




AI 15-2.02
 
Office of the Executive Director         Revised:  June 16, 1994
        
 

PORT AUTHORITY RECORDS PROGRAM 
 
I.  Definitions 
 

A. A record is defined as all information collected, prepared, generated, or 
received by an organization and needed in connection with the transaction 
of business.  This information can have any physical form or characteristic 
(e.g., tab cards, tapes, micro-recorded format).  Such information is 
retained as evidence of the organization, function, policies, decisions, 
procedures, operations, or other Port Authority activities. 

 
B. A form is any authorized printed or reproduced record or worksheet used 

regularly by any organization unit, containing spaces for the insertion of 
information. 

 
C. A vital record is any record necessary to the life or the continuity of  the 

business functions of the Port Authority. 
 
II.  Instruction 
 

A. Port Authority records are maintained in subject classification order in 
accordance with the procedures spelled out in the Port Authority's 
Records Manual to assure that they are available when needed for legal, 
informational, or management purposes.  To assure that they are 
maintained cost effectively, records are stored in a medium and format 
that minimizes storage and retrieval costs, protects the records, and 
allows for rapid retrieval.  They are destroyed according to the records 
retention schedule unless organizational or legal reasons dictate 
otherwise.  

 
B. Forms are managed to enhance the ease of doing business with and for 

the Port Authority.  Development of unnecessary forms is to be avoided.  
The classifi-cation and retention of forms is consistent with the Records 
Retention Manual and the Port Authority's various businesses, and forms 
are clear and simple to fill out. 
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C. Vital records of the Port Authority are managed so that, in the event of a 
disaster, the agency can access its records and continue to conduct its 
operations without significant disruption. 

 
III. Organizational Responsibility  
 

A. The General Services Department is responsible for the design and 
implementation of the Port Authority Records Program, including 
management of departmental records, development and issuance of the 
Records Manual and Records Retention Manual, training of staff, and 
provision of central microfilming and records storage facilities.  

 
B. The Secretary of the Port Authority maintains the Official Files of the Port 

Authority and approves Records Retention schedules. 
 

C. The Law Department advises the General Services Department on the 
legal issues associated with retention periods and storage media. 

 
D. The Information Services Department assures that documents stored via 

electronic media can be destroyed according to the Port Authority's 
retention schedule, and provides advice on technical aspects of emerging 
records storage technologies.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISCLAIMER 
 
Although issued in revised format, the information contained in these Administrative Instructions (AIs) reflects the content 
of previously issued Administrative Policy Statements (APs) and, in certain limited instances, Port Authority Instructions 
(PAIs).  The rules set forth in these AIs will remain in effect until changing conditions require their revision.  This body of 
instructions is not intended to be exhaustive with respect to all the responsibilities of employees and it does not constitute 
a contract.  These AIs will be updated from time to time to reflect changes or additions as appropriate, at the direction of 
the Executive Director. 
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Genera l Informat ion 

Please review this Manual carefully. 

You may use classifications and retention periods for only those records listed in All 
Locations and your own departmental listing. 

You may not use classifications, and retention periods for any other department. 

If you wish corrections and/or additions, because of changing operational needs, the 
Departmental Compliance Officer must forward the request to the Office of the 
Secretary. 

COPYRIGHTS AND PATENTS 

Copyrights and patents obtained by the Port Authority have a permanent retention. All 
Official records shall be transferred to the Office of the Secretary. 



The Port Authority of New York & New Jersey 

GENERAL RETENTION SCHEDULE 
INDEX 

A - ADMINISTRATION 
Authorizations 
Communications 
Contractors and Consultants 
Corporate 
Documents 
History 
Issuances 
Legal 
Organization 
Planning 
Promotion 
Publications 
Publicity 
Public Relations 
Rates 
Regulations 
Reports 
Services 
Supervision 

E - ENVIRONMENTAL PROTECTION 
Nuisances 
Pollution 

F - FISCAL MATTERS 
Accounts 
Costs 
Economics 
Finance 
Income 
Insurance 
Securities 
Tariffs 
Taxes 
Tolls 



I - INDUSTRIAL RELATIONS 
Employment 
Jobs 
Labor 
Personnel 
Salaries 
Time 
Welfare 

P - PROPERTY 
Approaches 
Appurtenances 
Concessions and/or Consumer Services 
Construction 
Earthwork 
Energy/Fuel 
Equipment 
Floor Layout 
Groundways 
Maintenance 
Project Areas 
Real Estate 
Space 
Space Units 
Structures 
Systems 
Tenants 
Utilities 
Zoning 

S - SECURITY 
Accidents 
Dangerous Articles 
Emergencies 
Pests 
Protection 
Safety 
Sanitation 



TR - TRANSPORTATION 
Baggage 
Carriers 
Customs 
Mml 
Navigation 
Passengers 
Shipments 
Traffic 
Travel 
Warehousing 
Weather 



THE PORT AUTHORfPr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-1 

A - ADMINISTRATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

AUTHORIZATIONS*- Kinds: I I .Federal 
Municipal 

- State 
Safe Combinations 

^ ' Delegated 
Recess 

U n t i l Superseded 

Signatures 

• Authority to approve: Expense Accounts, Leases, Pool vehicle use, 
Port Authority Helicopter use. Requisitions, Travel Requests, etc. 



THE PORT AUTHORrry OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-2 

A - ADMINISTRATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

COMMUNICATIONS • Kinds: J-l Correspondence 
Telegraph 
Telephone 

•2/ Call Letters 
Confidential 

Addresses 

Deliveries 

Follow-up Systems 

Mailing 

Routings 

Terminology 

All records take a 2-year 
retention period, unless 
otherwise noted 

Until superseded 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-3 

A - ADMINISTRATION 
DESCRIPTION 

CONTRACTORS & CONSULTANTS 

Lists 

Prospective 

Ratings 

ALL LOCATIONS 
RETENTION PERIOD 

2 years unless otherwise 
noted 

See Also: A - Planning 
(if part of a planning 
project) - 25 years 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A^ 

A - ADMINISTRATION 

DESCRIPTION 

CORPORATE 

Agents (by name) 

Commissioners 
Board 

- Meetings* 
Minutes 

Committees - JST/nd̂ ; - Construction 
- Finance 

Operations 
• Port Planning 
• Special 

- Meetings* 
Minutes 

Subsidiaries 

* Agendas are not a record; May be kept informally. 
As of November, 1981 Board and Committee meetings were 

consolidated.. 

ALL LOCATIONS 
RETENTION PERIOD 

6 years after termination 

Subject copy 
Life of subject 

Chrono copy 
lOyears 

V 

Subject copy 
Life of subject 

Chrono copy 
10 years 

Filed by subject 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-S 

A - ADMINISTRATION 
DESCRIPTION 

DOCUMENTS-
• n _ _ _ _ _ _ 
Kinds: • '̂ Agreements 

- Agency 
• Appraiser 

• ' Broker 
Consultant 
Cooperating or joint operating 
agreements 

- Employment agreements 
Operation of Port A uthority 
facilities 

- Port Authority operation of Us 
own facilities 

^ Contracts 
' Concession 
• Construction 
• Maintenance 
• Plant Sanitation 

Engineering 

U Leases, Licenses, Permits (Consents) 
and Space Permits* 

-Correspondence pertaining thereto 
May Include - Alterations 

Amendments 
Assignments 
Condition Survey in 

Vacating • 
Modifications 
Supplements 
Tenants 
Terminations 

^ Form 
Subcontractor 

^ Clauses 
NOTE: Consents and Pennits are tenns used interchangeably. 
Hiey cover pennisaon to do the following types of tilings on, 
over, and under Port Authority property: 

- Curb cuts - on 
- Scaffold hanging - on/over 
• Signs hung or painted - on/over 
- Cables - over/under 
- Telephone, electric poles or guy wires - on 
- Any other pennissive agreements 

ALL LOCATIONS 
RETENTION PERIOD 

All records luiless otherwise 
noted: 10 years after final 
payment, then review 

Filed alphabetically by 
liame and numerically by 
nUknber 

Responsible Negotiating Unit 
NY Properties: 

10 years after expiration 
of lease, then review by 
Law Department 

NJ Properties: 
16 years after expiration 
of lease, then review by 
X^w Department 

Other Departments 
1 year after expiration 
of lease 



A-6 THE PORT AUTHORmr OF NEW YORK AND N ^ JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

DESCRIPTION 

DOCUMFNTS fconrW 

All paper relating to the above documents is filed with the corresponding 
agreement, contract, lease, license, permit or consent, and takes the 
10-year retention period unless noted otherwise. 

The following list of subject classifications is illustrative only and may 
be amended as needed. You may use any or all classifications as 
needed. 

Advertising 

Bids - (Awards and Quotations) 
Proposals of unsuccessful bidden 

Purchase Orders 

Change Orders 

Drawings 
Originals 

Microfilm 
. Field use diazo copies 

(aperture card mounted) 

Prints ^ 
Field use copy 

Extensions 
Exhibits 
Extra Work Orders 

Forms 

Identification 
Inspections 

Lists 

Payments 
Performance Bonds 
Printing 

ALL LOCATIONS 
RETENTION PERIOD 

All records unless othervdse 
noted: 10 years after final 
payment, then review 

10 years 

Responsible Department 
2 years after award 
of contract 

\ 

10 years 

Responsible Department 
10 years then review 

Facility 
Life of installation 

Facility 
Life of installation 

Until superseded 



THE PORT Ain-HORrrV OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A--

A - ADMINISTRATION 

DESCRIPTION 

DOCUhVEKVS (cont'd) 

Recordings 
Records Transfer 
Renegotiation 
Renewals 
Reports 

Completion 
Preliminary 
Final 
Status Reports 

Monthly listing of document's status 

Revocations 
Riders 
Routing 

Specifications 
Standardization 

ALL LOCATIONS 
RETENTION PERIOD 

All records unless otherwise 
noted: 10 yean after final 
payment, then review 

^ 

10 years 
5 yean 
10 yean 

Until supeneded 

\ 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A4 

ADMINISTRATION 

DESCRlPTtON 

ALL LOCATIONS 
RETENTION PERIOD 

HISTORY Nothing of a historical 
nature may be destroyed 
regardless of retention 
period that may be estab
lished for subject matter. 

When there is no longer an 
operational need forward 
all paper to the Office of 
the Secretary. 



THE PORT AlTTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-9 

A - ADMINISTRATION 

DESCRIPTION 

ISSUANCES 

Departmental Bulletins 

Development Paper 

Departmental Instructions 
General Data Section 

Development paper 

Departmental Orders 

Development paper 

General Circulars 

Development paper 

Office Memoranda issued by Executive Director 

Port Authority Instructions (PAFs) 

Devel^ment paper 

SPFsfBTIX OPI% PDVs, TBI's) 

ALL LOCATIONS 
RETENTION PERIOD 

Issuing Department 
Life of subject 

Other Departments 
2 yean 

Issuing Department 
Next issue or until 
supeneded 

Other Departments 
2 yean 

Until superseded 
y 

Issuing Department 
Next issue or until 
supeneded 

Other Departments 
2 yean 

Issuing Department 
Life of Subject.. 

Other Departments 
until supeneded 

Issuing Department 
Next issue or until 
superseded 

Other Departments 
2 yean 

UntH supeneded 

2 yean 

Until superseded or 
cancelled 

Until superseded 

Cuzrcnt, plus one 
previous 

Issuing Department 
Next issue or until 
supeneded 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A ] 

A - ADMINISTRATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

LEGAL 

Gaims and Litigation 
All copies of correspondence referring to accident 
or damage resulting from accident 

Hearings 
Specifically concerned with the Port Authority 

i.e.. The Celler Hearings 

Legislation - Kiruis: - ^ Federal Municipal, State 
^ Committees 

Bills introduced/enacted 

Conferences 

Investigations 

Programs 

12 months, then to Law 
Department for review 
and destruction 

Responsible Department 
25 yean, then review 
for microfilm 

25 yean, then review 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-n 

A - ADMINISTRATION 

DESCRIPTION 

ORGANIZATION 

. 

Charts 
Port Authority 
Departmental 

Committees - (by name, alphabetically) 
Kinds: - departmental 

• interdepartmental 

Port Authority policy statements 
and issuances 

If chairman or other officer of committee 

Routine correspondence and reports 
* 

Studies and Surreys 

Department (by name) 

Staff Meetings 

Structure 
(For pezmanent retention of records on 
genesis and development of department, 
division, or unit Sudi records may be: 

Staffing (position requests, staffing 
patterns, etc.) 

Organization charts 

Department missions, etc., 

ALL LOCATIONS 
RETENTION PERIOD 

Until superseded 
Current plus 1 previous 
See Also: 
A - Issuances -PAl's 

and 
A - Organization -Depart
ment Structure 

Pe^anent 

6 yean after expiration 
of term of .office 

2 yean after expiration 
of term of office 

6 yean 

Permanent 

2 yean 

Permanent 



A-12 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A . ADMINISTRATION 

DESCRIPTION 

ORGANIZATION (cont'd) 

Filing 
Audits 

Departments and Records Systems 

Freedom of Infonnation 
Requests 
Policy 

Indexing 
Relative Subject Classification System 

Microfilm, Microfiche 

Name File - Filed Alphabetically 

Associations in which Port Authority staff have 
participated as regular memben, committee or 
executive members, or as observers. 

May Include: - Notices and proceedings of 
meetings 
Selection and election of 
officers 
Establishment and prepara
tion for functions such as 
conventions, dinners. 
exhibitions and receptions 

Conventions 
Held in New York City 

Held in other cities 

Minutes and Reports 

Statements for or against Port Authority 
policies 

1 

ALL LOCATIONS 
RETENTION PERIOD 

Until superseded 

2 years 
Permanent 

Until supeneded 

4 yean 

Depar^ent - 4 years* 

Department - 7 yean 

Department - 4 yean 

Department - 4 yean 

Permanent 

•If officer, 6 yean after 
completion of term of 
office 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-1 

A - ADMINISTRATION " 

DESCRIPTION 

PLANNING- Kinds: -^ Comprehensive 
- Construction 
•. Development 
• Environmental Impact Analysis 

Finance 
- Operational 
'• Rehabilitation 
' Research 
• Strategic 

Urban Renewal 

^ Marketing 

^ Federal, State, Municipal, Foreign 

NOTE: Hie following subject classifications may 
be amended as needed. 

. Area Usage 
Capacity 
Committees 
Consultants . 
Design 
Drawings, Schemes, Sketches. Tracings 

- Expansion. 
Fizuince 
Layouts 

ex. A department's own fioor plan 

Marketmg Promotion 
Master Plan 
Nomenclature - Definitions, Titles 
Objectives 
Operations 
Prtsjects - Kinds: - Infrastructure 
Programs 
Proposals - Kinds: - Outside, Port Authority 
Regional 
Reports 

Final , 
Prelinunary 

Research 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 25-year 
retention period, unless 
otherwise noted. 
followed by review for 
microfilm 

V 

See: A - Organization 
Department structure 

25 yean 
10 yean 



A-14 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

DESCRIPTION 
ALL LOCATIONS 

RETENTION PERIOD 

PLANNING rconr'if; 

Schedules 
Sites 
Staff* 

Studies/Surveys 
Urban Renewal 

Authorizations 
Assignments 
Meetings 

* A department may wish to maintain a complete history on 
specific projects undertaken, including staff which may have 
been assigned exclusively to such projects. For this reason 
we have included "Staff." 

See Also: A • Organization -Department Structure 



THE PORT AimiORrrY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-lf 

ADMINISTRATION 

DESCRIPTION 

ALL LOCATIONS 

RETENTION PERIOD 

PROMOTION 

Programs Kinds: Qvic 
Community 
Government 
School . 
Speakers'Bureau 
Trade 

All records take a 6-year 
retention period, unless 
otherwise noted 

Arrangements 

Assignments 

Commendations 

Payments-

Reports 

Kiruis: - Compensated 
• Non<ompensated 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

OESCRIPnON 

PUBUCATIONS 

Port Authority 
Development* 

"Development" paper is defined as: 
- Correspondence on decision to publish 
- Manner of pubUcation 
- Format 

-shape, size, and general make-up; 
articles and visual presentation 

Distribution 

Published Document 

Except -Regularly issued information and house 
organs (Le., The Diary; Insight, Port 
Authority Telephone Directory, etc.) 

Policy Cozrespbndence 

Non-Port Authority 
Articles of Interest 

• Includes authodzation, acqirisition, and printing 

ALL LOCATIONS 
RETENTION PERIOD 

7 years after payment for 
printing 

2 years 

Permanent 

Until superseded 

7 years 

Departmental discretion; 
not to exceed 2 yean 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-1 

A - ADMINISTRATION 

DESCRIPTION 

PUBLICIi Y - Kinds:* - Address/Speeches and articles 
Reproduction privileges 

If the paper contaiiu Port Authority 
policy statements 

Speeches and articles of a routine 
nature: Le., ceremonies, dinners 

- Advertising 

except - Contracts 
•- Employee 

Arrangements 

Purchases 

- Contests 
Not sponsored by Port Authority 
Port Authority sponsored 

- Displays/Models 

- ExMbitions 
Arrangements 

- FUms 
Original print 
Reproduction privileges 

. Meets 
Axiangements 

- Paintings 

- Photographs 
Reproduction privileges 

- Press 
Conferences 

1 

* Where i^licable, all paper on Acquisition (except by purchase or 
contract), Axrangemenls, Distribution and Showings, unless otherwise 
noted. 

AM, LOCATIONS 
RETENTION PERIOD 

Permanent 

Permanent 

7 yean, then review 

7 yean, except as noted 

See: A - Documents 
See: I - Jobs-Recruitment 

2 vean 

7 years 

2 yean 
Permanent 
See: A - Public Relations 

Originating Unit - 2. yean 

7 yean 
7 yean 

Return to General Services 
Pennanent 

4 yean 
4 yean 

2 yean 

Until supeneded 
Pennanent 

Permanent 

2 yean 



A-I8 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

DESCRIPTION 

PUBLICITY-rconry; 
Kinds:*- Radio 

Broadcasts 
-Scripts 

except - Controversial* * 

- Sketches 
Biographical 

- Slogans 

- Souvenirs Kinds: - Blotters 
- Coins 
- Flags 
- Key tags 
- Matches 
- Medals 
- Nail Files 
- Paperweights 
- • Postal Stamps 
- Safety Knives 
- Tie Clasps 

Acquisition 

Reproduction privileges 

- Television 
Broadcasts 

- Scripts 

except -Controversial** 

* Where applicable, all paper on Acquisition (except by purchase or 
contract), Arrangements, Distribution and Showings, unless 
otherwise noted. 

** The person writing or dehvering the broadcast script is to determine 
whether a particular script is controvenial. 

ALL LOCATIONS 
RETENTION PERIOD 

6 years 
Pennanent 

Until superseded 

2 years 

2 years 

\ 

7 yean 

Permanent 

6 yean 

Permanent 

2 years 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-19 

A - ADMINISTRATION 

DESCRIPTION 

PUBLIC RELATIONS - Kinds: - Awards 

except -Port Authority to Staff 

- Ceremonies 
Kinds: - Christenings 

Commemorations 
Comer-stone Laying 

- Dedications 
- Flag Flying 

Ground Breaking 
Unveiling 

' Conferences 
except -Port Authority sponsored 

- Commendations 
except -Personnel commendatory 

letters 

except -Governmental agency 
correspondence 

- Cooperation 
except -Governmental agencies 

- Courtesy 

- Dinners 

• Discrimination 

- Donations . 
except -Port Authority 

Policy-Procedural paper 

- Endorsements 

• Enforcements 

- Fact Sheets 

- Gratuities 

• Luncheons 

• Memorials 

ALL LOCATIONS 
RETENTION PERIOD 

Unless otherwise noted, 
retention is for Originating 
Unit 

See: I-PersonnelMotivatior 

4 years 

4 years 
Permanent 

4 years 
See: I-Personnel Motivation 

Permanent 

4 years 
Permanent 

4 years 

4 years 

4 years 

4 years ^ 
10 years 
Permanent 

4 years 

4 years 

Until new edition 

4 years 

4 years 

4 yean 



A-20 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

ADMINISTRATION 

DESCRIPTION 
ALL LOCATIONS 

RETENTION PERIOD 

PUBUC RELATIONS - Kinds: (cont'd) 
' Receptions 4 years 

Arrangements 

Complaints 

- Solicitations 
Free Speech Activities 

- Suggestions 
except -Port Authority to its staff 

-Government agencies 

- Tours 

- Visitors 

gencies 

4 yeais 
5 years 

4 years 
See: I - Personnel Suggestion 
Permanent 

4 years 

4 years 

2 years 

4 years 

Permanent 

- Those leading to charges against Port Authority 
individuals 

See: I - Personnel Discipline 
I - Personnel Employee 

Records 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-21 

A - ADMINISTRATION 

DESCRIPTION 

RATES- Includes: - Fees 
' Schedule of Charges 
- Tariffs 

NOTE: This is an Index only. All Rate records will 
continue to be filed under the appropriate 
classifications as indicated 

SEE 
Appurtenances P - Property 

Fees 
Rates 

Baggage TR - Transportation 
Rates 

Handling 

Camers IK-Transportation 
Fees 

Handling 
Servicing 

Rates 
Handling 
Servicing 

Concessions P - Property 
Rates 

Construction P - Property 
Rates 

Inspection 
Testing 

Consumer Services P - Property 
Rates 

Inspection 
Testmg 

Equipment P - Property 
Rates 

Usage 

* 11-year retention indicates action by Board of Commissionen o 
outside regulatory body 

ALL LOCATIONS 
RETENTION PERIOD 

2 years 
11 years* 

7 years 

\ 

7 yean 

11 yean* 
7 years 

11 years* 

11 years* 
10 years 

11 years* 
10 yean 

11 years 

• 

• 



A-22 THE PORT AUTHORITY OF NEW YORK AND NEW J ERSEY 

GENERAL RETENTION SCHEDULE 

ADMINISTRATION 
DESCRIPTION 

RATES-rco/i/'rf; 

Fuel 
SEE 

P - Property-Energy 
Fees 

Handling 
Storage 

Groundways 
Rates 

Income 
Fees 

Insurance 
Rates 

Mail 
Fees 

Handling 

Services 
Fees 
Rates 

Shipments 
Fees 

processing 
Rates 

Point-to-point designation 
Classifications 
Demurrage 
Handling 
Pick-up-and-delivery 
Storage 

