Maintenance and Disposition
Ocean and Marine Technology Functional Files

Function Number 1800

Function number 1800 deal with program related to ocean and marine technology promotion,
evaluation, and information. The first subfunction 1801, contains files which may accumulate in any
office to documents performance of a function, and are common to more than one of the other
subfunctional areas. Office Housekeeping and Research and Development files have been assigned
separate functional numbers. The table of contents and index should be consulted.

Subfunctions described are:

1802 Ocean and Marine Engineering Files

1803 Marine Technology Evaluation and Calibration Files
1804 National Data Buoy System File

1805 Manned Undersea Science and Technology Files
1806 Reserved

1807 Fishery Gear and Techniques Promotion and Evaluation Files



1802 Ocean and Marine Engineering Files

These files pertain to the planning, development, and management of engineering activities for
oceanographic and marine system.

1802-01 System Development and Acquisition files

Documents pertaining to the development or acquisition of new systems. Includes related plans, design
studies, specifications, standard, and tests. Any technical case files documenting actual research and
development conducted on a system should be filed under 1203-01.

Authorized Disposition:

To be determined. Retain records until a disposition instruction is issued.

1802-02 Inter-Laboratory Calibration Program files

Documents relating to the testing of all NOAA calibration settings on oceanographic instruments setting
on oceanographic instruments to assure quality and intercomparability of calibrations; and to ascertain
the quality and capability of non-NOAA calibration facilities.

Authorized Disposition:

To be determined. Retain records until a disposition instruction is issued.

1802-03 International Cooperative Programs files

Documents maintained to support and insure data intercomparability in international cooperative
programs.

Authorized Disposition:

To be determined. Retain records until a disposition instruction is issued.

1802-04 Instrument Manufacturing Standards files

Documents relating to standards and procedures for contract research and development prior to
manufacturing instruments.

Authorized Disposition:



To be determined. Retain records until a disposition instruction is issued.

1802-05 Quality Assurance Procedure files

Documents pertaining to the establishment of procedures, techniques, and standards for assuring the
quality of products produced.

Authorized Disposition:

To be determined. Retain records until a disposition instruction is issued.

1802-06 System Review and Requirement files

Documents relating to the review of existing systems to determine whether improvements or
replacements are needed; and other documents that relate to the identification of system
requirements. Documents relating to the need for a specific system may be filed in 1802-01 with the
system case file if one is created.

Authorized Disposition:

To be determined. Retain records until a disposition instruction is issued.



1803 Marine Technology Evaluation and Calibration Files

These files relate to the testing, evaluation, and calibration of sensing system for ocean use, and to
making operational results and technical information available to the national oceanographic

community.

1803-01 Bottom Camera Current Meter System files

Photographs and measurements of current velocity, direction, and temperature used to analyze
sediment transportation.

Authorize Disposition:

Cut off at end of calendar year when created. Files necessary for succeeding projects may be
transferred to that project’s files. Destroy 3 years later.

1803-02 Design Review Report files

Justifications for engineering design.
Authorized Disposition:

Cut off after completion, termination, or cancellation of project. Destroy 7 years later.

1803-03 Contract files

Contracts with various industry laboratories, other government agencies, etc., regarding continuation or
completion of projects.

Authorized Disposition:

Cut off after close of contract. Destroy 7 years later.

1803-03 Contract files

Contracts with various industry laboratories, other government agencies, etc., regarding continuation or
completion of projects.

Authorized Disposition:

Cut off after close of contract. Destroy 7 years later.



1803-04 Field Electronics Support Program files

Specific data requirements that are translated into subsystem performance specification.
Authorized Disposition:

Cut off after completion of project. Destroy 3 years later.

1803-05 Error Analysis files

Documentation of major and minor failures in engineering systems.
Authorized Disposition:

Cut off after completion of project. Destroy 3 years later.

1803-06 Calibration Data Analysis files

Files created to record standards and items of test and measurements.
Authorized Disposition:

Destroy when obsolete or superseded.

1803-07 Instrument Fact Sheet files

Publication issued periodically to acquaint users of oceanographic instruments with technical results of
engineering evaluations conducted by the National Oceanographic Instrumentation Center.

Authorized Disposition:

Destroy when obsolete or superseded.

1803-08 Experimental Model Shop Requests files

Testing and evaluation of oceanographic sensing systems, summary of results and technical information.
Authorized Disposition:

Cut off at end of calendar year when created, hold one year inactive, then destroy in current files area
one year later.



1803-09 Interocean Water Quality System files

Evaluation of instrumentation by other government organizations or private industry.
Authorized Disposition:

Destroy when superseded or obsolete.

1803-10 On Station Oceanographic Measurement Subsystem files

Measurement from sensors and deck equipment for digital recording depth, temperature, salinity sound
velocity and ambient light.

Authorized Disposition:

Cut off at end of calendar year when created. Files necessary for succeeding projects may be
transferred to that project’s file. Destroy 6 years later.

1803-11 Cooperative Marine Monitoring Programs files

Recommendations for approval of funding of various program for the monitoring and assessment of the
environment, agreements for program objectives and advisory boards.

Authorized Disposition:

Destroy when superseded or obsolete.



1804 National Data Buoy System Files

These files relate to planned scientific and engineering developmental projects pertaining to data buoys.

1804-01 Sensors and Senor System files

Documents relating to the design development, procurement, and documentation of all sensors and
sensor systems for National Data Buoy Systems.

1804-02 Buoy Data Processing Systems files

Documents relating to on-board buoy data processing and computer control systems, and on-shore
control and display systems for retrieval, analysis, quality control testing, storage, and dissemination
engineering and environmental data.

1804-03 High Frequency Satellite Communication Systems files

Documents relating to high frequency and satellite communication systems intended for use on ocean
platforms. Case file relating to the research and development of possible communication systems
should be filed in Function 1200.

1804-04 Buoy Development and Specification files

Documents relating to the design, development and specifications for ocean platforms, mooring,
electrical power systems, safety, protective devices, etc. for each buoy system.

1804-05 Buoy Prediction, Evaluation, and Modification files

Documents relating to procedures necessary to predict the one site performance of new or modified
buoy systems. Evaluation of test results and new technology to develop design modifications and new
components to improve system performance.

1804-06 Buoy Operations files

Documents relating to the deployment, servicing, testing, and retrieval of buoy systems.



1804-07 Applied Research Projects files

Documents including measurement comparison experiments, error analyses, and natural variability of
specific environments. Results used to define new sensor development and to determine the most

effective mix of buoys and sensors in buoys.



1805 Manned Undersea Science and Technology Files

These files related to the operation of the Manned Undersea Science and Technology Program.

1805-01 Grant for Research and Operations files

Case files on awarded grants and proposals for grants. Also necessary supporting documents.
Authorized Disposition:

1. Case files for accepted proposals: Cut off at close of grant, hold one year inactive. Destroy 15
years after close of grant.
Record copy of final report resulting from grant: Permanent.

3. Rejected proposal for grants: Cut off at end of fiscal year. Destroy 5 years later.

1805-02 NOAA Diving Program Operational files

Documents relating to the development of operational plans and standards for divers.
Authorized Disposition:

Cut off at end of calendar year when created. Permanent.

1805-03_Diving Manual and Handbooks files

(Record copies)
Authorized Disposition:

Cut off at end of calendar year when created. Permanent.

1805-04 Special Diving Studies files

Documents relating to diving and the effects of diving.
Authorized Disposition:

Cut off at end of calendar year when created. Permanent.

1805-05 NOAA Diving Reports files




Containing summary of NOAA diving activities and reports from the NOAA Safety Board meetings. The
latter contain policy recommendations.

Authorized Disposition:

Cut off at end of calendar year when crated. Permanent.

1805-06 Submersible Program files

Documents relating to research submersibles, ocean floor habitats, and surface support equipment for
implementing insitu investigation.

Authorized Disposition:

Cot off after related submersible is scrapped. Destroy 5 years later.

1805-07 Symposia and Conference (MUST sponsored) files

Documents relating to symposia and conferences conducted on manned undersea science and
technology programs.

a. Agendas, by laws, and other records pertaining to operations and plans.
Authorized Disposition:
Cut off at end of calendar year when created. Destroy 8 years later.

b. Published reports resulting from sessions and related to MUST activities.

Authorized Disposition:
Cut off at end of calendar year when created. Permanent.

1805-08 Photographs and Motion Pictures for MUST Programs

Photographs and motion pictures made to support specific projects related to ocean dumping, fishery
research, sea floor surveys, etc.

Authorized Disposition:

See subfunction 1105 for disposition instructions.

1805-09 Undersea Facility Operations files




Requests relating to the rental, lease, use, or participation in use of undersea facilities. Includes
operations plans, reviews, clearances, and approval/ disapprovals.

1805-11 Diver Case File

A paper case file record is established for each individual diver containing training records, certifications,
Letters of Reciprocity, medical records and CPR, First Aid and Oxygen Administration, Individual's Dive
Logs, and a variety of mandatory forms. Required long term for business function purposes and to
comply with multiple legal mandates and agency requirements, i.e. Occupational Safety and Health
Administration (OSHA) 29 CFR 1910 Subpart T, and NOAA Administrative Orders (NAO 209-123). This
case file becomes inactive as divers leave the program, that point is when the diver turns in their
equipment, and at times the case file may become active again as divers return to the program.

o Disposition for inactive file: Long term temporary. Once the case file record becomes inactive
(diver is inactive) it can be transferred for storage to the Federal Records Center and retained for a
period of 75 years and then destroyed.

o Disposition for superseded informational forms that hold no business process value: Retain as
long as needed for business purposes, then destroy.



1806 Reserved

Ocean Mining Program Files have been transferred to Subfunction 2007.



1807 Fishery Gear and Techniques

Promotion and Evaluation Files

These files relate to promoting new fishery gear or techniques which have been developed to increase
efficiency or to reduce incidental kills, and to evaluate the effectiveness of gear and techniques when in
use. The case files for research conducted in developing specific gear or techniques should be filed in
Function 1200, Research and Development files.

1807-01 Gear Availability files

Documents relating to what fishery gear or techniques are available for use, what they are best used for,
and their advantages or disadvantages.

1807-02 Promotional Activities files

Documents relating to efforts to disseminate information about available techniques and gear uses to
potential users. Includes advertising or public relations projects.

1807-03 Demonstration Project files

Documents relating to arrangement for and conduct of demonstrations of new gear or techniques.

1807-04 Evaluation files

Evaluations of effects or effectiveness of gear and techniques, whether established or newly developed.
Includes recommendations for additional research or engineering development into problem areas.

1807-05

General Correspondence files

Correspondence with potential users of development, or any other correspondence related to this
subfunction and not otherwise described.



