NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-358-08-003

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 12/28/2021

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items not listed below are active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are

provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 1 is superseded by N1-358-10-002, item 1.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORDS’SPOSITION AUTHORITY ‘,r;AVE BLANK (NARA use only)

(See Instructions on reverse) ) OB&J,{“E%% —ZBB—D
TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)| [DATE RECEIVED
WASHINGTON, DC 20408 7 -7 - 2oCH
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

Federal Maritime Commission

2. MAJOR SUBDIVISION
lOffice of Administration

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER [5. TELEPHONE DATE IARCHIVIST OF THF UNITED STATES
Uane Gregory, Management Analyst 202-523-5800 LUn ? (o 3 Wwwix—/
I

6. AGENCY CERTIFICATION

I hereby certify that | am authorized to act for this agency in the matters pertaining to the disposition of its records and that the
records proposed for disposal attached 3 page(s) are not needed for the business of this agency or will not be needed after the
retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the
GAO Manuel for Guidance of Federal Agencies,

] s not required; [1 s attached; or [[] has been requested.
DATE SIG]\iATURE OF AGENCY REPRESENTATIVE TITLE
2/1/2008 Chief Information Officer
7. | 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 10. ACTION
ITEM SUPERSEDED TAKEN
NO. JOB CITATION ( NARA USE
ONLY) |
SEE ATTACHMENTS
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Item
No.

ATTACHMENT A

FEDERAL MARITIME COMMISSION

Description of Item and Proposed Disposition GRS or
Superseded Job
Citation
OFFICE OF ADMINISTRATION (OA)

Director’s Office

Reading File contains incoming, outgoing, and internal N1-358-95-1/9
correspondence prepared by the Office of the Director or by other

offices for the Director’s signature relating to the coordination,

development and execution of programs, policies, plans and

projects to accomplish the objectives established by the Chairman

and/or the Commission in providing administrative and

managerial direction to the offices under them. Correspondence

prepared by other offices for the Director’s signature is in addition

to the files maintained by those offices.

DISPOSITION: Temporary. Cut-off file at the end of each
calendar year. Hold in office. Destroy 3 years after cutoff.

Audit and Operational Review Follow-up Files contain case New item
files of internal Inspector General audits of agency programs,

operations, and procedures, and of external audits of contractors,

and subsequent follow-up by the Audit Follow-up Official. Files

consist of audit reports, correspondence, memoranda, and

supporting work papers, and are arranged by audit number. Most,

if not all, documents are duplicative of the Inspector General’s

Audit Case Files.

DISPOSITION: Temporary. Cut off at end of fiscal year in
which case is closed. Destroy 8 years after cut-off.

Action Taken
(NARA Use
Only)



Performance Planning Records — Records created in accordance
with procedures mandated by OMB Circulars A-11 and A-123,
including copies of the agency’s Initial and Final Annual
Performance Plans, Performance and Accountability Report
(PAR), and the agency’s Strategic Plans, all of which are
submitted to OMB and/or Congress. Record copies of the PAR
reside in the Office of Financial Management.

a. Initial and Final Annual Performance Plans, and Performance
and Accountability Reports.

DISPOSITION: Temporary. Cut-off file at the end of each
fiscal year. Hold in the office. Destroy S years after cut-off.

b. Strategic Plans. Strategic Plans are updated and revised every
three years and submitted to Congress and OMB.

DISPOSITION: Temporary. Destroy when superseded or no
longer needed for reference.

Management and Program Fvaluation Kile contains final
reports-of management-studies-and-surveys-of Commission
DFOLEAIRS OF existing proceduresiorganizational straeture-along
with-supperting papers-documenting projeet initiation-seope;
procedures, accomphishments;-and-otherfolow-up
communications-and-data:

DISPOSITION: Close te atter completion-of study-or projeet
Franster to inactive fie-and-hold-in-otfice-untib45-years old:
Franster to-WNRC-and-destroy when-20-yvears old.

Plans-or Report-Forms Kiles-contain-external-use-plans or-repert
forms requesting-information from-10 of more persons and
stbaitted to OMB for-elearanee-in accordance with-their
requirements,-ecopies of reporting form or requirement, letter to
OMB regresting elearance and supporting documentationfor the
form-or requirement

DISPOSHFION:-Clase file when plan-or-report form-has been
diseontintied i1 its entirety—Transter to-inactive fite-and-hold-in
othee-until 3-yvears old —Transter to-WHNRC-and-destroy-when- 8
years-old:

New item

NC1-358-81-2/89
[Dropped Series]

NC1-358-81-2/91
[Replace with
GRS 16/6]



Office of Regulatory Overview Subjeet-Files contain fetters;
memeranda -and-other doenments-ereated-n-formulating and
implementing-plans;respenses-and-deeisions on-matters-of peliey
impaet-of-in-providing-operational-and managerial-guidanee-to
organizational-segments-coneernig programs, funetions-and
objeetives of the Commission—Files are-arranged alphabeticaly
by-subjeet and-numerieally by-decket-number:

DISPOSITION: Review files-annually and elose files where
there has been-no-aetivity-for one year or more—Pestroy-files 6
months thereafter

Offiee- of Regulatery Overview-Code-Eiles contain drafts;
stavor matesinls and other docoments crentod an fosmaloins the
submission to-Congress-of the-Commission’s draft recodi fieation
of its part-of Title-46-United-States Code. - Files will be used-for
future eommentsto-Congress and furtherediting-ef the Code-as
may be-requested-by-Congress:

DISPOSITION: Maintain in office until no longer needed-for
referenee. Then destroy:

Office of Financial Management

Performance and Accountability Reports (PAR) Files consist

of the agency’s record copy of annual reports sent to the Congress
and other govemment agencies in accordance with OMB Circular
A-123, Management Accountability and Control Systems, and
Pub. L. 97-255, the Federal Managers’ Financial Integrity Act
(FMFIA). The PAR is comprised of the agency’s Management’s
Discussion and Analysis (MD&A), the FMFIA Report, and the
Annual Program Performance Report.

Note: Currently, the official recordkeeping versions of these files
are maintained on paper. Total accumulation is approximately 1
inch per year.

DISPOSITION: Permanent. Cut-off file at the end of each fiscal
year. Hold in office. Transfer to NARA in 10 year blocks when
oldest file is 10 years old.

NCI1-358-86-1/5
[Dropped Series]

NC1-358-86-1/7
[Dropped Series]

New item



10

Office of Human Resources

Security-Officer-ONashington-B.C)-Personnel-Seeurity-Fidles- NC1-358-81-2/86

-eontaifr-resulis-of name-eheeks;-inquiries-and-the-investigations-of —

employees-of the-FMEC— Lol b)/ CARS
re)22

DISPOSITION:-Femporary—Maintain OPM-reperts-of —
-tavestigation-and-other EMC records-on-file until termination-of
employee-from-ageney—Destroy-within36-days-after-employee
-leaves-the-ageney——

Office of Management Services

Parking Permit-Applieation-Files-contain FME-190 N1-358-91-1/1
“pplieations for-employees and their carpoeol members-desiring [Dropped Series]
ageney-controlled parking—These applications-eonsist-of the
foHeowing-information:—names;office-locations.-and telephone

atimbers: home-addresses: make; year,model, and Hieense number

of vehieles—I'iles are-arranged-alphabetically by-applicant-name

and spaee assigrment

PISPOSITION: Destroy alter second overal realocation of
perrits:






