
:',	 .-l'ltanddrd "'orD1 No. 1111 ... . 
Revised November 1961 •
Prescrtbed by General Servh-es REQUEST FOR AUTHORITYAdmini"ltration 
GSA Rel('. 3-JV-106 JOB 110. DAIf. RECEIVEDTO DISPOSE OF RECORDS	 '973f'~'JUN I(See Instructions on Reverse) 

DATE APPROVED 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 25, D. C. 

I. FROM (AGENCY OR ESTABLlSHMENn	 NOTIFICATION TO AGENCY 

Department of Transportation
2.	 MAJOR SUBDIVISION 1:-1 ACCORDANCE WITH TIlE PROVISIONS OF PUBLIC 

LAW 91-287 DISPOSAL OF ITEMS MARKED "DISPOSAL d_U_.__S_._c_o_a_s_t__Gu_a_r	 1 APPROVED" IS AUTIIORIZED. 
3. MINOR SUBDIVISION 

U. S. Coast Guard Field Units 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

Mrs. Mary D. Slack	 426-2365 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authori:red to act for the head of thil &&encyIn matters pertainInl to the disllOlal of record" and that the records delCribed In this 1iat oc 

ac:bedule of _4_ Pllies ....e proposed for diepooal for the reaaon Indicated: ("X" only one) 

A The records have B The reeerds will cease tohavelufficient value 
ceased to have euffi- £towarrant further retention on the espirat D dent value to warrant of the period of time indicated or on the occur-

further retention.;,/,/ renee O:6t=ifi~,1 /, A 

1 June 1973 / LeROyjftI~~G~ ~j{plf'~G Chief, Management Analysis Div. 
(Date) \: (Blinature of Acency Represenllrtlye)'	 (Title) 

9.8. DESCRIPTION OF ITEM	 10.7. I "- SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. ------'-------------------------------------------1--------1--------
Items numbered 1 through 6 below (to be listed in the 
Engineering Records Sectio~ of the revised Coast 
Guard Comprehensive Records Control Schedule No. 2 
(Field Records)) were approved for disposal six years
after final payment under item numbers 19, 26, 27, 
28,29, and 45 of NARS Job No. NN-172-207. 

Since, in accordance with procurement regulations the 
procurement office is required to maintain records of 
contract actions for disposal six years after final 
payment as authorized by General Records Schedule 3,
blanket retention of all engineering contract working
files for six years after final payment is not desir-
able due to large volume and administrative effort 
involved. To prevent possible destruction of origina
documents misfiled in engineering files, the follow-
ing NOTE will be included in the introduction to the 
Engineering Records Section of the Schedule to replac~
the NOTE appearing in the list reviewed by NARS in 
Disposal Job No. NN-172-207: 

"NOTE: Contract files maintained by the Contracting
Officer must be maintained six years after final pay-
ment due to statutes regarding civil actions. Records 
under 1, 8, 9, 10, 11, and 27 below* must be screened 
at time of disposal for original documents which may
rightfully belong in the Contracting Officerfs files. 
Such documents shall be removed from engineering
files and transferred to the Contracting Officer." 

* Reference to item numbers in Part 4 - Engineering
Records - of revised Coast Guard field schedule. 

Foao- copl_, lac1udiDg origiaal, to b. IhIbIniHed.lo 11&.Nali_1Il Jlrel&h,•• _d Recow'" Senne. 16-5942~2 QPO 
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Standltrd Form. No. llll-A ,. ••~
 
Revised November 1951 •
 
Prescribed by General Services Administration Job No. _ Page_2w..-_
 
GSA Reg. 3-IV-106
 

1l~202 

'. e· 
of ---4.- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTiON OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTiON TAKEN JOB NO. 

1. Procurement 
orders, and 

requests, requisitions,
work orders. 

invoices, purchas~ 

a. 
file in 
files. 

2 years after completion of contract, screen 
accordance with above NOTE regarding contract 

b. DISPOSE material remaining in file. 

2. Progress
contracts 

reports for construction 
for shore units. 

and maintenance 

a. 
file in 
files. 

2 years after completion of contract, screen 
accordance with above NOTE regarding contract 

b. DISPOSE material remaining in file. 

3. Construction 
equivalent. 

work progress reports (Form CG-26l7 or 

a. 
file in 
files. 

3 years after completion of contract, screen 
accordance with above NOTE regarding contract 

b. DISPOSE material remaining in file. 

4. Copies of 
tions and 

construction 
drawings. 

contracts including specifica-

a. 
file in 
files. 

3 years after completion of contract, screen 
accordance with above NOTE regarding contract 

b. DISPOSE material remaining in file. 

5. Copies of procurement contracts. 

a. 
file in 
files. 

2 years after completion of contract,
accordance with above NOTE regarding 

screen 
contract 

b. DISPOSE material remaining in file. 

Fou copies, i.cl.diag origi.al, to be sa1mUlle4Ito 'la. Nalio.al &chive. CUldReco~dsSuvic. 16-69428-3 GPO 



..standard Fonn No. lU,-A 
Revised November 1951 Job No.Prescribed by General BervlceaAdministration'	 _ Page ---..:3::0...-_ 
GSA Reg. 3-IV-l00 

11&-202 of_4_pages 

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

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

Copies of contracts with specifications for the
 
repairs and alterations of ships.
 

a. 2 years after completion of contract, screen
 
file in accordance with above NOTE regarding contract
 
files.
 

b. DISPOSE material remaining in file. 

Items 7 and 8 below amend item numbers 136 and 140
 
respectively of NARS Disposal Job No. NN-172-207:
 

7.	 Original or initial vessel inspection files (includ-
ing Subchapter T vessels) containing inspection

applications, certificates, and books; application

for waivers of navigation laws and waiver order;

SOLAS certificates; F.C.C. certificates; construction
 
and equipment data and correspondence.pertaining

thereto. Transfer to Commandant (G-M-3) after vessel
 
is scrapped.
 

8.	 Plans, specifications for construction of boilers
 
and components.
 

a. Plans approved by BMIN personnel prior to
 
March 1942. (Record copy.) Forward to Commandant
 
(G-M-3).
 

b. Copies of plans approved subsequent to March
 
1942. (Originals at Headquarters.) DISPOSE after
 
3 years.
 

commercial vessel safety, port safety and security,
and marine environmental protection functions have 
been	 merged into the district office Marine Safety
Division by organizational change. Items approved
under numbers 199 through 204 of NARS Disposal Job 
No.NN-172-207 will be transferred without change
from	 Part 8 (Operations and Readiness Records) to 
Part	 7 (Marine Safety Records) of the Coast Guard 
Comprehensive Records Control Schedule No.2. Items 

Foa copiee, incilldiag original, to be .alamiu.cI to tb. National "",chive. IIDcI Recorcla Service 16-59428-3 GPO 



~.StandaYd Form No. llo-A	 ...·eRevised November 1051 
Prescribed by General Services Administration'	 Job No. _ Page 4 _ 
GSA Reg. 3-IV-I06 of _4__ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

9 through 15 below describe new field items to be
 
added in Part 7 (Marine Safety Records):
 

9.	 Primary records documenting Coast Guard marine
 
environmental protection and ports and waterways

activities consisting of plans, programs, policies,

studies, reports, decisions, position papers,

regulations, directives and related papers. RETAIN
 
(NARS Retention Plan). Transfer to FRC after 10 yea s.
 

10.	 General administrative correspondence files (exclud-
ing primary records above) from various activities 
of marine environmental protection and ports and 
waterways activities. DISPOSE after 3 years. 

11.	 Correspondence files of a routine administrative or 
housekeeping nature. DISPOSE after 3 years. 

12.	 Reports,summaries and routine correspondence from 
other agencies pertaining to movement of merchant }
vessels. DISPOSE after 2 years. 

13.	 Message reports of vessel mov~ment. DISPOSE after
 
6 months.
 