Space 
Rates 

Space Units 
Fees 
Rates 

P - Property 

F - Fiscal Matters 

F - Fiscal Matters 

TR - Transportation 

A - Administration 

TR - Transportation 

P - Property 

P - Property 

*See footnote, page A-21 

ALL LOCATIONS 
RETENTION PERIOD 

7 years 
7 years 

11 years* 

See: Income - Kinds 

1 years 

7 years 

7 years 
7 years 

7 years 

11 years* 

10 years 

11 years* 

7 years 
11 years* 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-23 

ADMINISTRATION 

DESCRIPTION 

RATES ^conrW 

Structures 
Rates 

Systems 
Rates 

Tenants 
Fees 
Rates 

Tolls 
Rates 

Classification 
Increases 
Reduction 
Surcharges 

Travel 

Utilities 
Rates 

Warehousmg 
Rates 

*See footnote, page A-21 

SEE 
P - Property 

P - Property 

P-Property 

F - Fiscal Matten 

TR - Transportation 

P - Property 

TR - Transportation 

ALL LOCATIONS 
RETENTION PERIOD 

II years* 

11 years* 

7 years 
11 yean* 

See: TBT Department 
exceptions 

Until superseded 

11 years* 

11 yean* 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-2 

A - ADMINISTRATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

A REGULATIONS - Kinds: i / Policies, Rules, Standards 

^ Federal, State, Municipal 
Port Authority 

(Aviation, Port Department, 
Rail, Tunnels, Bridges, arui 
Terminals) 

^ Employee, Operating, Public, 
Tenant 

NOTE: Regubttions under "A** Category (above) are 
ovoaU, non-specific, te.. Port Authority, 
MunidpaL State, or Federal and are classified 
as **A-Regulations** 

Specific regulations, Le^ Traffic, Accounts, 
Police, etc., wiU continue to be filed under 
the appropriate categories of *TR-Traffic. 
F-Accounts, and S-Protection, etc.** and are 
classified accordingly. The following is an 
INDEX only. 

NOTE: Overall operating 
regulations are valid until 
superseded 

For Regulations with speci
fic retentions. See: B below 

B. REGULATIONS-

Accounts • ' 

Carriers-
Aircraft, Buses, Pipelines, 
Rails, Taxis, Trucks, Vessels 

Code of Ethics -

Dangerous Articles -
Transporting . 

F^pment -

Rnandal Disclosure -
Procedural 

Freedom of Information -
Requests 
Policy. 

SEE: 

F - Accounts 

TR-Carriers 

I-Persoiuel 

S - Dangerous Articles 

P - Equipment 

I-Personnel 

A - Organization Filing 

Permanent 

Until superseded 

Until supierseded 

• Until superseded 

Pennanent 

Permanent 

2 years 
Permanent 



A-2S THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

DESCRIPTION 

B. REGULATIONS Ccon/W; 

Health - Personnel -

Police - Protection -

Security - Protection -

Shipments -

Structures -

Supervision -

Systems -

Tenants -

Traffic-
Aircraft, Motor 
Pedestrian 
Rfu'l 
Vessel 

Traffic Rules, Regulations, 

Zoning 

SF.F: 

I - Personnel 

S - Protection 

S - Protection 

TR - Shipment 

P - Structures 

A - Supervision 

P - Systems 

P - Tenants 

TR-Traffic 

ind Toll Rates 

P - Zoning 

ALL LOCATIONS 
RETENTION PERIOD 

Until superseded 

Originating Unit 
Permanent 

Other Departments 
Until superseded 

Originating Unit 
Permanent 

Other Departments 
Until superseded 

Until superseded 

Until superseded 

Permanent 

Until superseded 

Until superseded 

Until superseded 

Until superseded 

Until superseded 



THE PORT AtrrHORrrY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A'2i 

A - ADMINISTRATION 

DESCRIPTION 

REPORTS 

NOTE: This section is divided into two parts: 
A Departmental Activities 
B. Specific Activities 

Section "A" Reports are progress and status updates of 
overall functions of indhridual departments, and wiU 
continue to be chtssified under A-Reports. 

Section **B * Reports arc ^ e d f k in subject, Le.. 
Security, Transportation, Finance, etc., and will 
continue to be classified under appropriate designations 

A. Departmental Activities - Xind5.- -Lf Operational 
- Promotional 
• Statistical 

^ Periodic -
Armual 
Semi-annual 
Quarterly 
Monthly 
Semi-weekly 
Bi-weekly 
Weekly 
Daily 

^ Progress/Status 

Organizational Units to Department Heads 

Staff to Executive Director 
Monthly 

Annual 

Quarteriy 

Committee 

Unusual Happenings 

AM LOCATIONS 
RhlENTION PERIOD 

\ 

Origuiating Unit - 2 years 

Originating Unit - 7 years 

Permanent 

2 years 

See: A - Organization-
Committees 

Unit - 2 years 



A-27 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

DESCRIPTION 

REPORTS rco/iry; 

Annual 
Departmental 

Port Authority Annual Report 

B. Specific Activities* 

A - Admiiustration 

A - Documents 
Completion 
Preliminary 
Final 
Status 

Monthly listing of Document's Status 

A - Planning 
Final 
Preliminary 

A - Services 

F - Fiscal Matters 

F - Accounts - Expense 
Reports 

F-Economics 
Preliminary 
Final 

F - Finance 
Facility Operating 

Monthly 

Performance 
Expenditure 
Monthly 
Revenues 
Year-End 

Revisions 

ALL LOCATIONS 
RETENTION PERIOD 

Permanent 

Permanent 

10 years after final payment 
5 years 
10 years 

Until superseded 

25 years 
10 years 

7 years 

2 years 

5 years 
7 years 

4 years 

2 years 
2 years 
2 ye^rs 
10 years 

2 years 

*See also departmental listings 



THE PORT AUTHOHrrY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-2i 

A - ADMINISTRATION 

DESCRIPTION 

REPORTS Cconr'j; 

B. Specific Activities* ̂ con/<cf> 

I - Industrial Relations 

I - Personnel 
Transfers 

Employee Status & Transfer Record 

I-Time 
Absence 
Absence Control 
Attendance 
Perfect Attendance 

S-Security 

S - Accidents 
Safety Progress 

S - Emergencies 

Those involving crashes, explosions, and fires created 
by either 

S - Protection 
* Reports 

TR - Transportation 

TR-Weather 

•See also departmental listings 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean after transfer of 
employee 

2 years 
2 years 
2 years 
S years 

Until next report 

7 years 

SO years 

Facility - 2 years 

2 years 



THE PORT Al/THORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-29 

A - ADMINISTRATION 

DESCRIPTION 

SERVICES- Kinds: - Audiovisual 

' Binditig 
- Blueprinting 
- Board Room 

Chauffeur 

X - Data Processing 
- Delivery 

- Federal Inspections 
• Food(CDR) 

- Graphic Work 
Guides 

- Helicopter 

- Information (multi-lingual) 

' Library 
• Lost and Found 

- Medical 
Ambulances 

- Microfilm 
• Microfiche 

- Notary Public 

' Office machine repairs 
- Oxalid.Muimth 

Patron 
- Porter 
- Profection 
- Parking (valet) 

- Records Indexing 
' Redcaps 
- Reporting 
- Reproduction 

ALL LOCATIONS 
RETENTION PERIOD 

See subject classifications 
for retentions, except as 
noted below 

2 years 

A 

2 years 

See: I-Penonnel Health 
See: A - Public Relations -

Cooperation 

V 

V 



A-30 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

A - ADMINISTRATION 

DESCRIPTION 

SERVICES - Kinds (cont 'd) 
- Skycaps 
-, Storage 

- Taxi 
Telephone (Port Authority and 
Public) 
Translating 

- Travel (Port Authority) 

Uniforms 

Visitors 
by name and date 

Weather 

Arrangements 

Charge backs 

Complaints 

Fees 

Inspections 

Purchases 

Rates 

Reports 

Requirements 
except - Specific Requisitions 

Specifications 

Studies/Surveys 

ALL LOCATIONS 
RETENTION PERIOD 

See subject classifications 
for retentions, except as 
noted below 

1 

\ 

Up to 2 years 

2 years 

4 years 

7 years 

7 years 

7 years 

7 years 

7 years 

7 years 

Life of subject 

7 years 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
A-31 

ADMINISTRATION 

DESCRIPTION 

SUPERVISION 

Check Lists 

Observation Programs 

Policies 

ALL LOCATIONS 
RETENTION PERIOD 

7 years 

7 years 

Permanent 



THE PORT Ain-HORfTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
E-1 

E - ENVIRONMENTAL PROTECTION 

DESCRIPTION 

NUISANCES- Kinds: 

Complaints 

Programs 

- Animals 
- Noise 
- Odors 

ALL LOCATIONS 
RETENTION PERIOD 

10 years 

7 years 



THE PORT Al/THORfTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
E-2 

ENVIRONMENTAL PROTECTION 

POLLUTION - Kinds: 

DESCRIPTION 

1 / Air 
-Dust 
•Fog 
- Fumes 
• Smog 
'Smoke 
- Steam 

' Soil 
- Water 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 7-yeaT 
retention period, unless 
othervdse noted 

^ OeanAirAct(CAA) 
• aeon Water Act (CWA) 

Comprehensive Environmental 
Response Conservation and Liability Act 

(Superfund) 
- Resources Conservation and Recovery 

Act(RCRA) 
• Toxic Substance Control Act • PCB's 

(TSCA) 

Programs 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-l 

nSCAL MATTERS 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

ACcou>rrs Kinds: 

Audits-

Credit Cards 

Deposits 

Kinds: -

Automatic 

Administrative 
Bank 
Expense 

-Advances 

-Reports 

Payable 
-Accrued Liabilities 

Payroll 
-Checks 

Petty Cash 
-Reconciliation 

Internal 
Outside 

Originating Unit - 2 years 

File with Expense Accounts 

2 yean 

5 yean 

2 yean 

Originatirig Unit - 2 years 

Until next audit 

5 years 

2 yeais 



THE PORT AinXORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-2 

nSCAL MATTERS 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

COSTS- Kinds: - •Administrative 
Capital 
Construction 
Engineering 
Mainteruxnce 
Real Estate 

All records take a 7-year 
retention period, unless 
otherwise noted 

Allocation 

Centers 

Estimate 

Evaluation 

Overhead 

Project Control 

Studies/Surveys 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-3 

F - nSCALMAIlbRS 

DESCRIPTION 

ECONOMICS - ^nds : ^ _ Agricultural products 
- Construction 
- Employment 
• Forestry products 
- Industrial 

•- Minerals 
- Population 
- Regional 
- Trade 

^ Export 
' Import 
- Gross National Product (GNP) 

Trade offerings 

Analysis 

Caiioading 
Cartels 
Census 
Consumption 

Financing 

General Cargo 

Marketing 

PaymenC -Balance of 
Prices 

Re^valuation 
Reports ^xeliminary 

-Final 

Statistics 
Studies/Surveys-Biidi: - Port Authority 

- Outside 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 7-year 
retention periodt unless 
otherwise noted 

\ 

' • 

5 yean. 
7years 



THE PORT AUTHORrry OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-4 

F ' nSCAL MATTERS 

DESCRIPTION 

FINANCE - Kinds: ^ Aid (Fedeml, State, Local) 
•tt/ Highways 
• Mass Transportation 

Urban Renewal 
. - Waterways 

^ Budgets 
^ Capitals 
- Expenditure 
- Expense 
- Revenue 

• 

NOTE: "Budget** paper may include any and all of 
the foDowing sulqect classifications: 

Actual Expenditures vs. Revised 
Advances 

Basic Assumptions 

Estimates 

Facility Performance vs. Financial Plan 
Finnnrifll Plnn 
Financial Summary vs. Rnandal Plan 
Forecasts -Long-range 

Preparation 
Pr^entatioh 

Reimbursements 
Reports 

Facility Operating 
Monthly 

Performance 
Eiqienditure 
Monthly 
Revenue 
Year-End 

Revisions 

Statements 
Facility Operating 

Monthly 
Quarterly 

Financial 

ALL LOCATIONS 
RETENTION PERIOD 

Originating Unit - 25 yeare 

Including Background and 
workpaper: 
Departmental -10 years; 
Division and/or 

Unit - 4 years 

y 

^ ^ 

4 years 

2 years 
2 years 
2 years 
10 years 

2 years 

2 years 
4 years 

2 years 

/ 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-S 

F - nSCAL MATTERS 

DESCRIPTION 

INCOME 

ALL LOCATIONS 

RETENTION PERIOD 

See exceptions 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-6 

F - nSCAL MA'ITHRS 

DESCRIPTION 

INSURANCE- Kinds: - Automobile 
Bonding, boiler, building risks. 

burgler 
Comprehensive 
Fire, flood 
Hospitalization 

- Liability, life 
Major medical, marine, mortgage, 

multiple risk 
- Parcel post, plate glass, property 

damage 
Rent, retirement, revenue 

- Social security, self 
• Title, travel 
- ' Wind, workmen's compensation 
- Claims 

"NOTE: Retention schedules do not ^ply in cases ̂ e r e a clahn is 
pending under an insurance policy, surety bond or agreement The Law 
Department wHl determine the retention period for the policy and any 
applicable inventory and valuation records. 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 4 year 
retention* 

\ 



THE PORT AimiORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-7 

F - nsCAL MATTERS 

DESCRIPTION 

SECURmES 

ALL LOCATIONS 
RETENTION PERIOD 

See'Cxceptions 



THE PORT Aim<ORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-8 

F - nSCAL MATTERS 

DESCRIPTION 

TARIFFS 

ALL LOCATIONS 
RETENTION PERIOD 

See exceptions 



THE PORT AtrrHORITY OF NEW YORK AND NEW JERSEY 

. GENERAL RETENTION SCHEDULE 
F-9 

F - FISCAL MATTERS 

DESCRIPTION 

TAXES 

ALL LOCATIONS 
RETENTION PERIOD 

See exceptions 



THE PORT AirrHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
F-IO 

nSCAL MATTERS 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

TOLLS 

Passes- Kinds: - Annual 
- Business 
- Employee 

• Commutation 
- Personal 

- Port Authority 
- Vehicle 

Issue - To employees 
-Passbook Distribution 

Missing 
-Notice of lost or stolen passes 

List of Azmual Pass holders 

Originating Unit - 2 yean 

2 years 

Until supeneded 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
M 

I - INDUSTRIAL RELATIONS 

DESCRIPTION 

ALL LOCATIONS 

RETENTION PERIOD 

EMPLOYMENT See exceptions 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
1-2 

INDUSTRIAL RELATIONS 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

JOBS 

Authorizations 

Average Grade Plan 

Classifications 

Recruitment 

Reports 

Staffing 

Specifications 

Studies/Surveys 

Tests- Kinds: -^ Entrance 
Promotion 

• Qualifying 
^ Oral 

Retention is for Originating 
Unit unless otherwise noted 

6 years 

6 years 

2 yean 

4 yean 

6 yean 
See Also: A-Organization-
Depa^ent Structure 

Until supeneded 

7 yean 

6 yean 

Vacancies 2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
1-3 

I - INDUSTRIAL RELATIONS 
DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

LABOR- Kinds:(by tuune) 
Commissions 
Employee Associations 
Unions 

Grievances 

Strikes 

Originating Unit - 4 yean 
unless otherwise noted 

2 yean 

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
W 

INDUSTRIAL RELATIONS 

DESCRIPTION 

PERSONNEL 

Assignments •/Ti/id;.' Mobility 
Special 

Code of Ethics 

Financial Disclosure 

Classifications 

Disdpline 
except -Confidential paper of specific cases 

Employee Records -Facility and department files 

NOTE: Facilities and departments may set up 
personnel folden for their staff. The 
following records only are to be maintained: 

Penonnel Card Form, and copies of: 
- Accident reports 
- Anniversary letten 
- Certification to use special equipment 
- Commendations 
- Disdplinaiy actions (invoWing loss of pay 

or time) 
- Emergency call record 
- Letter of Termination 
- Local disciplinary actions (not involving 

loss ofpay or time) 
- Property record 
- Requests for leave of absence 
- Short-texm medical restrictions 

Employee Types - Kinds: Casuals, excess, physically haruU' 
capped, probationary, project, 
provisiorud, temporary 

ALL LOCATIONS 
RETENTION PERIOD 

Retention is for Originating 
Unit, unless otherwise noted 

2 yean 

Until supeneded 
Until supeneded 

6 yean 

6 yean 

Upon termination of 
emifloyee, file must be 
destroyed within 6 months 
of termination, with ap
proval of organization head 
on appropriate form 

Originating Unit - 2 yean 



IS THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

I - INDUSTRIAL RELATIONS ' 

DESCRIPTION 

VERSONfiEL (cont'd) 

Expense Allowance -
Kinds: - Carfare, employee meals 

Housing 
- Moving (new hires) 

Telephone 
Uniforms 

Freedom of Infonnation 
- Requests for information 

Health 

Annual Medical Schedules 

Medical Care 
Check-ups 
Precautions 

Medical Restrictions 

Programs 

Licenses - Kinds: - Air conditioning 
- Drivers 
- Engineers 

Law Practice 
Notaries Public 

- Pilots 
• Radio Operators 
- Radio - Telephone Operators 
- Real Estate 

Weigh masters 

Military Service 
Leaves 

Short-term 

ALL LOCATIONS 
RETENTION PERIOD 

Retention is for Originating 
Unit unless otherwise noted 

2 yean 

A - Organization-Filing 
Freedom of Infonnation 

2y%ais 

Until supeneded 

2 yean 
2 yean 

6 yean 

I - Penonnel Progiams 
Health {by rutme) 

2 years 

-

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
1-6 

INDUSTRIAL RELATIONS 

DESCRIPTION 

PERSONNELr^ont'di 

Motivation 
Awards 

Except: - Incentive Compensation 
- sick leave 
- special compensatory 

- Fellowships Qloward CuUman) 
- Medals 
- Pistol QualiflcatiQns 
- Service 

Commendations 

Anruversaries 

Letten to employees 

Outside Employment 

•Performance Appraisals 

Political Activities 

Programs* - Kinds: •*J Absence Control 
- Affirmadve Action 

- Career Day 
- Career Service 
- Crime Prevention 
• Communicatiorts 

•^ Employee lunch time 
' PA Eye 
• Port Line System 
• Rowtd table 

- Education Refunds 
• Equal Opportunity 
- Employee Activities 
- Employee Financial Counseling 

'Departmental operational paper 

ALL LOCATIONS 
RETENTION PERIOD 

Retention is for Originating 
Unit unless otherwise noted 

2 yean 

6 yean 

6 yean 
6 yean 
2 yean 
2 yean 

2yeYs 

2 yean 

2 yean 

6 yean 

4 yean 

6 yean 

6 yean 



1-7 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

I - INDUSTRIAL RELATIONS 

DESCRIPTION 

PERSONNFl Yco/i/W 

Programs- Kinds: (cont'd) 
- Health 

^ ' Alcoholism 
- Drug addiction i 

Occupational exposure* 
- Health Care Cost Containment 

• Incentive Compensation 
Insurance 
- ' Long-term disability 

Port Authority Group Health 
Plan -Includes: 

Dental 
Health 
Major Medical 
Life 

Retirement y 
Social Security 
Travel Accident 
Unemployment 
Workmen's Compensation 

- Medal Awards 
- Mobility 

- Orientation 

- Port Authority Records Review 

- Reduction in Force 

' Service A Vacation Buy back 
- Service Awtirds 
- Special Incen tive A wards 
- Severance Allowance (Involuntary) 
- Severance Allowance (Voluntary) 
' Suggestion System 

Termination Control 
Training -Port Authority 

Vacation Exchange Program 

• Review with Medical Department before destruction. 

ALL LOCATIONS 
RETENTION PERIOD 

Retention is for Originating 
Unit unless otherwise noted 

6 yean 

V 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
I-« 

INDUSTRIAL RELATIONS 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

PERSONNEL rconr'rf; 

Promotions 

Requirements 

Resignations 

Retirements 

Studies/Surveys - Kinds: -

Seniority 

. Suggestions* 

Tenure of Office Resolution 

Terminations 

Training-

Classifications 
Employee A ttitude 
Employee Opinion 

Kinds: - Coopemtive 
• Iruioctrination 
- Instructor 
- Job 
- Outside 
- Port Authority 
- Safety 
- Supervisory 

Vocational 

Certificate of Completion 

Course - Prospective 
Syllabuses 

Transf en - Kiruis: -

Report 

Interdepartmental 
Intradepartmental 

Employee Status & Transfer Record 

Lists 

•Only those suggestions handled on a departmental level 

Retention is for Originating 
Unit unless otherwise noted 

2 yean 

2 yean 

2 yean 

2 yean 

Until supeneded 

2 yean 

7 yean from date of fmal 
disposition 
Until supeneded 

2 yean 

4 yean 

Termination of Employment 

Responsible Unit -10 yean 

2 yean after transfer of 
employee 



THE PORT AUTHORrPY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
1-9 

INDUSTRIAL RELATIONS 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

SALARIES 

Adjustments 

Deductions - Kinds: • • Bonds, dues, credit union, 
CDR. withholding (FICA). 
charity, library, others 

Increases (Merit Salary Adjustments) 

Withheld 

Payment 

Piemitmi Payments - Kinds: Shift differential 

Request for change in destination of paycheck 

Scales 

special Compensation • 
Kinds: FICA, vacation conversion, 

insurance, vacation buyback 

Surveys 

Retention is for Originating 
Unit unless otherwise noted 

6 yean 

2 yean 

6 yean 

6 yean 

2 yean 
y 

6 yean 

2 yean 

2 yean 

6 yean 

2 yean 



THE PORT AUTHOflfTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
MO 

I - INDUSTRL\L RELATIONS 

DESCRIPTION 

TIME Kinds: • Abserice 
Reports 
Long-term 
Unauthorized 

Compensatory - Individual; & Lists 
Cash payments 
Non-cash payments 

Excused 

• Holidays 
- Leaves • Kinds: - Jury Duty 

• Maternity 
- Short-term 
- Sick 

Except military leave 

Overtime 
Punch card tab runs 

- Regular Day Off 

- Shifts 

Tardiness 

Vacations 
Cash Payments 
Deferred • over 5 days 
Schedules 

- Working Hours 
Staggered 

Reports - Kinds: - Absence Control 
^ - Attendance 

- Daily 
' Perfect A ttendance 
• Police 
- Ratings 
' Time 

Temporary Employees 

Studies/Surveys 

ALL LOCATIONS 
RETENTION PERIOD 

Originating Unit - 2 yean 
unless otherwise noted 

See: I - Penonal-Military 
Leave 

6 yean 

6 years 

7 yean 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
Ml 

I - INDUSTRIAL RELATIONS . 

