949 through June 1972. (Estimated 1/ 
cu. ft.) 

115-106 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Admm1strat1on 
FPMR (41 CFR) 101-11 4 
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"h1ster:i.e:&l Bt.cl t esearcl, pu .. l-'u::>t::::;. 

Standard Form No, l._1511. 
Promulgated 9-1-49 by , ,
General Services Adm1mstrulfon 'Jo� No,N"<;;.'...32?-=76-1)oPage _ _2_ 
The National Archives .._ of-�� pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

103. 
(Control
408) 

104. 

(Control
Lf09) 

105. 

(Control
410) 

98 DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

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 publication,
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, Washington, D.C., at six­
month intervals, covering January thru June and July
thru December. Retention period for copies kept by 
Alaska Railroad will satisfy administrative requirementp 
and legal time limits. 

Work Reports on Railroad Equipment: 

DESTROY six years after date of report. 

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

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 financial activities and 
economic condition of Railroad is valuable for 

Four copies, including origmal, to be AJbmitted to the National Jlrchives 16-69-4�8-1 OPO 
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Standard Form No, 115� .. I I
Promulgated 9-1-49 by ., -
General Services Admlnlst'ri.�loo J0b N m:;.:.322-=76-l _ 

, 

°' ----�-- Page __
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 INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO 

106. Monthly Financial Statement: 

PERMANENT .. Transfer to FRC by fiscal years 10 years afte(Con­ close of FY;"ltt'o'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 requirementi�.

107. Records of General Manager: 

a. Correspondence files(Control .p6c, YIIIAiJ�• 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 informatiom. 
Distribution is to ARR supervisory personnel and, in some 
cases, to all personnel. They replace former directives 
which were variously titled Administrative Memorandums, 
Administrative Orders, General Circulars. 
(Est. Vol. 1/2 cu. ft.) 

108. External Reports: (copies) 

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

earlier. 

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

Foar copie•, inc:h11ling original, to bo submiHecl to the National Archives lG-69�28-l GPO 
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Stnndard Form. Nm 111"a , ,I 
Promulgated 9-1-4, by .. NC-322-76-1 4
General Services Admlwstratlon Job No _ , Page ____
-The National Archives 

of --1±._ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 

ITEM NO 

Fou copies, induding original, to bo Sllbmilled to the National Archives 

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

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

9 
SAMPLE OR 

JOB NO 

10 

ACTION TAKEN 

16-59428-1 GPO 
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a. Original working file reference copy. 

Action T:ikcn 

ALi'S:(i\ PJ,lL)lOJ\1") 

crnr.PHEHEHSIVg P.LCOFJiS scH;i;nu u: 

Control Item 
lJo.. Noo nescriution of ;Le�. 

P�OGRAI! Ailn Aff�UISTRA'l'IVE ;}AtlJ\.CEi·ili�TT RE,COf/DS: 

(39) lo W,1be Schedul�::; and Union Agrec1,1cntn: 
a. Record copy. 

PERNANENT. Transfer to FRC 5 years
after expiration of agreement. Offer 
to National Archives 15 years thereafter. 

bo DESTROY /duplicates after contra,� t, Di5pc.... al Approved 
expiration,, 

Original flle of wage schedules and uo-rking 
agreements in th the se-reral craft and trdde 
unions, Americc:.n Federation of Labor» These 
files are correspon.fonce, minutes, studies and 
signed agreements so t,ting f0rth w:it:;e rates and 
specif:{ing wcrking aercem€nts for all 1\1.aslca 
Eailroad er·;;� oyees,. 'fhP.se files arc retained. 
a& ev::.de:ice cf the personne] managcr1ent a:d pay 
policies of The Alaoka Railroad,, 'll�•? hc.3.dquorters 
record copies are maintained by tile Personnel Depto 

(226) Authority for Expenditures (AFEo1 S)
(267) 

b. 

DESTROY 10 years after completion of 

project or when no longer of any admini­

strative usefulness, whichever is sooner. 

All others. 
DESTROY when 1 year old.o

These are autho�ities fo� expenditure 0f funds 
in•rnl,ri.ngoc3.pital ir,veutmcnL to perforn :naint­
enance, construction and special projects, and 
to retire eqt.::i.p:-:ient and .:;tructureso The rntent-
i on of tr1e orj_ginal copy justifies disposal of all 
dupllc.i.te c.cpic3 after one year with th� exception 
of interested department where copy is retained as 
wo:dcing file for future pro.:;cctsQ 

(59) Back OvertLme Records: Disposal i\.pprovf'd 
(319) 

DESTROY!5 ye�rs after claims have be�n p�id 
T.-?/i.N,Sii'CR to FTIC 2 ye:lrs a.ft.Sr :::c'0tlemcnt;, 

https://dupllc.i.te
https://in�rnl,ri.ng
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Control Item 

I
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(17,19., 4o. 
20,21, 
22) 

Description of Item Action Taken 

These are records accumulated by the Per�onnel 
Depto in the computation and filing of back over-
time pay claims o 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 laws, these employees 
are claiming back overtime pay for all hours uorked 
over 40 in each week� The retention period is sufficient 
to satisfy Fiscal Audit purposes after payment of the 
claim" 

Report of Investigation Files: 

includ9: 

ao DESTROY[original investigative case files 
10 years after closing of case TRANSFER 
to FRC after 5 years� 

Disposal Approve� 

b. DESTROY\ copies retained by Special Agent
after S yearso 

Disposal Approvec+ 

Investigative records not part of the case file 

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

d0 Federal Bure�u of Inve�tigation _part of OPF.)
Kickback Sheets -

1. Copies not interfiled with finger Disposal Approved 
print cardso nispose when admin­
istrative need ceaseso 

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

e. Special Agents• Reports - DESTROY/ 18 Disposal Approved
months after completion of assignment.I 

f. OS&D Reports - DESTROYJAFTEq 6 months� Disposal Approved 

'I11ese records inclu1c8.'1 all reports made by the 
Special Agents relative accident cases and in­
cidents concerned ui Lh the protection o.f 'Rail­
road property nncJ r1erchan1Jisc in the custody of 
of the Railroad .. Tb'!r,e files are purely inve&t­
iGative, do noG contajn subsequent actions or 
final dispostion of c2.::::c 0 Or.Lginal Special Ap;ents 
Pceport and caoe file j_s forwarded to P.ailroad 

-2-



------
Control Item 

No. No,, Description of Item Action Taken 

Counsel and General l�anaP,er, where criminal or 
civ:u. action is started., The case is retained 
for 10 years in the headquarters fJ_le which is 
adequate and justufies the disposal of duplica­
tive material after 5 years. The indicated re­
tention periods are sufficiently long to satisfy 
any administrative1 legal, fiscal and investigat­
ive values to the government. 

