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JOB NUMBER

WNA- 25— — D

WASHINGTON, DC 20408

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)| [DATE RECEIVED

7 -7 - 2CH

1.

Federal Maritime Commission

FROM (Agency or establishment)

NOTIFICATION TO AGENCY

2.

lOffice of Administration

MAJOR SUBDIVISION

o
J.

MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER |5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES
Uane Gregory, Management Analyst 202-523-5800 Lt ¢ o g ‘Mwuv/h#’
6. AGENCY CERTIFICATION

I hereby certify that I 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,
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DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
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2/1/2008 & (c(/&f),( Chief Information Officer

7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 10. ACTION
ITEM SUPERSEDED TAKEN
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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Superseded Job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 New item
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 5 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.

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

Plans-or Repert Forms Files contain-external-useplansorreport NCI1-358-81-2/91
msreauestineinformationfrom Ore-Persons-and [Replace with

submitted to-OMB-for-clearance in-aceordance-with-their GRS 16/6]




Office-of Regulatory Overview-Subjeet-Eiles-containletters; NC1-358-86-1/5
memorandaand-other-documen [Dropped Series]
Office-of Resulatory Overview—CodeFiles-contain-drafts; NC1-358-86-1/7

statutory-materials-and-other documents-created-informulating the  [Dropped Series]

Office of Financial Management

Performance and Accountability Reports (PAR) Files consist New item
of the agency’s record copy of annual reports sent to the Congress

and other government 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.




Office of Human Resources

9 Security-Officor-ONashinstonD-C)-Personnel-Seeurity Fitles- NC1-358-81-2/86

c - - .o . -ge spgLe v ixe 3y S Aé)\/é"c_ I WC‘(@_%
r&fz2

10 Parking Permit ApplieationFilescontain KEMC190 N1-358-91-1/1
Applicationsforemployees-and-theircarpool- members-desiring [Dropped Series]
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ATTACHMENT A )
. /
FEDERAL MARITIME COMMISSION /
Item Description of Item and Proposed Disposition Sor Action Taken
No. Superseded Job  (NARA Use
Citation Only)
OFFICE OF ADMINISTRATION (OA)
Director’s Office
1 Reading File contains incoming, outgoing, and intern N1-358-95-1/9

correspondence prepared by the Office of the Directdr or by other
offices for the Director’s signature relating to the goordination,
development and execution of programs, policigs, plans and
projects to accomplish the objectives establisped by the Chairman
and/or the Commission in providing admin#trative and
managerial direction to the offices underfhem. Correspondence
prepared by other offices for the DirectOr’s signature is in addition
to the files maintained by those offigés.

DISPOSITION: Temporary.Close file at the end of each
calendar year. Hold in officeAntil 3 years old; then destroy.

2 Audit and Operational Review Follow-up Files contain case New item
files of internal Inspecyor General audits of agency programs,
operations, and procgdures, and of external audits of contractors,
and subsequent folow-up by the Audit Follow-up Official. Files
consist of audit feports, correspondence, memoranda, and
supporting wgtk papers, and are arranged by audit number. Most,
if not all, dgcuments are duplicative of the Inspector General’s
Audit Cage Files.

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




. |

Performance Planning Records — Records created in accordance ew item
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. Close file at the ¢Ad of each fiscal

year. Hold in the office for 5 years; then destroy/

b. Strategic Plans. Strategic Plans are updatgd and revised every

pnagement-and Prosram Evalfation Eile contains fina NC1-358-81-2/89
eports-of managemer udies-and-surveys-of Commissio [Dropped Series]
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p R use-plans-orrepert NCI1-358-81-2/91

eguesti ; Or-HRore-persons-and [Replace with
d-to OMB forclearancein-aceordance with-thei GRS 16/6]

q
«
«
D

-
QD

Q
Q@
(49)




A PO an [2 d e
VX% wie ) . J
hara hac haan-ne O a Ay O
251o 04 OO O S - S O
ats n Re =t A = a
= . O O d 5
ATy O 2 N o
O d S Hea S :
&
N .
o OO N a o o
O O OhE S o O O
- 4 a s a’
O O SO > o a1o
A O a d 44 N a
S O ORE £-0 0GQ
) PO an A Abhicanntil na langar naadad N
= vae > O—10hHE v

Office ofA'inancial Management

Performance and Aj.émtabilitv Reports (PAR) Files consist
of the agency’s recgfd copy of annual reports sent to the Congress
and other governmfent agencies in accordance with OMB Circular
A-123, Managepfient Accountability and Control Systems, and
Pub. L. 97-25%, the Federal Managers’ Financial Integrity Act
(FMFIA). The PAR is comprised of the agency’s Management’s
Discussiofand Analysis (MD&A), the FMFIA Report, and the
rogram Performance Report. A copy of the report is also
ed on the FMC website.

DISPOSITION: Temporary. Close file at the end of each fiscal
ar. Hold in the office for 5 years; then destroy.

NC1-358-86-1/5
[Dropped Series]

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

New item



Office of Human Resources
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ATTACHMENT B

FEDERAL MARITIME COMMISSION

IDENTIFICATION OF CHANGES TO RESCHEDULED ITEMS

Item Series Title

1

Reading File (OA)

Audit and Operational
Review Follow-up Files

Performance Planning
Records

Management and
Program Evaluation File

Reports Control Files
(OMB Clearance Files)

Office of Regulatory
Overview Subject Files

Office of Regulatory
Overview Code Files

Performance and

Accountability (PAR) Files

Description of Change

The series description is amended to delete the

specific references to the “Managing Director” (the Office
of the Managing Director has been abolished). There is no
change in the retention period.

This is a newly scheduled series of files in the
Director’s Office, OA.

This is a newly scheduled series of files in the Director’s
Office, OA.

This series of files was scheduled by the FMC’s

former Office of Information Resources

Management, which no longer exists. Any such files are
now maintained by the OA Director’s Office as part of its
Subject Files (N1-358-95-1/11). Therefore, this series of
files should be dropped.

The FMC is adopting General Records Schedule 16/6 in
place of previously scheduled NC1-358-81-2/91, as it
more closely fits current business practices.

The Office of Regulatory Overview has been

abolished for many years. Any relevant subject

files would now reside in subject files kept by the Office of
Operations (NC1-358-81-2/13). Therefore, this series of
files should be dropped.

As stated in Item 4, the Office of Regulatory Overview has
been abolished for many years. Any files relevant to this
topic would now reside in the Office of General Counsel’s
Subject Files (NC1-358-81/2/32). Therefore, this series of
files should be dropped.

This is a newly scheduled series of records in the Office of
Financial Management, OA.



10

Security Officer
(Washington, D.C.)
Personnel Security Files

Parking Permit
Application Files

This series of files was amended to reflect current
recordkeeping practices in FMC’s Office of Human
Resources.

This series of files was scheduled by the FMC’s

Office of Administrative Services (now the Office of
Management Services). The FMC has not had an agency-
controlled parking situation since it moved into its current
Headquarters in 1992. Employees no longer have to fill out
FMC-190 Applications to obtain parking; therefore, this
series of files should be dropped.