DESCRIPTION 

WELFARE 

*^ 

ALL LOCATIONS 
RETENTION PERIOD 

See Exceptions 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-1 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

APPROACHES See exceptions 



THE PORT AUTHORm- OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-2 

P - PROPERTY 

DESCRIPTION 

APPURTENANCES-

^ 

Kinds: -l ' Arcades 

- Barriers (logs, sound) 
- Bins (baggage) 
- Btioths 

^ change, concession, dispatchers. 
. firearms, information, loading. 
police, sales, telephone^ telegraph. 
toU 

- Bulkheads 

- Canopies 
- Catwalks (handrails) 
- CeiUngs (hung, chimneys) 
- Duf res (maU) 
- Closets 
- Copings 
• Counters 

^ baggage, insurance sales, tickets 
' Curbs 

- Dtviders 
- Dolphins 
- Doors 

^ baggage, cargo, electric^ye 
operated, fire, garage, hangar. 
rdehe, overhead, revolving. 
tailgate, treadleopemted 

- Dumbwaiters 

• Elevators 
21 autotrustie, baggage, freight. 

&itnnces 
A' lobbies, sky lobbies, subway. 

vestibules 

F^ces 
•2/ boundary^ erasKsand^ snow 

- Fenders 

2 curtains, cdts, towers 

^ I b a d s 
• Foot Bridges 
- Fountains 

21 drinking 

ALL LOCATIONS 
RETENTION PERIOD 

See following subject 
classiHcations for 
speciflc retentions 

\ 

-



P-3 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

APPURTENANCES - Kinds: (cont'd) 
Gallaries 
-e/ dispatchers 
Gangplanks 
Gates 
2i barrier, flood, loading, turnstiles 

- Gutters 

- Handrails 
- Hatchways 
- Headhouses 

- Islands 
2 / traffic 

- Mailboxes 
- Manholes 

1 / -^/ covers, guards 
- Moldings 
- Mooring Racks 

- Moving Stairs 

- News Stands 

Observation Decks 

• Parapets 
- Partitions 

21 "Kordarooms" • Penthouses 
- Platforms 

21 hinged, loading, passenger, work 
- Poles 

^ barber, flag, light, telegraph 
- Posts 

^ lampposts, signs 
- Racks 

21 bicycle 
- Ramps ^ 
- Roof 
- Rotary Dispositories 

ALL LOCATIONS 
RETENTION PERIOD 

See classifications for 
speciflc retention periods 

\ 



THE PORT AUTHORTTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-4 

P - PROPERTY 

APPURTENANCES-

Alterations 
ex. 

Demolition 

Evaluation 

Fees 

Inspections 

Installations 

Inventories 

Loads 

Location 

DESCRIPTION 

Kinds: (cont'd) • 
- StUs 
- Skylights 
- Smokestacks 
- Speakers'Stands 
- Stair Towers 
- Stairways 

21 guards 

- Turntables 

- Wainscoting 
- Walkwio^s 

21 handrails 

- ^f' 
Al fire, mural, party 

- Win^ihouses 
• Windows 

21 guards, sashes 

Alterations made bŷ  tenant vrith responsibility 
to restore to original condition ' 

ALL LOCATIONS 
RETENTION PERIOD 

See classifications for 
speciflc retention periods 

\ 

2 yean 
See: P- Tenant Lease:, 

2 years 

7 yean 

Tenn a i agreement 

2 years 

4 yn or untO next inspec
tion, wfaicheveris sooner 

2 yean 

Until superseded 

Life of appurtenance 

7 yean 



P-S THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P • PROPERTY 

DESCRIPTION 

APPUR'l ENANCES (cont 'd) 

Marking- Kinds: - Lettering 
- Numbering 
- Striping 

Modifications 

Priorities 

Piugrams 

Purchases 

Bids 
successful 
unsuccessful 

Cancellations 

Deliveries 

Ratifications 

Rates 

Rehabilitation 

Removal 

Repain 

Replacements 

Requirements 

Restricted 

Resurfacing 

ALL LOCATIONS 
RETENTION PERIOD 

"2 years 

7 years 

7 years, except when control 
agency requires different re
tention period 

7 years 

7yeass 

7 years 

2 years 

2 years 

7 yean 

11 years after action by 
Board of Commissioners 
or outside regulatory body 

7 years 

2 years 

4 years 

2 years 

2 yean 

2 yean 

2 yean 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-6 

P - PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

APPURTENANCES (cont 'd) 

Sales 

Penonal Property 

Servicing 

Spedflcations 

Storage 

Surveys/Studies 

Testing 

Transfen 

Usage 
Vendon* Offering 

2 yean 

2 yean 

7 yean 

2 yean 

7 yean 

4 yean 

,2 yean 

4 yean 

2 yean 



THE PORT AUTHORTTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-7 

P - PROPERTY 

DESCRIPTION 

CONCESSIONS and/or CONSUMER SERVICES -
Kinds: - Advertising 

- Automotive Wrecking 

- Baggage 
- Brokerage 

- Checking ^ 
- Qock 

- Drugstores 

' Florist 
- Food 

- Gasoline 
- Guided Tours 

- Hotels 

- Insurance 

- Jewelry 

- Maintenance 
- Motels 

- Observation Decks 

- Penonal Service 
- Photographers 

- Recreational 

- Service Station 
- Shopf 

. KeMc/es 
- Vending Machines 

Complaints 

Fees 
Overages and ihortages 

AM, LOCATIONS 
RETENTION PERIOD 

See subject classiflcations 
for specific retentions 

# 

\ 

4 yean 

7yean 



P-8 THE PORT AUTHORinr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

PROPERTY 
DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

CONCESSIONS and/or CONSUMER SERVICES (cont'd) 

Inspections 

Insurance 

Mailing Lists 

Permits 

Prospective 

Rates 

Refunds 

Revenues 

Studies/Surveys 
Feasibility 

Proof Listing 

Unauthorized Operaton - by name 

'4 yn or until next inspection 
whichever is sooner 

7 years 

See: F-Insurance 

Until supeneded 

See: A- Documents 

2 yean 
11 yn after action by Board 
of Commissionen or outside 
regulatory agency 

4 yean 

7 yean 

7yean 

20 yean 

4 yean 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-9 

c 

c 

p - PROPERTY 

DESCRIPTION 

CONSTRUCnO?; - Kinds: 

Elements 
Bands, bolts, beams, bearing blocks, bearings 
Cables, clamps, clay blankets, columns, cones. 

chord supports 
Expansion bolts, expansion joints 
Supports 
Trusses, ̂ tumbuckles 

Finishes 
Enamel 
Paint (traffic), preservatives, primers 
Varnishes 
Whitewash 

Forms 
Road 

Materials 
Asphalt bricks 

. Cement, cinders, concrete (floor hardeners). 
crushed stone 

Emery agregate 
Fill, flooring, fireproofing 
Glass, glass beads, granite blocks, gravel, grom 

gypsum (blocks) 
Insulating 
Lumber 
Marble, metals (steel), mortar, mosaics 
Panels, partitioning, piUng 
Rails r 
Sandstone, sheeting, shingles, slate, stone 
Ttte 

Allotments 

ALL IX)CATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retentions 

%_ 

7 yean, except where the 
control agency speciflcally 
requires a different reten
tion period 



P-IO THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

** - PRO^ '̂̂ .TT^ 

DESCRIPTION 

CONSTRUCTION (cont'd) 

Applications 

Tenant 

Engineering data sheets 

Fireproofing 

Inspections 

Rates -including work papen 

Inventories 

Job Tickets 

Patents 

Photographs y 

Priorities 

Programs 

Purchases 

Bids - successful or unsuccessful 

Cancellations 

Ratiflcations 

ALL LOCATIONS 
RETENTION PERIOD 

7 years, except where the 
control agency speciflcally 
requires a different reten
tion period 

See: P-Tenant 

10 yean 

Life of the construction 

tion, whichr-'sr is sooner 

11 yeaî  after action by 
Board of Commissionen 

Until supeneded 

2 yean after completion 
of project 

Permanent 

File with subject or program 

7 yean, except where the 
control agency speciflcally 
requires a different reten
tion period 

7 yean 

7 yean 

7 yean 

2 yean 

7 yean 



THE PORT AUTHORITY OP NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-11 

PROPERTY 
DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

CONSTRUCTION (cont'd) 

Rehabilitation 

Requirements 

Sales 

Penonal Property 

Specifications 

Stockpiling 

Storage 

Stresses - Oscillations 

Studies/Surveys 

Transfen 

Vendon Offerings 

7yean 

2 yean 

7 yean 

7 yean 

7 yean 

2 yean 

7 yean 

7 years 

2 yean 

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-I2 

PROPERTY 

DESCRIPTION 

EARTHWORKS 

ALL LOCATIONS 
RETENTION PERIOD 

See exceptions 



THE PORT AimiORrrY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-13 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

ENERGY/FUEL- Kinds: - Atomic 
- Alcohol 
* Cells 
* Coal 

Gasohol 
Gasoline 
Kerosene 

- Oil 
* Solar 
- Wind 

Allocations 
Except where control agency spedflcally requires a 
different retention period 

Conservation 

Consumption 

Credit Cards 

Handling 

Fees 

Inventories 

Except inventories supplied when a fiadUty is leased to 
or otherwise acquired by Port Authority 

Priorities 
Except where control agency spedflcally requires a 
different retention period 

Programs 

Purchases-

Bids - Unsuccessful 

Successful 

Cancellations 

Deliveries 

7 yean 

7 years 

2 yean 

Life of card 

2 yean 

7 yean 

Until superseded 

16 yean after expiration 
of the Agreement 

7 yean 

7. yean 

7 yean 

7 yean 

2 yean 

2yean 



P-14 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

PROPERTY 
DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

ENERGY/FUELCconry; 

Ratiflcations 

Requirements 

Sales 

Penonal Property 

Seepage 

Spedflcations 

Storage 

Fees 

Studies/Surveys 

Testing 

7 yean 

4 yean 

7 yean 

7 yean 

7 yean 

7 yean 

7 yean 

7 yean 

4 yean 



THE PORT AtTTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-15 

P - PROPERTV^ 

DESCRIPTION 

EQUIPMENT-JQmir; ^^ Aircraft • 
21 Arresting gear, growui power units. 

. helicopters, seaplanes 

- Attachments 
• Cables, chains, couplings, ropes. 

tow masts 

- Automotive \ ^ 
' Assessories (tire^ snow) 

Batteries, bulldozers 
Catwalk patrol cars, compacters 
Graders, Jeeps 
MotorcydeSt mowers (sharpeners) 
Passengers, pool 
Scooten, scrapers, sedans, spreaders. 

stabilizers, sweeper 
Trailers, trucks (deidng. dumping. 

emergency'airport, fire, foam. 
garbage, panel, power, rack, stake. 
tank, (fuel flush, solution, water). 

' ' wrecker 

• Cornmunicating 
- Autocall, buxzen, Tommuniphone," 

"DictograpK" "Executones," 
*'Flexiph<mes,'"Vuide<i>hone," 

Megaphones, message repeaters. 
microphones 

Prompters, public address 
Radio, radio telephones 
Signals 

• Television, translators (simultaneous) 

- . Drafting 
- Stools, tables, tracing cloth, tracing 

paper 

- Electrical 
- Battery chargers 

Cables, dreuit breakers, controllers. 
conduits, converters 

Electric eyes, extension cords, fuses 
Generators, growlen 

. BIgh voltage, insulators, lenses, outlets 
Reetiflets, spUdng kiss, switches 
Tape, transformer, transmitter 
Wire 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc rentention periods 

\ 



P-16 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT-iCindj. 