(Jlh) 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 To be deleted from rev 
years after separation of employee. (Records schedule since these 
subsequent to 1/1/47) copies are filed in an1 

become part of Officia: 
Personnel Folders. 

(176) 6. General Ledgers: 

DESTROY when 10 years old. 

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

(322, 324, 7. Alaska Engineering Commission Records 1910-1923. 
334, 341) 

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

Alaska Engineering Commission, predecessor organiza­
t�on to the ARR. Their retention is justified on the 
premise that they contain material of historical 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::;:J,1..n de.i/v''f' 

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

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

The Railroad has authority to lease land for commercial 
nPvelopment. The justification for keeping land lease 
f;_Jes 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 limits 
are fulfilled and/or after case is closed 
and administrative 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. 

(321) 

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

10. Railroad News: 

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



391) 
(3,190 

Control Item 
Description of Item Action TakenNo. 

ll. Railroad Pass and Heal and/or Lodging Pass Disposal Approved 
Files: 

DESTROY)) years after issue date. 

Records of issuance, loss and cancellationo Tli12:se 
records document the processing of annual and trip 
passes for free transportation and meals and/or
1,rlg!x·.g, on The 11..,-rm, 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. 

12. Internal Audit Records(68) 

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

b. DESTROY\ copies 5 years after date of Disposal Approved. 
audit report. 

These are audit papers and ��rrcspondence relative 
to the internal functions and operations of the 
railroad's revenue collections and cash handling
procedures, agent ticket sales, inventories, and 

_the safe keeping of funds. 

(71) 13. Fiscal Accounting Reports: 

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

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

Listing of Reports: 

Estimated Revenues and E�penses
Payroll Comparison Beporh 
Narrative Report
Agent's Uncollected Balances 
Hanagement Improvement Program,
Force Report
Federal Employees I Grcup Life In�ur.:-mce 
Analysis cf FreJGht Tonnage
Balance Sheet 
Commissary !Icsshouse Opsrat10ns 

-5-



Control Item 
Description of I tem Action Ta\...en 

 

 

 

 

Detai l  of Rail Line Revenue Freight Traffi c 
Expenditures & Re ti rements on Account of AFE$1 S 
Financial Peport 
Financial Report - Accounts Receivable,  Commercial 

T raffic 
Financial Repc�t - Accounts Re ceivable , O ther Gov$1 t. 
Financial Report Yrnpfuo.age Disbu rsements 
Finan cial Report - Purchase Order  Obligati ons 
'Finan cial Report - Material Issues & Stores Inventory
Ope rating Expenses by Pn.mary Accounts 
Revenue Freight Cc�modi ty S tatistics 
Record of Train, l lotor C ar & Locomotive i liles 
S tatement of Rolling S tock & Hiscell aneous Equipo Rece 

Unadj usted  Debits - GovernmPnt Claims 
Hedical Association - Feport of Income & E:>..l)enses 

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 Approved 

c. All Other Reports. 
DESTROY after 10 years. 

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

These re cords j ncludc  sur�eys,  transfers, proBrcss 
and comple tion repor$t·, and re  tired equ ipmen t and 
equipment num1K!r chan! ·e;3 rcp0-r t::; m.:1::i nt�ined by the 
Accounting Div lsJ.onD  The re ports clr8 used to re­
cord property acc. oun t.J r , g  in.f\1 ".."�, 1a$ticn .. Re tention 
for the periods indiccJ ted 1r1 1ll sa 1 .1 [, fy admini::; t­
rative, fiscal,  lefdl ,  or in��s Liga l ive require­
ments., 

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


 

 

Control Item 
No. No. Description of Item 

after 

Action Tal(en 

(317) 15. Fire Department Reports : 

a. DESTROY j�Jatchman I s Clock Dials Disposal Approved 
·-3- monthse 

b. DESTROY iActivity 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 AR.� fire dept. The clock dials re­
cord night watc��;an ' s  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 indicatede The activity 
report has a longer retention value due to the in­
formation content concerning daily activity of fire­
men and fires on .ARR Propertye 

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

_ _2ESTROY' l 6  yrs .  after final entry on cards. 

These are index and paY!llent record cards maint­
ained by Voucher Section, Ac�ounting Div. list­
ing in alphabetical order payments Qade to con­
tractors and supplierse They are cross  indexed 
to the schedule of payment fileo The retention 
period is c�r.:-..:. ... � .. t to satisfy all administrat­
ive,  legal, tiscal, a�d investigative require­
ments of the government. 

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

-_J)ESTROY /3 years after expiration of coverage. 

These are original copies of fideli t.y and indeam-
i ty bonds procurea by JillR employees... The file is 
maintained in the Voucher Section and is comprised 
of correspondence, applications and copies of appro­
ved bonds� They are retained for a period suffic­
ient to protect the interest of the govcrn�ent and 
to satisfy the needs of G.AO and internal audit 
should a bond claim develop.,. 

(33,
58) 18. Disposal Approved .Annual Retirement Deduction Cards': 

'I'hese are recorda of to ta.�_iz;:,:1 a!1r,0al 2-I'-.c. 1 ·1 c;1thly 
retire11ent d.eductJ •):is,. Tr:;: :::·-::: ccr-:s u.re na longer
mani t�ined a�d ��c lpcateJ in tn9 Perso:i:"wel Deptft 



 

Control Item 
No. Noe Description of Item Action Taken 

The info:rriation 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 .. 

(53) 19. Retirement Record Transmittal s :  Disposal Approved 

_ DES_T�OY f 6 months after mailL..,_g date. 

Because the informational content of these trans­
mittals is not SQsceptible to official u se for any
pDrpose ot�er than the interlded use of recording 
the transfer of the Fetirement Cards to the Civil 
Service Com,,ission by the Person..1.el Dept. , their 
value to the Railroad ceases after the period stated. 

( 82) 20. Employee Identification Cards : Disposal Approved 

DESTROY: uhen administrative need ceaseso 

These are duplicate copies of The ARR ident­
ification card issued to each employee by the 
Personnel Dept.., i.vhen hired. This copy is used 
for si�nature verification and further  identifi­
cat.ion of e,nployees ., The care. serves  no other 
administrative, legal, or fiscal purpose and is  
considered t.0 '-'t:: ..;.,_ little additional value  for 
signa turc --;-arifica tivn •. 

(81) 21. Check Delivery Receipts : Disposal Approved 
l)-G"s:i"-CO\ p--�,E",rz_ I Lf \&"A-ul-

These are individual and multiple check delivery 
receipts recording handling and re�eipt of pay­
roll and voucher checks o Retention period stated 
will satisfy adr.�ru.strative requirementse 

(49) 22.  Unclaimed and Undelivered W-2 Forms: Disposal Approved 

DESTROY71 year after close of tax filing dateo 
( 

I 

These are enployee copies of W-?. Form (Tax \<Ji th-
holding Statements )  not delivered to employee due 
to lack of mailing address o� unclaimed� because 
a copy of th.�s forr, is furnished the Internal Rev­
enue Dept. , the undeliverable c opy if held for the 
period stated will discharge the Railraad 1 s respon­
sibility to its employeeso 

-8-



(lh3) 

Control Item 
No .. Noo Description of Item Action Taken 

(136)  23.. Electric Accounting ilachine Punch Cards Disposal Approved 
(11utilated and Damaged) 

_ _DESTRO'('_ j 

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, i s  of short value and is duplicated in tab­
ulated form. The cards have no further ad.TQnist­
rative, legal or fiscal value. They are presently 
stored in the Safety Building. 

( 138 ) ' Electric Accounting :Machine Punch .Cards : {Reports ) 
(139)
(140)' a� Form 1356 (Cost Distribution Estimate - Disposal Approved 
(141 )  DESTROY \ 30 days after preparation of 

report. 

bo IBM 5081 Card (Accour.ts Receivable ) - Disposal Approved 
DESTROY 1 30 aays after preparation of 
report. 

c. IBH 5081 Card (Pas::.enger Car Nileage )' - Disposal Approved 
DESTROY \'30 days after preparation of 
repor'to 

do Fv1 .. 1 t735 :car Accounting Statistics 
r.:::>rd ) - Disposal Approved 
DESTROY \30 days after preparation of 
report. 

e. _' _Form 1401 (Check Register Card) - Disposal Approved 
_ DESTROY'\ 30 days after preryaration of 
reporto 

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 raeet adMinistrat.ive requirem&ntso 

(lh2) 25. Electric Accounting Machine Punch Cards : (Payroll) 
(1.37) 

a., Fann 1356 (Payroll Distribt1tion Card) - Disposal Approved 
DESTROY il year after year in which 
prepared., 

(144 )
(145) 

b.. ?orm 1JS7 (Het Pay and Earnings �,o 
Date Card - Blu0 S lripe) Di::;posal ApproveJ. 
DESTROY 1 2  years af cer pay�oll au�it� 

-9-
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27. 

Control Item 
No.. No. 

(290) 

(396 ) 

Description of Item Action Taken 

Co Form 1357 (Ne t Pay and Earnings to 
Date Card - Gray Stripe ) 
DESTROY LI_ year after year in which 
prepared'!> 

Disposal Ap�roved 

a. Form 1486 
Card) -

(Payroll Deduction Hise  .. Disposal Approved 

_DESTROY I 30 days after end of pay period., 

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

These pu�ch cards are retained fo� a period suffic­
ien t  to permi t reconstruction of payroll dis tribu t­
ions, and of tax, retirement and miscellaneous de­
duc tions. They a re of temporary value because the 
information has been conve rted into tabulated form 
and is available in the payroll record.so 

Priority Ratings DO }1R.0: Disposal Approved 

DES�ROY I 

These are records �a intained by the Stores Div. 
during the controlled priority rating program for 
Strategic and Critical l iaterials .  The program 11as 
discontinue::: .:.., .,_-:;? and the value of the records 
has ceased to exist. 

Ships Manifes ts and GBL 1 S :  Disposal Approved 

DESTRO_Y I 

This is reference ma terial used by the Seattle 
Representative during the period 1947-1949, its 
c ontents are of no furtner value from a research, 
adminis trative� legal, fiscal, or investigative 
s tandpoint.. 

Reading$'. File s :  Disposal Approved 

- - DESTRO Y \l year afte r date .  

These are copies of Ol1 tgoing correspondence and 
interoffice memoranda. They are u sed  for reference 
guides and as finding media. Because they are dup­
licates of the originc1l record ..rhich is retained fo.,.. 

appropriately longer periods of time , the se files a. e 
of s�or t  term value onlyo 

-10-
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Action Ta!~cn 

------------- - -·-- ----- -------- ·--·--

Con trol Item 
No .. Description of Item 

'ITu\IN OP2Ill,TIOII !'!�corms 

freviously approved (207) Dispatcher'$s Records$: 
for disposal af ter 3 

�earso. Job 11-NN- 36 2 7 $, a. Train Sheets 
dated 1 /29 /6 2 .  

b .  Train Order Books - DESTROY [after 
5 yearso 

c. Train Consists ar.d Daily Car Repor t -
IDEST�OY �fter l year. 

These are operating records of daily train move­
ments and contain operational data of reference 
u se to manar,ementn The retention period stated 
will satisfy all operational requirements. 

( 200 ) 30 .. Accident Reports: 
(208) 

ao DESTROY priginal report after 10 years -
TRANSFER to FRC S years after accident 
investigation is closed. 

Safety Deµ. rtment Copy: 

If injury resu lts 

,., !f J.nJ ury does not result -
DESTROY iafter administrative 
need ceases. 

c. DESTROY \all other copies after 1 yearo 

These are reports of all types of accidents 
occurring on the �ailroad . They are retained in 
the Operation3 Dept. long enough to satisfy the 
10 year statute of limi tations for claims against
the 6overrunento 

(188) 31.  OS Statistical Report: 

ao RETArn rr,aster copy. 

bo DJSPOSS all duplicates after 1 year. 

This is 2n O!-).:> r'cl t:i on;;l report uhich refle cts the 
passen�.0r 2 '1.d 1'r:::' 1 rht r;,1.lec1ge, mile tonncJ8e and 
other p. ' : h.n,:,n : .: "'.-, 1+, u, L.t c.'.ll da ta neces s ary to the 
econorin c,'.'l c1nrl. ·: t. i. .L cicnt ope ration of .J railroado 

D isposal Approvedo 

D isposal Approved-

Disposal Approved. 

To be deleted from rev 
schedule , not kept
separately from item 
30a. (Empl0yee inJury
record ke�t in OPF . ) '  
Jlisposal$$(p _ ,roved/) 

D isposal Approved. 

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

D isposal Approvedu 

https://1+,u,L.tc
https://passen�.0r


 

b :  All other series - DESTROY when obso lete  

Contro$l Item 
No . No- Action fokcn Descript�on of Item 

32 .  Operational Directive Files . 
(193)  

a .  Operations Series 

old. Offer to National Archives when 20 
PERMANENT . Trans fer to FRC when 10 years 

years old. 