14.	 Reports of pollution and action taken. (Case file.) 
DISPOSE 3 years after case is closed. 

15.	 Copies of Reports of International Marine Pollution 
Prevention Convention Violations. DISPOSE after 
3 years. 

Fou copie., mch ....... origilltal,to be .Womitted to the Notiolltal.lUcbiveaGIldReco~'" Se~vic. 16-59428-3 GPO
 



r : 
I 

-	 .,e PART 4 - E~Gr0."EERC-:G- TIECOTIDS -e -
The se r eco rd s relate to the adm inl st rat lon and ope r at lcn of the C':.1:;in('t;rinc; p roz rarn s at
 
Co:J.:'~ GU3.rvJ d ist r ic; offico s , li.;::du·..!:J.rtE.r s uru: s , and other fie ld ac t iv u re s conce rned
 
wlth the dc slrn and con st ruct ion or shore and m ar i ae structures andthe repn ir , P.1:J.imc:'.8JJce,
 
outfitting and approved alte r at..on of ve ss e l s, vehic le s , aids to navig at ion , sho re and mn r ine
 
structures, mach ino rv, cl ect ronic equipment, etc. Records pccul lar to the, Coast Guard
 
Aircraft Re na i:: :1'i-.! 5',;.. ni v C('n',,'!' ar.cl ti'c ','ard a re listed tlr!l.:pr sr-narntc hond intr s.
 
NOTE: Co~tract files maintained by the Contracting Officer must be main-
tained 6 years after final payment due to statutes regarding civil actions. 
Records under Items 1, 8, 9, 10, 11 and 27 below must be screened at time 
of disposal for original documents which may rightfully belong in the Con-
tracting Officer's files. Such documents shall be removed from engineering
files and transferred to the Contracting Officer. 

Description of necoros	 AUUlOrlzGd Di:::nosition 

a.2 years after completion of contract. screen file In 

1. Procurement requests, requisitions, accordance with above NOTE regarding contract flies,
 
Involce s, purchase orders, and wo rk
 

b. DISPOSE material remaining In file. orders. 

• . RETAIN. (XARS Retention Plan). Forwardf2- 2. Original deeds. to Headquarters, 
3. Proceedlng s of the Boards of Survey DISPOSE 3 ye a.r s after dl spo sal of property .. ~ ~~., 

.. . .	 ~'''.:-\''':-.~with re lated .cor respondence. 

4. General subject file containing DISPOSE after 3 years.
 
correspondence, rcoo rt s, 311d related
 
materials on construction :L'1d maintenance
 
of Coast Guard shore structures, buoys..
 
and equipment.
 

5. Advance pl annlnz file cont urung pro- , DISPOSE 3 years after project Is completed'i:;;S~)St..L A!-'i'~C'':P)
ject reports for ACt-I (on Fo r m s CG-ZGlS 
series or equlva lent , :,r1'1 Ln it Devc loprncnt 
Plans de sc r ibins; wo rk proposed, cost 
estimates, just if'Icat ion s with rcl ited 
charts, d rawing s , maps, or pi.otog raphs 
as needed. . 

',<'" 

S. General file on !:Judgd~, funds related DISPOSE after 3 years.
 
to construction :!TId mairuenance of sho re
 
unlts and equipment. ., ':-. ;
 

7. Real property records for Improvements DISPOSE 3 years after facll lty Is e llmlnated , ~'~:oC.3~ ,l"·(?~..:E~: 
on shore facilities. 

a. 2 years after completion of contract, screen file In8. Progress reports for construction and 
accorda'1ce with above NOTE regarding contract fries.maintenance contracts tor shore unn s, b. DISPOSE mate ral remallllng In file. 

9. Construction work progress reports a, 3 years -aft-er completion of contract. screen file In ')

(Form CG-2G17 or equ ivalent), . accordance WIt!) 31)Qve NOTE regarding contract flies.
 

b. DISPOSE material remaining In fole. 

10. Conlo s of construction conn-acts 
Including	 spec ific atron s and dr:n-.-ir.gs. a. 3 ye ar s af ter completion of contract. Screen file In
 

accordance With above ~~OTE regarding contract files.
 
b. D:SPOSE material remaining In fole. 