, 

(cont'd) , 
Emblems 
- Bunting, cups, flags, insignia, medals. 

pins, placques. seals, shields, shooting 
bars 

Earthworking 
- Soil borers 

Emergency 
- Ainicknessreceptacles, axes, belts 

Canned water, crash boats, crash kits 
Door opener 
Fire extinguisher (foam), fire detectors. 

fire hydrants, fire pumps 
Grappling hooks 
Helicopters, hose hooks, hose cabinets 
Kit trailers 
Ladders, lamp changers, life rings 

- Furniture & Furnishings 
- Air cohdittqning, ash trays, asphalt tile 

Banquettes, benches, blankets, book
cases, bulletin boards 

Carpeting, chairs, cornices, coin boxes. 
cots, couches, curtains 

Desks, draperies, display cases 
File cabinets, flight information boards. 

frames 
Habitat, heaters, key cabinets 
Lamps, lectums, Uneoleum. liquor bars. 

lockers 
Matting, mirrors 
Port Authority Art Program 
Racks, rugs 
Safes, sand urns, screens, sculpture. 

seats, settees, shelving, startds. 
stools, storage cabinets 

Tables, trays 
Visible filing cabinets 
Waste baskets, watercooler 

- Food 

- Forms 
- Proposed 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 

\ 

1 

/' 



THE PORT AinXORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-17 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT-iOrtdj; 

« 

(cont'd) 
- Haruiling 

" Bolsters, baggage (rollers), bankers. 
barrels, trucks 

Cable cars, capstans, chain fall it 
trolleys, *'cobey hi-speed wagon, *' 
conveyors, carts (baggage), cargo 
nets, cargo trusts, catapults 

Davits, derricks, dollies 
Electronic, flat (rucks, fork-lift trucks 
Gang planks, grab hooks, grain blowers. 

grain hose 
Hand trucks, hoists, jacks 
Lifts, loaders, loading steps, hfters. 

lorries, lumber separators, lumber 
stickers, pallets 

Ramps, rol'Oway, rollers, roUing wing 
deck 

Skids, stevedore plates, straddle trucks 
Tailgates, tire demounting racks, tool 

bags, tndlers 
Wheelbarrows, '*whitingplane 

transfers," winches 

- Hardware 
- Gasrer, cinch anchors, clamps 

Doorknobs 
Hinges A hasps 
Keys 
NaOs, nesting boxes 
Padlocks 
Screws, cBrtgs, splice plates, sprockets 

• Identification 
, - Armbands 

Cards 
DIsa, deealomanias 
Name plates 
Photographs 
Renter keys 
Shoulder patches, stickers 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
spedflc retention periods 
• 

\ 



P-18 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT-AT/nA; 

• 

(cont'd) 
- Instruments 

- Ammeters, Anemotherms, anenometers. 
aquastats 

Barometers, binoculars 
Capacitance guages, clocks, compass 

rose 
DM. dyrmmometers 
Elapsed time recorders 
Landing (ILS). locaters (gas). 

liquidensitometers 
Meters*(money), rtmltiple wirui systems 
Naval 
Oscillographs, overheight indicators. 

oxygen deficiency iruiicators 
Parking meters, piezometers. 

planimeters. pore pressure gauge. 
potentiometers, pyrometers 

Radar, registers (parking, toll, toll 
tapes), rotameters 

Seisrrwgraphs, smoke detectors, sound 
recorders, speedmeters (calibration. 
radar), stop watches 

Tetrahedrons, testers (high voltage), 
tide gauges, tire gauges, traffic 
thermometers 

Velometers, vibrographs. voltmeters 
Weather vane, wind compass, wind 

cones, wind rose 
^Meters 

Speed 
calibmtion 

• Kitchens 
Cabinets, cookstoves, hotplates. 

refrigerators 

Landscaping 
- Fertilizer, flowers 

Peat moss, plants 
Seeds, shrubs, sod 
Topsoil. trees, turf 
Weedkillers 

ALL LOCATIONS 
• fc^rfBrf m^^^^^rm a ji^#a ^ w 

RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 

\ 

7 yean 

• 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-19 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT - kinds: (cont 'd) 
- Lights 

- Approach 
Beacon, boundary, boxes, bulbs 
Channel, circuit control, course 
Display, drop 
Fixtures, flashlights, flood, 

fluorescent, fog 
Highway 
Incondescent, insect repetlant 
Lanterns 
Marker, mercury 
Obstructions 
Reflections, runway *'Elfaka" 
Sodium vapor, spot, street 
Traffic, threshold 

- Machines 
- Binders, bagging 

Compressors, cash registers, chip 
counting, coin (changers, counting), 

. packages, cutting 
Drilling, duplicator 
Ertgine, floor finishing, flame throwers. 

fluorescetu, tube dispenser, floor 
finishing 

Ground effect, greasing, grinders, 
garbage disposal 

Hand dryers, ice, lolnt cleaning, key 
making 

Milting, mixing 
P u n ^ (gasoline), power pipe, presses, 

postage, paint 
Seals, steam cleaning, scales, shearing, 

scrubbing (apron, automobile, floor, 
waB), sprayers, shredders, sewer 
cleaning, i f ting, sign making 

Too ticket punch registering, traffic 
line remover, tackers 

Valve resetters, vending (food), 
vacuum cleaners 

Washen, welding, wheel-skid resisters 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
spedflc retention periods 



P-20 THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT - Kinda (cont d) 
- Maintenance* 

- Acetylene, anti-freeze, air purifiers. 
ash cans, alcohol 

Boiler treatment compounds, bins. 
bottled water, brooms, brushes 

Calcium Chloride, caulking, collonite 
Dehumidifiers, detergents, dispensers. 

driers, drip pans 
"Floor dress" 
Garbage cans, garbage refrigerator. 

germicide lamps, gooses, grease, "glass 
wax" 

Hoses, hydraulic fluid 
"Ice destroy," insecticides 
Kettles 
Lamp changers, linseed oil. Utter 

pickers, lubricating oil 
Mops, mop trucks, mop wringers. 

mowing, "no-cotite" 
Oxygen 
Polishes (furniture, metal) 
Refueling units (hydrants, tank), rock 

salt, rags, rubber cement 
Sand, saruBng, sanitary pads. 

"santermerse," scaffolds, solvents. 
sealing, stilts, span cages, sprayers. 
shelving, stone screening 

Towels, turpentine, window cleaning 
appliance, work orders (routine. 
non^routine) 

• Maps 
- Qty, county, ruxtional. Port 

Authority district, world 

• Marine 
- Barges, boats 

Dredges 
Floats 
Legs 
Rafts 
Tugboats 

* Approved products list 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 

\ 

Until superseded 



THE PORT AUTHORrrr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-21 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT - Kinds: (cont'd) 
- Medical 

- Distilled water, drugs 
First aid, fluoroscopes 
Instruments 

ALL LOCATIONS 
RETENTION PERIOD 

See cbssiflcations for 
spedflc retention periods 

Plasrrui 
Toumitfuets 
X'Toy 

Monitoring 
- Soumf 

Office Machines 
- Adding 

Bags, blueprinting 
Cdieulators, card creating, collators, 

cyUrtder shavings, comptometers, 
contract printing 

Dictators, duplicators 
"Embosograf" 

Microfilm, luitnbering 
'VzoUd" 

Printing presses, photostat, punch 
card, postage 

*7hermofax," ticket counting, type
writers 

Verifax 
Xerox 

Office Stationery 
• Cards, Christmas cards, envelopes, 

letterheads, memo pads, postcards, tags 

Office SuppUes 
•' Binders, bookends, blotters 

Carbon paper, catalog, crayons, 
copy holders 

Desk trays, diaries 
FSe (charge cards, folders, guides) 
Gmph paper, "grtp-oiihone" 
Ink, Inkwells, index cards 
Jogs, ledger trays 
Magnetic tapes, mailing tubes 
Notebooks 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT-AT/ndlr;- Office Supplies (cont'd) 
- Onion skin paper, "ozolid" paper 

Paper (clips, cups, cutters, drills, 
folders, weights), pencils, pens, 
pencil sharpeners, punch cards, " 
perforators, "photostat"paper, 
police blotters, postage stamps 

Report covers, rotary indexes, rubber 
stamp stands, rulers 

Scissors, scotch tape, scratch pads, 
spirit duplicating paper, slide rules, 
sorters, stenotype (paper, ribbon) 

Tissue paper, typewriter (carbon, pads, 
paper), transfer cases, thermofax 
paper 

Verifax paper 

Photographic 
- Albums, cameras, enlargers 

Films, film holders 
Lamps, projectors 
Shoes 

Plumbing 
- Bath tubs 

Faucets, flushometers 
Melting furrutces. nozzles, pipes 
Radiators 
Showers, sinks 
Toilets, toilet seats 
Urinals, valves, wash basins 

Police 
• Arrununition 

Firearms, handcuffs, holsters 
Nightsticks 
Summons 
Uniforms, whistles 

Protective 
Air locks, awnings 
Baffie plates, barriers, bird repellants, 

blowers, breathing apparatus 
Coverings 
Door closers, door plates 
Equipment checks, exhausts 
Fans, faceplates, flares, fume collectors 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-23 

P - PROPERTY 

EQUIPMENT-/://idr.-

DESCRIPTION 

Protective (cont'd) 
- Goggles, gloves, grates, grounding rods 

Helmets 
Knee pads 
Llgfirnlng rods, landing mats, louvers 
Rubber blankets, rubber sleeves 
Shoeguards. screen louvers, safety belts, 

safety nets, shoes, sight mirrors. 
silver chests, screens 

Treads 
Umbrellas 

Railroad 
- Clearance cars, frogs, locorru>tives. 

rails, ties, track bolts 

Restaurant 
- Coffee urns, cooking utensils, cutlery, 

dishes, hotplates 
Glassware 
Milk dispenser 
Refrigerated cabinets 
Slicing machines 

Shipping Devices 
- Bags, bottles 

Cans, carboys, cylinders 
Drums 
Reels 

Signs 
- Advertising 

Crews 
Description, directional 
Industrial 
Safety 
Traffic, taxtway 

Snow Removal* 
- Loaders 

Melters 
Plows 
Scoops, scrapers, shovels 

*RentaI 

Store Fixtures 
• Barber 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 

Originating Unit - 2 yean 



P-24 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT - Kinds: (cont'd) 
- Sundries 

- Bill clips 
Cash drawers, coi\holders. clothes 

hangers, coffee service 
Decorations, easels, "ear wardens" 
Flowers 
Gaskets 
Key tags, luggage 
Markers, mailboxes, masking tape. 

mobile offices, models 
Parking wands, pen & pencil sets. 

pliofilm 
Scrolls, stanchions 
Target frames, ticket punches, tokens 

- Surveying 
- Barometers, computers 

Field bags 
Level rods, plumb bobs 
Sight poles 
Tape measures, transits, tripods 

- Tanks 
Gasoline, propane, oil separators 

- T e s t 
• Analyzers (carbon monoxide) 

Chemicals, consolidometers, counting 
tables 

Flowmeters 
Metal sorters, metal refiectoscopes 
Paving, plate loading 
Refiectoscopes. samplers 