Disposal Approved.

These are operating and admin istrative directives 
and orderso The / period stated is intended 
to insu re the retention of a complete set of the 
operational series of directives originated by the 
Department of Operations� 

(195) 33. Report of Passengers Handled : 

DESTROY \all copies 6 months aft er date of 
report. Disposa l Approved� 

This serves as a feeder report to  the Operat­
ions statistical report o Tl0 e informational con­
t ent is of t ransitory value 8 in ce it i s  c ontained 
in the final sta�istical reporto 

(198 )  34 .  \Jhi ttier and f-pn..,.,.<l i !orru.ng Reports: 

DESTROY / all copi�s 1 year after date o f  reportm Disposal 
Approved,,, 

This is a report of ships in port, number of t rains 
leaving and tonnage hauled from the Ports of Uhittier 
and Seward. The informational conte nt of  the report 
is operationa l in natu re and ha s served its purpose 
afte r the period stateJ� 

(199) Situation Report : 

nF.��RoYJ all copies 6 months after dat e  of 
reporto Dis posQ l Approveda 

This is a report us ed to t ransfer instructions on 
t rain movements and train orders betireen train dis­
patchers. It informs the next dis patcher on dut;v 
of orders re ceived by t he previous dispatchcra The 
informational valu e of the report is sllort lived c,ue  
to  its cu rrent operationa l natureG 
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37-

Control Item 
No. No. Description of ltcm Ac tion Taken 

( 205 ) 36. Conductors ' Time and Delay Repor t: 

DESTROY\all copies 1 year after date 
of report., Disposal Approvedc 

The contents of this report  are acted on cu rrentlyo 

The report covers a ll rtelays a nd incidents occur­
ring during each cond uctor ' s  run. The records have 
short term vo lue due to the cur�ent operational 
nature of the report .. 

( 209) Telegraphers' Transfe r Sheets: 

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

This is a record of messages sent by each dis­
patcher and is used to notify the Chief Di s-
patcher and the relieving Dispatcher of each message 
sento The pu rpose of the report has been served 
after the period indicated. 

(211 ) Standard Clock Performance$: 

DESTROY$[all copies 1 year after date of 
report� Disposal Approved� 

This is a repcrt on clock performa$nce at each 
s tation, the info:.. ,n,::,.$. ion.is of short term va$lue 
and is used a�$ � control only. The retention 
pe riod statJt:.d will satisfy all operational needso 

(237) 39. Locomotive Speed Recordings$: 
-

_DESTROY 
I

!90 days after date of --�cordingo Disposal Approve d. 

These are tape recordings of locomotive speeds by
mile for each run .. 'l'he informa ti on is of short 
term value and is used as control only� In case 
of accident recording becomes part of case file 
covering investigation .. The retention pe riod stat­
e d  will satisfy all ope rational requierments., 

(262 ) 

RAILROAD AND BUILDING: ENGINEERING , CONSTRUCTION 
MAINTENANCE RECORDS 

40. Original Drawing and Sketch Files. 

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

-13-



Cont1·ol Item 
Noe Noo Des cription of Item Action Taken 

These records include field notes , diaries ,  
p rofilo s �  e:c,�tions, specifications and final 
drawings of roaduay, bu1 ldinr;s , b ridges and cul­
verts. 'fhey are retained be ca 1.1se of thei r  tech­
nical value and becaus e they document the desig.'1, 
consttuction and maintenance of the Railroad'$s 
physical properties o 

( 263 ) Ll . Inspection neports : 

\fork n.eports - DESTROY 12
I 

years after date 
of report. Dispos al Approved-

The content of these  reports  is  acte d on currentlyo 
Becapse they are used for controlling work programs 
and structure imporvement their value cease s  s hortly 
after a ction has been taken. The retention period 
stateo will satisfy administrative 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 do cument the reports, st udies , 
authorizations, valuations and other pertinent 
data and correspo ndence on maintenance of way 
and structures on the Railroad. 

( 265 )  43- Engineers ' Working FiJ es : 

DESTROY$ \ 2 years after completicn of proje ct.. Disposal 
•I 

I App rovc do 
These are depar tmental working files kept by 
rnn.L.1-tv�o.:.:;.oe of way, b ridge and bui ldine and engin­
eering personnelo They are composed of reference 
material , engineering data , work assignment, copies 
of blueprin.ts, drauin�s, and specifications ., They
constitute ch ,plica ti ve ma terial contained in the 
offi cial fileo 

-11.i-
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Control 
Nao 

{280) 

Item 
No. 

44.  

. i  
•· I 

, .  

{282 )  45. 

( 225) 46.  

(229) 

I 

47 .  

Description of  Item Action Taken 

Working Copies of Blueprints & Maps - Cormnunicationse: 

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

b. DESTROY duplicate when ob solete . 

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. 

Log Books :- Communicationse: \ 

_ DESTROY_ \ 5  years after date of last report. Disposal Approved. 

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

OPERATil!G EQUIP1'1El�T REPAIR A}!D HAINTENAIJCE RECORDS 

Drawings , Prints and Tracings : 

PERMANENT . Of fer to the National Archives when 
no longer used for technical reference . 

This is original f ile o f  drawings , prints and 
sketches of shops , equipment and rolling s tock. 
These records document the structural and tech­
nical layout of shops and the mechanlcal and 
technical features o f  equipment and rolling stock . 
They are a source of technical information and 
useful for historical and research purposese. 

Apprenticeship Program : 

This is the record of the apprent iceship and 
craft  training program conducted in the Mot ive 
Power and Equipment (Mechanical) Dep t .  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 o f  pay .  

i . • 

To b e  deleted from rev . 
schedule . Re uired info .  
found in union a reement i  

Item la and in OPF fil E  
f individual em lo ees . .  

-----------------------------------------------------
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121,$131, 

Control 
No$a Descrip$tion of Ite$m Acti$or: �;:ike$n 

(2 31) Ca$r Nu$mber Assign$men$t Record (chang$es)$$: 

DESTROY 1 year af$ter dat$e. 

Th$ese are copies_of reco$rd do$cu$menting th$e autho$ri$za­
tion and off$icial action taken to co$nv$ert a pi$ece of 
Railroad eq$uip$me$nt and as a result ch$ange th$e serial 
numbe$r an$d classif$ication of the eq$uipment. Th$e 
ch$anges are ref$lected in Property Accou$nting Reports, 
item 14a. 

Item 
No$" 

48. 