A-4-1 AM2 
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Description of Records	 AuthorIzed Disnosit'ion 
a, 2 years after comple tr on of contract. screen file In ROVED11. CopIes of procurement contracts.	 accordance With above NOTE regarding contract flies, 
b. DISPOSE material remamm g In file. 

12. General subject file on vehicles con- DISPOSE after 3 years. OISPOSAl.	 APPROVEDtalnlng	 cor-respondence and reports. 

g 13. Photographs of Coast Guard shore RET Am. F.orward to Headquarter's (APD
 
units and construction projects. after unit is deactivated.
 

RETAIN. (IJ~RS -R.eTeNT;~,~ PLA'\I)~I'l z.,.- ,~ 14. 105 mm negatives of drawings of active 
J shore unlts, 

f2. 15. OrIgInal AS BUILT drawIngs (tracings).	 RETAIN. Transfer to Federal Records
 
Center afterproject is completed.
 

RETAIN. (NAI':1..S Rc;-Tt:-l\ffl~N fLAI~)'t16. Drawings or tracings of buoys append-
ages, and aids to navigation equipmems.
 

17. Correspondence, memorandums, and DISPOSE after 3 years. DISPOSAl. APFRO':EO 
reports relating to the installation and 
maintenance of electronic installations of
 
Coast Guard units.
 

18. Electronics equipment case files con- DISPOSE after disposal of equipment. Dl~I'QS,'l P.P?P.O'.IlJ 
taining correspondence, memorancium 
reports, plans, and authorizations pertain-
Ing to-the acquisition, maintcnancc , repair s, 
and design of a particular type of equipment. 

19. Copies of plans and blueprints for DISPOSE after superseded or obsolete. DISPOSAl APPROVED 
installation of electronic equipment. 

20. Copies of landl ine installation records DISPOSE when obsolete. DlSPG3.;t AP?P':',D 
and related papers describing the Iandl ine 
facll ltle s for specified areas. 

21. Cople s of right of wav permits for DISPOSE after Installation Is abandoned. lilSPOSAl APPP.OV~DJtl 
landlines, with related papers, granted to
 
the Coast -Gua rei by Gove rnrnent agenc ie s ,
 
local government units <L."1d private tirms.
 

22. Copies of vessel and ordnance plans DISPOSE after superseded or when vessel
 
and specifications. Is dIsposed of.
 

23. Copies of survey reports pertatnlng DISPOSE after transfer or disposal of vessel. [lIS?:JS!.l. AFPC:G'ic:J'i( ( to serviceability of ve ssel s, . ~ 

24. Allowance lists pertaining to the- allow- DISPOSE after superseded or when vessel Is C,:Sr:::,~l i\FF~C:E
 
ance of equipment, soc re parts, and supplies disposed of.
 
to ships of specified classes.
 

25. Cutter case files ccntalnlng cor re spond- DISPOSE after disposal of cutter.
 l/3	 ence, memorandums. reports, plans, ciry- DISPOSAl P.?PP.DVED
 

docking reports. conn-acts and \':01'1-;: au.horr-
zatIons pertaining to the acquis it.on. main-
tenance, repairs and construction of a
 
particular cutter.
 

A-·1-2 
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DescrIption of Records 

26. Class shlpalts and boatalts. 

• 27.	 Copies of contracts with specificatIons 
for the repairs and alterations of ships. 

28. Boat records and machinery indexes 
contalnIng a general description of the 
hulls and main engines, ior boats under 65 
feet In length, with descriptive information.I' 

29. Quarterly Hull and Machlne ry Reports 
and other reports pertaining to the condition, 
.reparr, and renewal of hull and machinery. 

30. Drydocking reports. 

31. Machinery logs containing an operating 
record of installed equipment. 

32. Damage control files pe rtalnlng to 
Inspection for the prevention of damage • 

. ':......
 ' 

AuthorIzed Disnosition 

DISPOSE after last vessel or boat of class DISPCSAl APPROVED 
Is dIsposed of. 

a.	 2 years after cornplenon of contract. screen fole In 

accordance w,th above NOTE regardIng contract files. 
b. DISPOSE materia! remainIng In fole. 

DISPOSE after obsolete. 