- Toll 
• Automatic collectors (tokens) 

Embossers 
Measuring sticks, mirrors 
Pressure calls 
Receipt racks 
Ticket date stamps, ticket punches. 

ticket storage cabinets, ticket racks 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 

\ 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-25 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT-JC//u2r; (cont'd) 

- , 

Accessories 

Assignments 

BOlsof Sale 

Copyrights 

Demonstration 

Engraving 

Inspections 

Installations 

Inventoxies 

Isue (to employees) 
Lists 

Tools 
- Anvils, awls, axes 

Carpenter squares, caulking guns, 
chisels, clawbars, cutting blades 

Drills 
Gardeners, hammers, kits, planes. 
Saws, spike drawers, spuds 
Trowels, taps ic. dies 
Wood bits, welding rods, wrenches 
Vises 

Uniforms 
- Cafeteria, chauffeur 

Emergency crew 
formation clerks 
Matron, operations attendants, mail 

delivery, maintenance 
Redcap, skycap 
Watchman, waterproof 
ToB collectors 

• 

ALL LOCATIONS 
RETENTION PERIOD 

See classiflcations for 
speciflc retention periods 

^ 
\, 

2yeaa 

2 yean 

7 yean 

Permanent 

2yean 

15 yean 

2yean 

4 yean or until next inspec
tion, whichever is sooner 

4yean 

Until supeneded 

2yean 



P-26 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT Ccon/W 

Licenses 

Marking - Kinds: - Color codes 
- Lettering 
- Numbering 
- Striping 

Mileage Reading 

Modiflcation 

Parts 

Patents 

Permits 

Priorities 

' Piugrams 

Purchases 

Bids - successful, unsuccessful 

Cancellations 

Deliveries 

Ratiflcation 

Rationing 

ALL LOCATIONS 
RETENTION PERIOD 

Life of license 

2 yean 

2 yean 

7 yean 

2 yean 

Permanent 

Life of permit 

7 yean, except where the 
control agency speciflcally 
requires a different reten
tion period 

7 yean 

7 yean 
NO l b - Purchase order 
File: All records flled by 
purchase order number have 
the same retention period 
regardless of schedules 
established for speciflc 
correspondence or forms 

7 yean 

2 yean 

2 yean 

7 yean 

7 yean except where the 
control agency speciflcally 
requires a different reten
tion period 



THE PORT Atn'HORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-27 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT rconr'rf^ 

Registrations - identiflcation keys 

Regulations 

Rehabilitation 

Relocation 

Removal 

Rentals 

Rephicements 

Repain 

Requirements 
Unless part of program 

Retirements 

Returns 

Sales 
Penonal property 

Servicing-JOndi; - Allowances 
- J)ry cleaning 
- Fuelfttters 
- FueUng 
- Washing 

Specifications 

Standards 

Statement of Transfer 

Stockkeeping 

Storage 

Studies/Surveys 

ALL LOCATIONS 
RETENTION PERIOD 

4 yean 

Permanent 

7 yean 

2 yean 

2 yean 

2 yean 

2ye«rs 

4 yean 

2 yean 
7 yean 

2 yean 

2 yean 

7 yean 
7yean 

2 yean 

7 yean 

7yeaR 

2 yean after disposal 

2 yean 

2 yean 

7 yean 



P-28 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P - PROPERTY 

DESCRIPTION 

EQUIPMENT rcon/'rf> 

Testing 

Transfen 

Trip Reports 
except if part of program 

Usage 
Rates, including work papen 

Vendor's offerings 

ALL LOCATIONS 
RETENTION PERIOD 

'4 yean 

Originating Unit - 2 yean 

2 yean 
7 yean. 

4 yean 
11 yean after action by 
Board of Commissionen 
or outside regulatory body 

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-29 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

FLOOR LAYOUT 

Individual departmental floor space including 
correspondence and floor plan 

Tenant space 

A - Organization ^ Depart
ments 

See: P • Tenant Leases 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-30 

p • PROPERTY 

DESCRIPTION 

GROUNDWAYS- Kinds: -̂ ^ Aprons 
- Interchanges, overpasses 
- Ramps: roads - except access 

(service): rurtways (water) 
- Sidewalks (moving); streets 

Taxiways: trackages: traffic lanes 
- Underpasses 
2 J Closings; crossings, curb cuttings, 

extensions, openings, widenings 

Assignments 
Lease or permit 

Qearance 

Marking- kinds: - Lettering 
- Numbering 
- Striping 

Permits and Consents 
Apphcations 

Programs 

Rates 

Rehabilitation 

Repain 

Relocation 

Removal 

Specifications 

Surfaces - Kinds: - Asphalt, Concrete 
• Rubber, Macadam 
- Rubberized asphalt 

Deposits 
Heated 
Loads 

Surveys 

Testing 

Usage 

VisibiUty 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 
See: A-Documents-Contract! 

7 yean 

7 y e ^ 

See: A-Documents-Permits 

7 yean 

11 yean after action by 
Board of Commis^onen or 
outside regulatory body 

7 yean 

4 yean 

10 yean 

10 yean 

7 yean 

7 yean 
. 7 yean 

7 yean 

7 yean 

7 yean 

7 yean 

7 yean 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-31 

P - PROPERTY 

DESCRIPTION 

MAINTENANCE - Kinds: H Caulking, debris (removal) 
• Heating, housekeeping, inoculating 
- Joint sealing, junk removal, janitorial 
- Lighting, line & grade 
- Mowing 
• Paintirtg, paving, plastering 
- Roofing 

^ - Sanding, snow removal ^ 
Ventilation, vulcanizing 

- Welding (permits), winterizing. 
weather proofing 

21 Bridges, crews 

^ Scheduling 

•^l^proved Products List 
^Control 

System 
Tab Runs 

Inspections 

Permits 

Programs- Kinds: - Clean-up weeks 
• Improvement 
- Midor work 
• Minor work 
- "Ritr 

Rehabilitation 
Work Control 

Tab Runs 

Rehabilitation 

Respon^bility 

^ Snow Remov^^>^ 
Woric Order 

Punch Cards & Tab Runs 

Specifications 

ALL LOCATIONS 
RETENTION PERIOD 

Untb supeneded 

Facility - 2 yean 

Originating Unit • 4 yean or 
until next inspection, which
ever is sooner 

See: A - Docimients-Peimits 

7yean 

4 yean 

2 yean 

2yean 

7yean 

7 yean 

2yean 

4 yean 

7 yean 



P-32 THE PORT AUTHORfTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

MAINTENANCE (cont'd) 

Summaries 

Studies/Surveys 

Testing 

Work Orden 
Routine - 2 yean 
Non routine - 4 yean 

7 yean 

7 yean 

7 yean 

FaciUty • 4 yean, except 
where required in claims 
and htigation; Law Depart
ment will request order and 
incorporate into claims 
folder 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-33 

PROPERTY 
DESCRIPTION 

PROJECT AREAS 

Records on the management of real estate acquired by 
the Port Authority in anticipation of use as facility 
sites and/or for use in relocating tenants from buildings 
demolished for facility sites. These include history of 
structural maintenance, supply of utilities, tenant usage, 
tenant rent collection, tenant relocation records and 
demolition of structure or preparation for sale. This does 
not include any records on outstanding and collectable 
claims known to the Law Department, or records of 
legal value on the acquisition through purchase or 
condemnation or sale of these properties which had 
already been transferred to the Office of the Secretary 
in 1956 and 1957. 

1951 and later 

Tenant "Relocation Program 

ALL LOCATIONS 
RETENTION PERIOD 

7 yean after demoUtion 
and sale 

7 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-34 

p . PROPERTY 

DESCRIPTION 

REAL ESTATE- Kinds: - Commercial 
- Iruiustrial 
- Resideritial 

Acquire - including *Trospective** 
May include the following paper: 

- Appraisal 
-Qosing papen 

- Escrow Agreements 
-Affidavit of Titie 
-Etc. 

- Condemnation, including 
- Damage parcels 
•Pleadings 
-Etc. 

- Consents, including 
-Right of entry 
-Licenses 
-Etc. 

-Easements 
-Leases 
-Surveys 
-Tities 

Grant/Sen % 
Records may include all of the above except 

Condemnation 

Inquiries 

ALL LOCATIONS 
RETENTION PERIOD 

Permanent, unless 
otherwise noted 

Review after 5 yean 

4yean 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-35 

P - PROPERTY 

DESCRIPTION 

SPACE 

Allocation 

Control 

Inventories 

Measurements 

Measuring 
Conversion Tables 

Non-Rentable 

Occupied 

Permits and Consents 

. Rates 

Renuble 

Requirements 

Forecasts 

Studies/Surveys 

Usage- £inds: ' Unauthorized 
- Restricted 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 

2 yean 

Until supeneded 

2 yean 

2 yean 

4 yean 

4yean 

See: A -Documents-Permits 

11 yean after action by 
Board of Commissionen or 
outside regulatory agency 

4yean 

4 yean 

10 yean 

7 yean 

4yean 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-36 

P - PROPERTY 

DESCRIPTION 

SPAC't UNITS - Kinds: i ^ Animal pens, anti-aircraft, 
apartments, arcade areas, auditoriums 

- Back-up areas, banks, baseball 
diamonds, bathrooms, bertlis, board 
rooms, bowling alleys 

- Cafeterias, chapels, clinics, cocktail 
lounges, conference rooms, control 
rooms, cooperage rooms, counters 
(tickets), counting rooms 

- Dining rooms, drier fujuses. drill 
(crash, fire) 

- Examination rooms, exhibit 

- Fallout shelters, first-aid rooms, 
fiuoroscope rooms, fuel •̂ '̂** 

- (hrbage rooms, golf courses 
(driving ranges) 

• HaUways, helicopter pads, handball 
courts, holding pads 

• Information, Iruiustrial parks 

- Kitchens (meals aloft) 

• Laboratories (photographic, testing), 
lavatories, locker rooms, lofterpits, 
lunchrooms 

• - Mtdl sorting rooms, marking (lettering, 
numbering), motels, tnarinas 

- Newstaruls, nurseries 

- Observation decks, offices 
2 J Accounting, cashiers, dispensers, 

field, mescal, operations, tickets 

ALL LOCATIONS 
RETENTION PERIOD 

See subject classifjcations 
for specific retention periods 

\ 

-

' 



P-37 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

PROPERTY 

DESCRIPTION 

SPACE UNITS • 

Addresses 

Alterations 
ex. 