(2 32) L9 .. Car Repair Cards: 

-DESTROY$\3 years af$te$r date of last rep$ai$r$e Disposal App$rove$dc 

This is an op$era$tional record used to ord$er re­
pairs and snpport billings for re$imb$urs$ement of 
repair charg$eso It is of shor$t term value an$d is 
held long enou$gh to satisfy adm$inistrative, legal, 
fis$cal and op$e$ra$ti$ona$l needso 

(2 33) 
(234 ) 

50. Car Inspe$cti$ons$, He$chani$cal an$d Ele$ctrical$: 

DESTROY \all co�$ies 1 ye$ar aft$er inspe$ction., Disposal Approved$s 

This is file of bad order car inspe$cti$on$s and 
serves as basi$s for pe$rforming needed re$pai$rs, 
adj$sutmen$ts and main$tenancee Its val$ue ce$ases 
aftc.: repairs ha· P een made .. 

51. Car and Eq.:..:.pment llaintenance: (220)
(223) 

DESTROY \1 year afte$r retirement of equi�ment. Disposal 
Approvedu 

This is a card record file covering ea$ch piece of 
major Railroad equipment, sta tionc.ry and rollingo 
It furnishes P1a1ntenance cost, rep] ace1nent aata 
and overall perfonndncea The retention period is 
sufficient to satisfy opera$tional and rcpor$tinG 
requirementso 

FREIG!IT fJ-ID PASSEUGER Tl1/l.$FFJC RECorrns 

Records Documen tinG the i·lovement of lleni;�J e Frcit;h t: (99, 105, 52 . 

259) ao Dap;eage \Jaybills Disposal Approved 

bo Interlin8 t1aybilJ R (Inco! ,1ng) D.i.spos.:11 Approved 

http:Inco!.i.ng
https://tionc.ry
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-------

DESTROY all copies l year after comp­\'

Action Taken 

Dispo!: . 1. :.pproved 

Disposal Approved 

DISPOSE duplicate copies 2 years after comp­

Control I tern 
No. No. Description of Item'' · 

c. Interline Waybills (Outgoing) 

d. Local Waybills 

DESTROY_ !headquarters copy ai"ter 3 years. 

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 111aintained by the Rev­
enue Section, Accounting Division. The retention 
period is  sufficient to allow for freight claims 
and GAO site audit. Pertinent information is re­
corded on a waybill abstract which is part of the 
Accountable Officers'' accounts and becomes a Gen­
eral Accounting Office record. 

e. Waybill (Railroad owned Property) Disposal Approved 

letion of delivery0 

This document records the movement of Railroad 
• 
-, 
I 

(112 ) owned equipment and materials .  There i s  no rev­
enue involved, the form is  used for accountability 
and statist::..-..c..l 1 .... i:: oses only. The period specified 
is sufficient to satisfy those requirements. 

(111)  Auditors'• Corrections : 

a. DESTROY)levenue Section copy after J yrs . Disposal Approved 
-

IDEST'
-

ROY :all 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 1hc primary purpose of the notice has 
been served after the period indicated 1-1ith allow­
ances for GAO site audit and administrative require­
ments. 

Commodity Statistics : (108 ) 54 • 

a .  Final statistical report .  
PERMANENT . Trans fer to FRC when 
10 years old . O ffer to National 
Archives when 25 years old'. 
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(llh) 

.. ,lti-

Control 
No. 

Item 
Noo Description of I tem Action Taken 

b .  DESTROY :work papers and preliminary Disposal Approved0 
compu tations 1 year  af ter date of projec t$ 

These are the sta tistica l studies on tonnage by 
commodi ties used as a basis for arriving at equit­
ab le freight rate se The nateria l is developed from 
ana lysis of waybills.- T he final statistica l report 
serves as eviden ce to j ust::.f:r the rates and class­
ifications established1 

55,,. Over Wi thout Billing Noti ce: 

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

b0 DESTROY 1 dup licate copies 2 years after Disposal Approved. 
action<> 

This form notifies P.evenue Sec tion of the receipt 
of freight not covered by a formal uaybil lo The 
primary purpose of the Uotice is to establish doc­
umentation for the freight and it has s erved this 
purpose after the period indicated .. The retenti on 
period allows for GAO site au dit and meets admin­
istrative requirementso 

56. Sca$le Sheets: 

DESTROY ,-._J'. �nue Sec tion copy after 3 yrs. Disposal a0 
.Approve do 

b. DESTROY Jail other copies after 2 yrs� Disposal 
Approved. 

These are the listings of weigh-:.s by car am form 
the basis for compu ting the freight charges for 
merchandise hauled on a tonnage rate4' After re­
cording and verifying �he weights to the waybi ll, 
the listings have no further valu e. Tne period 
specified j s  sufficient to allow for GAO site audit 
and meets ad:".inistra tive requirements.,, 

Baggage m1ct Storage Reports: 

aa �DESTROY revenue Section copy 3 years Disposal Appro7ed 
after date of repor t,.. 

b ., -DESTROY !all o�h3r copies 2 years after Disposal A�provad
c\,:te of :report,, 

(113) 

(ll9) 



 

Control I tem 
Descript i, n  of Item  Action Taken 

These repor ts docu�ent the revenue received from 
parcel and baggage storage fees. The period spe c­
ified is suffi cient to allo:1 for GAO site audit and 
meet administrative requirementse 

(127 )  sa . Transpor tation Tax Report: 

DESTROY \ReVt-:mue Section copy 1 year after Disposal Approved 
date of paJilcnt 

This is copy of tax payment voucher and is re­
tained for reference only. The record is Hith 
the Schedule of Payrnentso- 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 Approve d 

bo DESTROY /Claim Agent ' s  copy 1 year af ter Disposal 
date of reporto Approved 

c .  DESTROY \all other capie s  9 months after Disposal 
date of .$reporto Approved 

This is listing of baggage received and delivered 
by each baggage man.) I ts pr imary pL1 rpose is to 
furnish evidenc-<=> r,f bage;age handling for claim 
verification pur1-0: · s o The retention period stated 
allows for -':h-, le gal freight and baggage c lai m fil­
ing period of 9 monthso 

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

a. Inventory record book$. 
DESTROY 5 years aft er last ent ry. 

b. Ticket receipt s. 
DESTROY after clearing.  Disposal Approved. 

These are essentially the inventory accounting 
records o f  ticket sto cks. 
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Freight and Passenge r Circulars : 

63. 

Control Item 
No. Noo Description of Item - Action Taken 

(2Ll)
(2h2 )  

61. 

a. Master file. 

b. 