DISPOSE after 3 years but only after trans-
cribing
History 

into Hull History 
. 

and Machlne ry DISPOSAl. APPF,v',W 

. RETAIN. 

DISPOSE after 3 years. DISPWJ. ~Pf't::}'/D 

DISPOSE after 1 year. 

. # _4 _______ ~ . 
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AuthorIzaisPo~it1on 

38. Evidence of death.	 TRANSFER all records to Commandant 
DISPOSAl. APFP.:(MVP) regardless of whether in possession ..,:. ... . ~ of MIO or FRC . 

DISPOSAl. PJPF.G'/c'J39. Mlscel laneous records (routine DISPOSE after 2 years.
 
admlnlst rattve records of temporary value
 
not pr?vided for elsewhere).
 

MaterIal (SDn 

'"", 40.- Equlpme nt approvals 

a. Plans.	 DISPOSE (Terminal item). DISPOSfJ. APPROVED 

b.' Related correspondence,	 DISPOSE when equipment approval Is 
terminated. 

c. 5" x 8" cards 

(1) White (Equipment - new or DISPOSE upon receipt of white renewal or DISPOSAl. APPROVE) 
renewal). blue te rmlnatlon card. 

. (2) Blue (Equlpment terminations): DISPO~E upon receipt of white re.lnstatement card~:::-~~;.J. ;~~f.~ 

. d. CGHQ-I0030 •. Advance copy DISPOS£ upon receipt of 5" x 8" whIte or
 
(flImsy). blue cards.
 

41. Welding and Nondestructive ExamIna-	 DISPOSE of superseded procedures material O:SPCSAl. Af?P,cI'W 
tion	 Procedures. when updated material is recelvedjj, e. ,
 

catalog change s) ,
 

42. Ortgtnal or Inltlal ve ssc 1 Inspection 
files (Including Subchapte r T vessels) con- Transfer to Commandant (G-M-3) after 
talnlng inspection appl ication s , ce rtificate s, vessel is scrapped.
and books; application ior waive rs of navlgu-
tIon laws and waiver order; SOLAS certifi-
cates; F. C. C. ce rtlrlcate s: construction 
and equipment data and correspondence per-
taining thereto. o 
43. Vessel inspection files (other than origi- Transfer to FRC 5 years after completion of D!S?OS,lJ. A?i'P.~·.U
 
nal or Initial file s I. (inc iudir.~~ Subchapte r T inspection. FRC DISPOSE 10 years after
 
vessels) containlng In sn e ct lon acpl Ications , completion of inspection or recall to office
 
certificates, and books; app iication for and review for disposai.
 
waivers of navigation laws and waive r order;
 
SOLAS certificates: F.C.C. ce rtificate s:
 
construction and equipment data and COITe-
spondence pe rtalning the reto,
 

el) If review action ..
bills of mater ial , and pl a...'1 review corre- at :.lIO, tr ansfe r to Commandant (.\1-3) when 
spondence for new const ructton , alteration work is completed as evidenced by a certifi-
or conversion of ve s sel s, (~:.;c;[uding Sub- cate, amendment, stabi lltv letter. letter of 

. chapter T vessels). compl iance , or oiiie ial renorr. !-~lf rcvle-v and .- .........-, 
approval accomplished bv CO:~ln1:1:1rl::""'1.t':'::\IT) 
or a ?Icrch3 .nt :'brine field technical b raach , 
DISPOSE when work is completed. 

,~~ 44. Plans, appro val l ette rs , specifications, 
.)J-

and approval was accomplished ~~<:=':. ?_~?i:.:':::: 
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.. '. 'feR	 dDescriptlOn o· ecor s 

45. Monthly reports of Inspection activities. 

f'fO ~ 46. Plans, specifications for construction of 
• boIlers ru;d components. 

a, A ans appr oved by B'1 I N per sonnel pr I or to 

Horch 1942. (Pecord copy.) 

b. COpies of plans approved subsequent to Horch 

1942. (Ctiginals at Headquarters.) 

I"" rz.. 47. Pressure vessel approvals. 

