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National Oceanic and Atmospheric Administration
 
National Weather Service
 

Records Disposition Schedule
 

Weather Forecast Office & River Forecast Centers 

The WFOs CatTY out the NWS mISSIon by providing warnings and forecasts of hazardous 
weather, mcludmg thunderstorms, flooding, humcanes, tornadoes, winter weather, 
tsunanus, and climate events The NWS ISthe sole Umted States official VOIcefor issuing 
warnmgs dunng hfe-threatenmg weather situanons. 

The 13 RIVer Forecast Centers help save hves and decrease property damage by the 
Issuance ofnver stage forecasts They provide baSIChydrologic forecast mformanon for 
the Nation's economic and environmental well being along WIth extended forecast 
mformation for water resources management Each center, located within at least one 
major nver system, prepares nver and flood forecasts and water resource mformation. 
Forecast mformation ISdistributed to the public through the Service Hydrology Program 
of the Weather Forecast offices. 

1307-01	 Station Management Files (replaces 1302-01, 1302-02, 1302-11, 1305-01, 1804-
06) 

These documents relate to the scientific history of the station, from establishment, 
operation and maintenance, through the closure of the observation station. ThIS 
group of records includes such information as the geographic locanon of the 
station, agreements WIth observers and other agencies, penmts for land use, dates 
of operation, types and service dates for the equipment, any record of unusual 
occurrences, and other essential mformation concernmg station history, layout, or 
instrumentation. The documents are filed by station name and status. 

AUTHORIZED DISPOSITION: 
A	 Station metadata (paper, electromc) Send to NCDC after quality control 

and approval. 

B.	 Workmg papers (documents not going to NCDC): Cut off at close of 
calendar year; Destroy 10 years after cut off. 

C.	 Regional copy: Cutoff when station ISretired; Destroy three years after cut 
off 

D.	 Reference copres Destroy when no longer needed for reference 
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E.	 Electronic copres created on word processing and electronic mall systems: 
Delete after record keeping copy ISproduced and venfied. 

1307-02 Station Inspection Files (replaces 1302-03, 1307-06, 1804-06, Nl-370-00-l) 

These documents relate to the mspection of the observing stations within the 
National Weather Service This senes includes, but ISnot lnmted to: the actual 
mspection report, correspondence, and related matenals, WhIChreflect the 
accuracy and effectiveness of surface and upper air observations taken at these 
sites 

AUTHORIZED DISPOSITION: 
A.	 Record keeping copy (kept at Regional Headquarters): Cut off when 

superseded, Destroy three years after station retired. 

B.	 Station copy. Cut off when superseded, Destroy three years after cut off 

C.	 Reference copies. Destroy when no longer needed for reference. 

D	 Electroruc copies created on word processing and electronic mall systems: 
Delete after record keeping copy ISproduced. 

1307-03 Station Disaster Preparedness Files (replaces 1302-08, 1307-03, 1307-05) 

These files contain a record of yearly disaster or emergency situation dnlls 
conducted by station staff, evaluation reports, and coordmanon WIth state, local, 
or other federal agencies. 

AUTHORIZED DISPOSITION: 
A.	 Destroy three years after the date of the dnll, or until htigation case IS 

closed, whichever IS later 

B	 Electromc copies created on word processmg or electronic mall systems: 
Delete 30 days after recordkeepmg copy has been produced. 

1307-04 Station Duty Manuals (replaces 1302-01, Nl-370-00-1) 

These files document the local office mstructions documentmg the office 
operations and descnbmg how the local operations, managenal and adrrnmstrative 
matters, emergency procedures, and programs are to be accomplished 

AUTHORIZED DISPOSITION: 
A	 Cut off when superseded, Destroy five years after cutoff.. 
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B.	 Electronic copies created on word processmg and electronic mall systems 
Delete after record keepmg copy ISproduced. 

1307-05	 Service Locations Data Networks (supersedes 1305-02, 1305-04, 1305-07,1306-
02) 

Records that provide mformation on specific service locations and areas, and data 
networks used m trackmg hydrologic, hydrochmatic and meteorologic 
observations. This senes contams electronic and hard copy documents relatmg to 
the estabhshment, modification, mamtenance and admnustration of data reportmg 
networks. Metadata that Identifies the details regardmg the site are also mc1uded 
The record keepmg copy ISkept at each WFO; reference copies are also kept at 
Regional Headquarters and the Rrver Forecast Centers. 

AUTHORIZED DISPOSITION: 
A	 Record keeping copy Destroy or delete when WFO ISclosed, or when 

networks are replaced by newer equipment or facihties. Transfer to new 
facility that assumes responsibihty 

B.	 Reference copies Destroy when no longer needed for reference 

C.	 Electronic copies created on word processmg and electroruc mall systems 
Delete after record keepmg copy ISproduced. 

Produced by Millican & Associates Inc 
2/28/02 
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