PERMANENT. Offer to the National 
Archives when no longer  needed for 
reference . 
DESTROY all other copies as obs oleted.  Disposal Approved � 

These instru ctions document the issua nce of spe c­
ial and/or one time tariff rates to slnppers of 
commodities for uhich publJ.shed tariff3 do no-i� ex­
ist. They document and �stablish the Traffic Dew 
partm ent 1 s opeYa tional polic ies and est aulish 
freight rates� 

62. Tariff File s:  
( 2l.6) 
(2h6, 247 )  a. Master set. 

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

b. Wo rking copies - DESTROY 5 years 
after publishing tariff. 

Disposa l  Approved. 

c. Docket files. 
PERMANENT. Offer to the National 
Archives when no longer needed for re f. 

These are the official published freight rates 
and passenger fares , establishing the rate 
structure throughout the history of the Railroad. 
They contain corre spondence , results of sta­
tistical surveys, hearings and final published 
tariffs. They are valuable be cause of their 
legal,  fiscal, historical and research information. 

(254 ) River Boat Delivery and OS&D Reports : 

A. �DESTROY$-\ Claim Age nt I s 
, date of  pre pa� �tiono 

copy 3 years after Disposal Arprove d 

b. DESTROY !all other copies 2 years after 
elate of preparation. 

Disposal Approved 

These records clocumGnt the delivery of r iverboat, 
froigll·t, , and all ovcrac;es , shortae;es and da•nac;ed 
f .,_•eiGht. They have value for claim verification 
purposes and additional retention period i s  pro­
vided  to allow for claim processing tirr.eo  
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65 .. 

Control Item 
No. Description of Ite m Action Taken 

(2.56) 64. Reference Material: 

a .  DESTROY /Claim Agent' s copies 18 months Disposal Approved 
after da te of final docu�entQ 

b ,. DESTROY / duplicates 9 rr,onths afte r date D isposal Approved
of fina l document� 

These records are used to verify steamship arr ival 
and depar ture tj_m.es and to check cargo plans for 
claim verification purposes. They have value dur­
ing the legal claim filing peri od of 9 r.ionths only., 

Additional reten tion period is provided to allow 
for claim processing ti.me� 

(257) Local Rail and Boat Files : 
(25'8) 

DESTROY \18 months after date of final D isposal Approved 
documento 

These files document tee handling of all lo�al and 
interline freight by The ARRs They r ecord all over­
ages, shortages and damaged freight� Their primary 
purpcae has bee n served after the legally allow­
able time for filing a freight c.1.aim has expi:::·ed., 
The period stated provides for claim processing 
time., • 

(260) Claim Register: 

DESTROY �O years a fte r date of las t  entry - Disposal Approved 
TRANSFER to FRC after 5 years. 

This is tte numerical and alphabetical ror,is ter3 
register in which is recorded the dates of receipt., 
action a nd date of settlement of a3- t frej ght claims 
filed.,, The primary purpose of the register is re­
search a..--id work measurement. The retention pericd 
stated will satisfy these requirements.,. 

(' 
(100) Alaska Railroad Barge Operations : 

DESTROY$ � years after date of las t nctiona Disposal Approvedo 

These c.re revenue accountine; records  covering 
shipping transac tionD by Alc.::;ka Railroac. con tr2.ct­
e d  ba-rges dur ing a two month pericd  in l :;LS due 
to a West Coa s t  Longs!1orerneP. strll-::e , TLc . .  cetent-

http:dupl.fcat.e9
https://contr2.ct


Control Item 
No. Description of Item Action Taken 

ion period is long enough to sati sfy the 10 yr. 
statute of lifllitations covering possible claims 
against the government for other than freight
da�age since the last action occurred in 19u8 o 
Full documentation of the operation i s  contained 
in the program file s�  

(135) 68. Ocean Tow and Ocean Van Ll..nes Case Files (Revenue ) : 

DESTROY \ 8  years after date of last action­ Disposal Approved 
'IRANSFER to FRC after 3 years� 

These files contain correspondence., shipping and 
oollect:ic.m material c overing 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 within the 10 year 
statute of limitations . Full documentation of the 
operation is contained in the program fileso 

(375) 69. Steam Captainso' 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 t he 
Yukon Territoryo. Their retention is j ustified 
due to their historical value. 

(342') 70. Mess Haus� Revcrds (a � location) : 

D�STROY / 2  years after date of last actionso Disposal Approved 

These records include correspondence, requisit-
ions, mess house inventories, meal ., taternents, 
regis ters , cash boo1'.: and remittance adviceso  They
duplicate the record �,1!:'.intained in the general off-
ice which are retained for appropriately longer 
periods . The retention period stated will satisfy 
all administrative , legal,  fis cal, invcstieative 
and operational requirementso 

(343 ) 71.. Dormitory and Hot�l Records (at location)': 

DESTROY I 2 years after dat8 of last a c tions,. Disposal Approved 

These records include lodging :register s ,  J a undr;: 
check sheets, rcmi ttance advice , cash be•)::-:, h:)bl 
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 (377 ) 

730 

(344) 

wf'.:ybIT!.,, Disposal Approved 

Control Ite1n 
Descrip tion of Item Action Taken 

registers,  reports, re�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, investigat5_ve and operational require­
ment,a0 

PASSENGER AND FREIGHT AGENTS'' RECORDS 

Monthly Reports - Passenger and Freight Agent 
{E:C:1_ance Sheets) :  

DESTROY 13 years after filing. report. Disposal Approved 

Cash Book: (362 ) 

DESTROY 5 years after last entry. Disposal Approved 

74. Yard Checks : 

DESTROY 11 year after date of last yearly 
d:.ecko 

Disposal Approved 

(345) Daily Car Record: 

DESTROY �  year after data of last yearly Disposal App�oved 
check.., 

(346, 76,. Dead H.Jad ..;.n..:. tla:!. n·. 1d Property Waybills : 
379) 

DESTROY'' � year oi'ter date of last  yearly Disposal Approved 
w;;.ybi.Ll. 

(373, Local , L"lterline and Baggage v-Jaybills (Incoming 
372.il and Outgoing) _, Statj_on and Cashier ' s  Copy : 
381) 

DESTROY /� ye=-.rs after date of las·;; yearly 

(348) 78. Registeied 

. 