48. X-rays of welded boIler plates. 

49. X-rays of spot welding on vessels 
undergoing inspection. 

50. X-rays of spot welding on defective 
castings. 

51. Miscellaneous records (routine admIni-
stratlve records of temporary value not 
provided for elsewhere). 

Merchant	 ~rarine Technical Branch (mmt) 

52. Construction, conversion and altera-
tion plans and related correspondence for 
merchant vessels (commercial vessel case 
files). 

53. Plans, parts lIsts, etc., whIch have 
been specifically furnished to aid in vessel 
Installation review. 

54. Correspondence related to item 52 
above. 

55. Workload reports compiled for Head-
~ 11/"
.'I	 quarters use . 

, ,W	 56. MIscellaneous records (routine adminis-
trative records of temporary valueriot pro-
vIded for elsewhere). • ... 

Admeasurement (District 1m.) or OC:\IT\ 

(51	 57. Admeasurement papers, including
 
blueprints, vessel files, forms, certificates,
 
Indexes, etc.
 

58. MIscellaneous records (routine adminis-
trative records of temporary value not pro-
vided for e l sewhe r e i . 

DISPOSAl. APPROVED 
DISPOSE after 5 years. 

~ 
RET AIN at :\IrO until 3 years after installa-
tIon on vessel, then transfer to Commandant 
(M-3) for inclusion in master file. 

DISPOSE after acceptance or rejection of :;:i'':,)~'P.P??OVE!J 
work, or after 6 months, whichever is 
earllex:~__ .__ 

DISPOSE after Inspection.	 DISPOS,a.J. AI'PRCVUJ 

DISPOSE	 after inspectIon. 

DISPOSE after 2 years. DISPOS.t'l. APi'P.O\'EO 

Transfer to Commandant (:'1-3) when work ~ -~~2'~.• ~np.~\,'EJ 
ona particular ve sse l or class of vessel is 
complete as evidenced by issue of certificate .. 
stahil lty lctte r , letter of compliance or 
offlc lal report. 

DISPOSE	 on receipt of superseding issues DISPGSAl.APPR0vm 
(1. e., fire extingui sh ing system typical 
Jnstallation plans, parts lists, etc , ) 

DISPOSE when no longer relevant. 

DISPOSE after they have served their use-DISPOS!'lAfi'P.D'iEO 
fulness. 

DISPOSE after 2 years.	 C'S?05A1. f.jPP,c'i:''J 

Transfer to Commandant 1:\[-3) niter issue DiSPOS~ ft.PP~i'W 
of certification of adme a su rc me nt to become 
part of commercial vessel case file. 

DISPOSE after 2 years. 

A-7-5	 AM2I
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• Law enforcement case files, .including DISPOSE 3 years after final disposition of 
cases referred to other agencies or the case. 
departments for action, consrstma of 
Investigation reports, violation reports, 
correspondence, and related documents. 

t{, Copies of permits issued to barges DISPOSE after 2 years. DISPOSAL APPRO/Ell 
and ships for loading of explosives and 
related papers •. 

DISPQSAl f,?pp,c'/EI)if.. Shlp's file containing- requests to load DISPOSE after 2 years. 9/1	 explosives, copies of permits, stowage 
plans, lighter permits, and re lated 
correspondence pertaining to particular 
vessels. 

CopIes of annual applications for moor-

Ing permits in Federal. anchorage. mit.
 
4t	 DISPOS,E t-year afte r issuance of new per- DIS?OS~l P.PPRC':ED. 

13. Anchorage check list of vessels in DISPOSE after 1 year.
 
Federal anchorage.
 

KIncoming ships' lists recei ved from DISPOSE after 1 year. DISPOSALh'PRO',n Collector of Customs gi\"ing names of
 
vessels enter-ing port.
 

Mar ine Envir onme n tal Pro tec tion 

73. Primary records documenting RETAIN (NARS Retention Plan) . Trans-

Coast Guard marine environmental fer to FRC after 10 years.

protection and ports .md water-

ways,activities consisting of plans,
 
-pz oqrams , policies, studies,
 
reports, decisions, position papers,

regulations, directives and related
 
papers.
 