Packag::i ti:aybills : 

DESTROY /1 year after date of last yearly 
waybill:, Disposal Approved 

79. Waybill Registe:.- (Pro Book) : 

. PE$TROY /5 years 3fter date of last entr7c:, Disposal Approved 
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Control Item 
No., Description of Item 

(350) Bo .. Standard Clock negister : 

DESTROY \ (Prepare in OTiginal only) 

(351) 81. General Correspondence : 

DESTROY \'all but e ssential items after 1 yro 

(352 ) 82 ., Car Repair Records : 

DESTROY fl year after date of  last yearly 
repairo 

(353)  Freight Checking a11d Tracing Records : 

_pESTROY l1  year after date of la st  yearly 
tracero 

(354) Wheel Reports : 

DESTROY GO days after date of report� 

(361) Demurrage Records : 

DESTROY' !) years after date of last yearly 
reporto 

(363) 86 .. River Boat Loading Records : 

DESTROY / 3, -:;-?- c11 !". after date of last yearly 
entrye 

( 365) IBM Revenucl Listings :  

DESTR�Y'� year after date of report 

Train ReE;isters : 

DESTROY'/ 3 years after last entry., 

Incoming and Outgoing Messages :  

DESTROY' f6 months after transmission date . 

OS&D Reports : 

})�STROY i18 rrionths a fter d2 t3 of report .. 

( 367) 88. 

(368) 

Action Taken 

Disposal Appro--.red 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Disposal Approved 

Di'spos�l Approired 



No. 

(376) 

Control ltem 
Description of Item Action Taken 

(370) 91 . Scale Ticket and Weight Slips : 

DESTROY [18 months after date of last yearly Disposal Approved
weight. slip. 

(371) 92. Waybill Abstracts : 

DESTROY 13 years after date of last  yearly Disposal Approved 
abstrac-t .. 

93.. ·wagon Slip Deliveries :  

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

(378) Daily and i11onthly Reports of Ticket Sales :  

DESTROY 12 years after date of la st yearly Disposal Approved 
reporta 

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

DESTROY :2 years after d9,te of last yearly Disposal Approvetl 
docur,ent,,, 

( 382 ) fod.t�h Lists : 

DESTROY'[ 2  years after date of last yearly Disposal Approved 
doCU[llento 

(383) 97 .  Train Orders : 

DESTROY \6 months after date., 

These records shoun in items 72 thrc- .-gh 97 are 
mairrtaittec� by the Station Agents at various locat­

ionso They are the rec -:ird of the daily operations 
and business transactions covering passenger and 
freight &enrices furnished to the general offices 
and their retention for the periods indicated ·will 
satisfy -:111 c>,clmj_nis trative, legal, fis cal, invest­
igative and operational reqtdremel1ts, since the Gen­
eral Office copie s are held for approp:::-iately longer 
periods .. 

NotB : fJurr.bers in p:1 :!:'2nt!1'3S83 indicate records in­
venL0r:r CO!, t,,-ol shC!e t.s for l\RR use.., 



 

APPRAISAL REPORT 

Disposal Job Noe II-NNA-19ll 

Approved : 

Items lb, 2b, and c ,  Sb, 8b, 12b ,  13b , 14d, 28, Jlb , 4hb ,  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 uill possess no further administrative, 
informational, reference or other values sufficient to warrant their continued 
preservation after the expiration of the specified retention periods a 

Items 3, 11, l4b, 15a and b,  19, 21, 22,  29b ,  and c ,  30a, b (2 )  and c ,  32b , 
33 -39, 41, 43, 45, 49-51, S2e , 70-97 because (1)  it has been determined by the 

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

Items 4a,  b, d (l ) ,  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 Governme��, particula rly 
since (1)  the records in question do not reflect actions taken subsequent to the 
investigation or the fir1al disposition of the case ; and ( 2 )  the fingerprint card 
file (item Le )  and all E'BI kick back sheets interfiled 11ith the fing�rprint cards 
(item 4d ( 2 )  will be retained by the Agency. The records proposed for disposal 
clearly poss�s s  no histo,.�c..::. v, 0·: �1er research values  sufficient to justify 
their preservation after Agency requirements have been satisfiede 

Items 16, 17 , 52a-d, 5Ja and b, 56a and b ,  57a and b, 58, 59a-c, 6ob, 
63a and b,  64a and b,  and 65-68 because these routine fiscal and accou_�ting 
documents will be retained for periods of time that are entirely adequate to 
serve all administrative, control and internal auctit purposes of the Agency, to 
protect the interests of the Government in connect� on with possible cl&ims, and 
to satisfy General Accounting Office auditing requirements. Documentation of 
the barge and ocean tow operations described in items 67 and 68 , which may be 
of potential research significance , is contained in retained program files of 
the Railroad0 
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Items 18, 20, 26 a nd 27 because these routine admini s trative a'1d 
control records (most of which are no lor:ger maintained) have served the temp­
orary reference, legal and management purposes for which they were crea ted and 
do not possess any historical, research or other values sufficient to uarrant 
their continu ed preservationo All information of possible long-range ad:;1in­
istrative and reference u tility contained in these records ( items 18 and 23)  
is duplica ted in other records of the Agency which will be  re tained for appro­
pria tely longer periods of time. 

Items 24a-e, 25a-e and .5Lb because these records, which consist of work 
papers and preliminary co:nputations,  utilized in the preparation of certai.'1 
tabular and statistical reports, will have e::,:hausted their temporary admin­
istrative, fiscal and reference values uithin the specified retention per­
iods and will then possess no his torical or other research significance suffi-
cient to warrant their continued preserva tion. 

Disapproved : 

Items la, 2a, 4c c1nd 4d(2 ) ,  5a, 6, 7, 8a, 9, 10, 12a, 13a, 14a, and c ,
29a, JOb (l ) ,  Jla, 32a, 40, 42a and b, hLa, 46-u8, 5ha, 6oa, 61a, 62a and c, 
and 69 because the records covered by these items have not b een proposed for 
disposal by the Agencyo 

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

Approved for the .archivi.£,t: /s/ Oliver lJ o Holmes 1-11-56 
Chief Archivist 
Natural Resources Records Branch 
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9 8. 

ADDENDlm IO ARR COHPREHENSIVE RECORDS SCHEDULE 

Control Item 
Ho. No. Description of Item Act ion Taken 

BRANCH O F  ACCOUNTING - IB:'.:-1 Section (JobJ NN-164-61) 

Electric Accounting Machine Punch Cardso: 

(399) a. Expenditure Ledger and Summa,y Cards 
A..1IB. Form 1847 - Retain for current 
year. DESTROY \after close of each Dispos al Approved 
fiscal year. 

(400) b. Automotive Vehicle Expense Cards 
ARR Ferm 1847 and rnN 5081 - Retain 
for current year . DESTROY !after close Dispos al Approved 
of each fiscal year. 

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

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

(403 )  e .  IBM Punched Cards Replaced by Updated 
Cards - DESTROY 

I

B O  days after cards Disposal Approved. 
are replaced. 

Because the primary purpose of these punch
card forms is to prepare reports in tabulated 
formso, they have only temporary value. Yne 
period of retention is sufficient to perrait re­
runs of the tabulated reports and to �eet 
adrninlstrat ive requir ements. 