'14. General admini.st ra t Lve cor- DISPOSE after 3 years.

responde-nee files (excluding

primary records above) from various
 
activities of marine environmental
 
protection and ports and waterways

activities.
 

75. Correspondence files of a DISPOSE after 3 years.

routine administrative. or house-
keeping nature.
 

76. Reports, summaries and routine DISPOSE after 2 years.

correspondence from other agencies

pertaining to movement of merchant
 
vessels.
 

77. Message reports of vessel move- DISPOSE after 6 months.
 
ment.
 

78. Reports of ~ollution and action DISPOSE j ye~rs after case is closed. 
taken. (Case file) ,
 

~.
 
79. Copies of Repor,s of Int.er- DISPOSI' aLter '3 years.
 
na t i.ona L r.tar~n: P~ll -t i.on pr,,\~p':ion:; 1, ,
 

c:.c,·r,v'~ntjon ~I \i. IJ ,171 . Jj
vao La t aon- .• ~: l' '. -cs r > 
It \ J' \ 
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DISPOSAl. AP(~.·w-'" 
b. MaterIal remaining in jackets. DESTROY. '. 

I( J.lc.tl 
31. RUC (Referred upon Completion)	 ~ in the referred distrIct for 2 years 
Reports	 •. subsequent to the date the RUC reports are
 

finalized by the referred district, then
 
DESTROY.
 

32. Copies of ROI' 5 (Reports of Investiga- DESTROY when the dIstrict Intelllgence DISPOSAL APPRO'JED 
tIon) (not constituting a di strict intelligence jacket has been transferred to another 
Jacket) retained in a district and which con- dIstrIct. 
tain elther derogatory or non-derogatory 
Information on Coast Guard military (or 
civillan) personnel. 

-T I-/tJlJ
33. Copies of an ROI on a Coast Guard	 Retain until the individual I s tenure with the ::S?OSh!. -'.ii'c,)'i£.J 
clvillan employee.	 Coast Guard ceases, then DESTROY, pro-

vIding pertinent permanent type material Is . 
on file at Commandant (OI). This procedure 
applles as well to Public Health Service 
medical personnel upon whom an inve stiga-

• tIon may have been conducted • 

34. ROI's on Coast Guard military DESTROY upon notification of death or DISPOSAl. APPROVED 
personnel. separation from the Coast Guard or for 

other reasons such as retirement, discharge, 
etc. 

-K /-hId ' 
35.	 ~O\\~ SUBJECT (Incident) ROI's. ~tQffi for period of 10 years for modus ::,IS?Q3i.!.. tir /:N.LJ 

operandI purposes, then DESTP.OY. Copies 
of all pertinent pe rmanent record rnare r ial 
either must be or must have been sent to 
Commandant (OI). 

1ft, 36. ROI's or related documents, such as In keepIng with security matters as envisaged 
correspondence, containina siun if'Icant in the U. S. Coast Guard Inve stigat ion DISPOSAl. A?fi:C':::~ 
material pe rtaining to indivldual s , groups, Manual (CG-232). retain in the district files 
organizations, publications, etc. at the discretion of the Chief. Inte ll iaence and 

. Law Enforcement Br:l:1ch~untii !lttCA--t±me-as-,-;------.--.--~ .they:e'r"e'"'!lt.H()n-",'t~~!t.!erett-t"ete~n (") 
m.at~. (Obviously, no set time span can 
be established for retention of this rnnte r ial 
sInce the situation or conditions within any 
gIven area wil l dictate the needs of districts 
concerned. 111is mate r ial should not be 
allowed to build un uale 5S cogent reasons 
dlctate otho rwl se. Di st rIcts must be assured 
that pe rt lnent po rruanent type material is on 
file at Commandant (Ol), 

-XiI" /:J
37. ROI's or related mnte r ial on aliens, ,Rc,~ for one year from the date the investi- =:~~Q3i..L"?,:~:}::';: 
radio operators, me rchant mariner gatron was completed, then DESTROY,I
document appl icant s or pori security / ,?roviding duplicate copies are 
card applicants.	 I 

/ on file at Commandant (G-OIS). 
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