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

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

-DESTROY !after 10-year retention periodo. Disposal Approved 
Trans fer to FRC after 5 years. 

This form notes damAge to the units as they pas s 
over Seward Dock.  Copies fJroished Seattle 
Of fice bear no tations as to repairs and are used 
as re f�rence and evidence in event o f  claiQS. 

28 



Con trol I tem 
No . No . Descripti on of I tem Action Taken 

The retention period is sufficient to  satisfy 
the 10-year statute of limitat ions fo r cla ims 
against the Government .  

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

DESTROY !after 10-year retention period. 
Transfer to  FRC periodically. Disposal Approved 

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

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

MAINTAIN one year plus current year. DESTROY \ Dispos al App roved 
annually thereafter. 

This form is prepared by the Seattle Office, 
abstracting the number of Unit Rail Boxes and 
cargo weights handled by connecting water 
carriers . . Retention period will sat isfy ad­
ministrative requirements . 
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SCHEDULED ITEMS 

I tem 1 a .  The Alaska Railroad has dea lt with trade union representa tives 
on the basis of negotiated and signed labor agreements for a period of more 
than 53 years$. The record copy of such wage sca le and union agTeements should 
therefore be permanent since they contain evidence of labor policies by the 
rai lroad. Volume is about 3 cubic feet.  

Items 2a & b. The working file copy of authority for expenditures is of 
temporary value kept for 1 0  years solely to mee t  fiscal, lega l, refer-flee 
and adminis trative requirements ; all other copies are destroyed when 1 yr old .  

Item 4c Concur in the transfer of the fingerprint card file to the official 
personne l fi le (OPF) where disposition is in accordance with the provisions of 
the Civil Service Commission ' s Federal Personne l Manua l. 

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

Items 5a & b. The Department of Labor re quires 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 shou ld 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 se paration 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 1 0  years satisfies all legal, fisca l  and adminis trative needs . 

Item 7 .  �hese are the originals of the Alaska Engineering C ommission records 
1 91 0-1 923 and should be permanent because of the evidential value they possess 
concerning the policy, pr0cedure and operations of the Commission. They were 
transferred to the Seattle FRC about a year ago. 

Items 8a & b. The re tention by the ARR of the land ownership and land lease 
files for the long duration specified in the schedule has been de termined as 
necessary for adminis trative purposes by that agency. Original copies of these 
reco1$ds may be found in the Department of Interior, Bureau of Land Management. 

Item 9. These are temporary files of tort claims that are destroyed after all  
legal and administrative re quirements have been fulfilled .  
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Item 1 0 .  This is an original set of the Alaska News that should be a 
permanent item because it possesses research and evident ial value con­
cerning early personnel relat ions , activities and accomplishments of 
the ARR .  Volume is less than one file drawer .  

Items 1 2a, 1 3a, 14a & c .  These are fiscal records whose destruction when 
1 0  years old satisfies GAO requirements$. 

Item 29a . Including this item in the revised schedule was an administrat ive 
overs ight s ince its destruction was already approved in schedule II-NN-3627,  
1/29/62 . 

Item 30b1$. Concur in delet ion of this item and its retent ion in the employee ' s  
off icial personnel folder where dispos it ion is authorized 

Item 31 a .  Concur in deletion of this item s ince these statist ical reports 
are no longer made by ARR. 

Item 32a .  This is a complete set of d irectives issued by the Operations 
Divis ion that should be permanent s ince they document the maj or operations 
of the ARR$. Accumulated volume is small$. 

Item 40 . These original drawing and sketch f iles should be permanent because 
they document in cartographic form the des ign, construct ion and maintenance of 
the ARR properties s ince 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 communication blueprints and maps of ARR$1 s 
radio and telephone circuitry . They possess technical value only and are 
replaced as new technological advances in communications are adopted. 

Item 46 . These or iginal drawings , prints and tracings should be permanent
because of the ir unique value that documents the shops , e quipment and rolling 
stock peculiar to ARR operat ions$. According to the agency the accumulated 
volume is not very much . 

Item 47 . Concur in the action to delete this item from the schedule s ince 
this information is retained both in item 1 a  and in the employees off icial 
personnel folder. 
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Item 48 . Car number assignment records are temporary records of short 
duration administrative usefulness .  

Item 54a. The ARR commodity statistical records should be  permanent because 
they contain figures showing the uni que tonnage of corM1odities carried by that 
line$. These statistiaa are not available in the ICC or any other agency. Volume 
is reported as not large$. 

Item 60a . Housekeeping records of temporary value only. 

Item 61 a .  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 1 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 u...�i que 
economic and seasonal information they contain concerning steamer boat freight 
hauling into the YJ'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 1 02a & b .  These items should be permanent because they are official 
publications of the .ARR. Their volume is very small . 

Items 1 03 & 1 04.  These are housekeeping records of temporary value only and 
their retention for 6 years is sufficient for legal and administrative needs . 

Item 1 05 .  These summary statements of operations should be permanent because 
of the ir evidential and research value of economic conditions of the .ARR. The 
volume is about 1½ cubic feet. 

Item 1 06 .  Initially NCD recommended that these monthly financial statements 
be destroyed when 1 0  years old or when no longer needed for reference$. This 
judgment was based upon the assumption that the information contained therein 
was reflected in the summary of financial activities in item 1 05 .  However, ARR 
did not concur in this view indicating that the summary record was inade quate to 
serve as the only evidence of the railroad ' s  financial history and in conse quence 
permanent retention of the monthly financial statements was recommended . Since 
these records are not available for examination and s ince their volume is reported 
to be relatively small the agency' s  recommendation is accepted . If necessary, a 
more precise appraisal of these records may be made when received by the Seattle 
FRC 
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Items 1 07 a & b. The Genera l Manager of the .ARR is charged with the overall 
management responsibility for that railroad. His correspondence and admin­
istrative pub lication master fi les should therefore be permanent since they
contain evidential va lue pertaining to that railroad'$s policies ,  functions 
and programs$. This information is not duplicated elsewhere in the schedule 
and its volume is small. 

Item 1 08 .  These temporary value records are kept for 1 0  years to satisfy 
administrative needs . 

There are no accessioned RG322 holdings in the N.ARS bui lding; however, the 
Seattle FRC holdings total C/73 cubic feet. Seattle appears to be the proper 
location for both the temporary and permanent storage of A laska Railroad 
records so  as to facilitate their accessibility to persons in that region
where most of the requests for their use wi ll  probably be made. 

approva$l of the revised ARR schedule in accordance with the 

R C T�� 
Records Disposition Division 

Enc$l. 