Kinds: (cont'd) 
—' Parking areas 

aircraft, basement, employee, 
metered lots, rrtotor. "off-
street." "para-park," roof 

pistol ranges, playgrounds, parks, 
pools (reflector), post offices, 
(finance stations), press rooms, 
projection rooms 

Quarantine 

- Race tracks (automotive, horse), 
reading, recreation, refueling, 
restaurants, rest rooms 

• Scale (pits), service (delivery, 
pits), shoe shine, shops (radio, 

.̂ \service. sign, welding, automotive) 
shipyards, sleeping rooms, snack 
bars, sky lobbies, spray rooms, 
stockrooms, storage (fiammable). 
stores (barber shop), studios (tele
vision), swimming pools 

Taxistands, telephone, tennis 
courts, tie-down, trimmers, truck 
(pits), tum-arouruls 

Uplaruls, utility rooms 

Vaults (bank, transformers) 

Warm-up pads, waiting rooms 

2 i Employee, executive. 
government (army, federal 
inspection, navy), public 

Alterations performed under a Tenant Permit 
where the tenant has a responsibility to restore 
the space unit to its original condition 

ALL LOCATIONS 
RETENTION PERIOD 

Permits 

Until supeneded 

2 yean 

See: P - Tenants Permits 

See: P - Tenants Permits 

file:///service


THE PORT AUTHORfTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-38 

P - PROPERTY 

DESCRIPTION 

SPACE UNITS rconrW 

Assignments 

Avaihibiliiy - Kinds: - Offerings 
. - Requests 

Clearance 

Decor 

Evaluation 

Exhibit 

Tracings 

Fees 

Inspections 

Marking- Kinds: - Lettering 
- Numbering 
- Striping 

Measurements 

Piugrams 

Photographs 

Rates -inchiding woric papen 

Relocation 

Requirements 

Repain 

RehaUUtation 

Revenues 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 

2 yean 

2 yean 

2 yean 

10 yean 

File with documents 

1 year after termination 
of lease 

7 yean 

4 yean 

2 yean 

2 yean 

7 yean 

File with subject 

11 yean after action by 
Board of Commissionen 
or outside regulatory body 

4yean 

2yean 

4 yean 

^Ws 
7yean 



P-39 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

SPACE UNITS rrort/W 

Spedflcations 

Studies/Surveys - Kinds: 

Proof listing 

Usage - Kinds: -

Employee, public 

Free, tickets, unauthorized, 
restricted 

7 years 

7 yeare 

20 yean 

4 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-40 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

STRUCTURES- Kiruis: -Li Animal shelters, apartment houses 

!• Barge loading stations, booths, bridges 

Central heating & refrigeration plants, 
chapels, club houses, corrunissaries 

- Dams, dikes, distribution buildings 

- Fire stations, fu{l cells 

- Garages, grandstands 

- Hangers, hotels 

- Industrial 

- Kitchens 

- Lofts 

- Medical centers, meter houses, motels 

• Office buildings 

- Piers (approach Ughts, dry docks), 

pumping statiotts 

Quonsethuts 

- . Ramphouses,r^reshment stands 

• Schools, service stations, shelters 
(bus, fallout), swttchhouses 

• Tanks (gravity, fuel, stora^). termi' 
nals (brickbuUa, eoaL container, 
drybulk, crude oU, grain, LdiG, 
rubber), Oieatres, toilets, towers 
(antennae, radar, television), 
transtnltters, wind tutmels 

21 Pre-fabricated 

See subject classifications 
for specific retention periods 



P-41 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

p • PROPERTY 

DESCRIPTION 

STRUCTURES rco«ry; 

Addresses 

Adjacent areas (to structures) 

Alterations -Permits 
ex. Alterations performed under Tenant Permit 

where the tenant has a responsibiUty to restore 
the structure to its original condition 

Assignments 

Conversion 

Damages 

Decor 

Demolition 
Crews 

Payment 

Evaluation 

Inspection 

Leaks 

Loads 

Marking- Kinds: - Lettering 
- Numbering 
- Striping 

Photographs 

Priorities 

Programs 

ALL LOCATIONS 
RETENTION PERIOD 

Until supeneded 

7 yeare 

2 years 

See: P - Tenant Leases 

2 yean 

2 yean 

4 yeare 

2 yean 

7 yean 

10 yeare 

4 yean or until next inspec
tion, whichever is sooner -

25 yeare 

Life of structure 

2 yean 

File with subject 

7 yean, except where a 
control agency specitically 
requires a different reten
tion period 

7 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P.42 

P - PROPERTY 

DESCRIPTION 

STRUCTURES CconrW 

Proposed 

Purchases 

Bids -successful, unsuccessful 

Cancellations 

Dehveries 

Ratifications 

Rates -including work papen 

Regulations 
Qearance 
Violations 

Relocation 

Removal 

Repair 

Rehabilitation 

Sales 
Personal property 

Prospective purchases 

Specifications 

Studies/Surveys 

Testing 

Tnnsfen 

Usage 
Restricted 

ALL LOCATIONS 
RETENTION PERIOD 

10 yean 

Up to 7 yean 

Up to 7 yean 

2 yean 

2 yean 

7 yean 

11 yean after action by 
Board of Commissionen or 
outside regulatory agency 

Until supeneded 
4 yean 
4 yean 

2 yean 

4yean 

4 yean 

7 yean 

7 yean 

2 yean 

7 yean 

7 yean 

7ye8n 

2yean 

4yean 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-43 

P - PROPERTY 

DESCRIPTION 

SY&iEMS - Kinds: -^ Air conditioning (absorption units. 
chilled water, filters), alarms (boxes), 
fire 

- Commurdcating (call numbe'rsTloud 
speakers, public address), radio (all 
facility, ground control), teleauto-
graph, teleregister, telephone, tele
type, television), compressed air, 
conveyers 

• Data processing (computers), drain
age (culverts* drains, pumps, storm 
sewers, sumps), ducts 

- Electrical (auxiliaries, cable ducts, 
high tension, loads, switchboards, 
voltage reading), electronic (naviga
tion instrument guidance 

- Fbt protection (fire doors, fueling, 
hydrant, pumping station, startdpipes, 
water supplies), fog disposal, fueling 

- (venerators 

- Heat exchanges, heating (boilers, gas* 
hot water, oil, radiant), HVAC 

• Incinerators (stacks), infrastructure 

- Pipelines (ex. common carriers), 
pneumatic tubes 

' Recycling plant, refrigerating plant 

- Standpipes (dry, wet), sprinkler, 
(foam, water), sewerage (sanitary, 
sewers, sewage, triturator) 

NOTE: Infrastructure paper may be filed under components, 
. ie. , pipelines, seweiage, etc. 

ALL LOCATIONS 
RETENTION PERIOD 

See subject classiflcations 
for specific retention periods 

\ 

See note 

• 



P-44 THE PORT AUTHORITY Of NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

P • PROPERTY 

DESCRIPTION 

SYSTEMS- Kinds: (cont'd) 
• . Temperature recording, transformers 

y - Water (potable, dock, hydrants) 

Ventilating (air filters, analyzers, 
air ducts, exhaust fans 

21 Mains, meters (BTU) 

Alterations 

Assignments 

Bills 

Convenions 

Inspections 

Installations 

Interference 

Inventories 

-inventories supplied when a facility is leased to or 
otherwise acquired by Port Authority 

Loads -electrical 

Marking- Kiruis: - Color codes 
- Lettering 
- Numbering 
- Striping 

Parts 

Permits 

Prio: JSS 

Programs 

ALL LOCATIONS 
RETENTION PERIOD 

2 years 

2 yean 

7 yean 

2 years 

4 years or until next inspec
tion, whichever is sooner 

4 yean 

10 yea r s 
1 

Until superseded 

16 years after expiration 
of agreement 

Life of system 

2 yean 

2 yean 

See: A - Documents-Permits 

7 yean, except where 
control agency specifically 
requires a different reten
tion period 

7 yean 



THE PORT AJTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-45 

P - PROPERTY 

DESCRIPTION 

SYSJJMS (cont'd) 

Purchases 

Bids -successful, unsuccessful 

Cancellations 

Deliveries 

Ratifications 

Rates -including work papen 

Rehabilitation 

Regulations 

Relocation 

Repain 

Requirements 

Sales 
Penonal property 

Servicing 

Specifications 

Studies/Surveys 

Transfen 

Vendor's Offerings 

• 

ALL LOCATIONS 
RETENTION PERIOD 

7 yean 

7 yean 

2 yean 

2 yean 

7 yean 

11 yean after action by 
Board of Commissionen 
or ot^t^de regulatory body 

7 yean 

Until supserseded 

4 yean 

4 yean 

4 yean 

2 yean 

2 yean 

7 yean 

7 yean 

2 yean 

2 yean 



P-46 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

SYSTEMS Ccon/y; 

Ventilation 
Charts 

Carbon Monoxide Reports 

NOTE: Those departments who are currentiy classifying 
INFRASTRUCTURE records according to com
ponents (sewerage, pipelines, etc.) may wish to 
continue to do so until such time as new year's 
folden are prepared. In such cases, a permanent 
cross-refereiice should be prepared. 

Facility - 7 yean, except: 
1) Cases in Htigation — 
retain until claim in satis
fied 
2) Correspondence for 
which specific retentions 
are to be recommended 

See above 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-47 

P - PROPERTY 

DESCRIPTION 

TENANTS 

See also: 

Assignments 

P - Tenants* Leases 
For recoTds pertaining to a specific 
(facility) tenant agreement 

A-Documents 
Port Authority rental of facility leases 

P - Project Areas 
Records pertaining to a site tenant 

'Kinds: - Berths 
' Charts 
- (htes 
- Ramphouses 

Building Notices 

Fees 

Hxture Claims 

Leases 

Permits-

Asngnment 

Diqiossesses 

Subleasing 

Memoranda or letter of intent 

Kinds: - Alteration 
- Grourui transportation 
- Occupancy 
- Privilege 

• 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 

Facility - 2 yean 

2 yean 

7 yean 

7 yean 

NY -10 yn after termiiuition 
NJ -16 yn after termination 
Hold terminated leases 1 yr 
in department, then tostorage 

nie with tenant lease 

File with tenant lease 

File with, tenant lease 

Responsible negotiating de
partment 
NY-10 yean after expira
tion of lease/permit 

NJ -16yeanafterexpira-
tion, then review by Law 
Department 

Othen - Until expiration of 
lease/pennit or one year 
after premises ate vacated 



P-48 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

p - PROPERTY 
DESCRIPTION 

TENANTS rconty; 

Prospective " 

Accommodations . 

Auxiliary Services 
Kinds: - Apparel shops 

- Banks 
- Barber shops 
- Beauty shops 
- Bookstores 

C^ndy shops 
(Emetics 
Drug stores 

• Discos 
- Electronic 

Flea markets 
- Medical supply 

Realty brokers 
- Restaurants 

Broken 

Ratings 

Solicitations 

Unidentified facility (alphabetically, by applicant) 

Regulations 

Relocation 
May Include: - Bonus, Expense, Questionnaires, 

Reports, Sites (by address) 

Rents 
May Include:. - BlUs. Collection. Control, 

Delinquents. Deposits. 
Rece^ts. Revenues. Rolls 

Rates 

Surveys 

Surrend«' of Possession 
Except under lease 

ALL LOCATIONS 
RETENTION PERIOD 

2 years 

2 yeare 

2 yean 

\ 

See: A - Documents 

2 yean 

2 yean 

2 yean 

Until supeneded 

7 yean 

7 yean 

11 yean 

2 yean 

7 yean 



THE PORT AUTHORrrv OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-49 

P - PROPERTY 

DESCRIPTION 

UnUTIES- Kinds: - Electricity 
- Gas 
'- Steam 
• Water 

Bills (See also: P - Systems-Bills) 

Consumption 

Conservation 

Meter Reading 

Permits 

Programs 

Purchases 

Rates - Including work papen 

Relocations 

Studies/Surveys 

Submetezing 

ALL LOCATIONS 
RETENTION PERIOD 

7 yean 

2 yean 

7 yean 

2 yean 

See: A - Documents-Permits 
V 

7 yean 

7 yean 

11 yean after action by 
Board of Commissionen 
or outside regulatory body 

7 yean 

7 yean 

7 yean 



THE PORT Al/THORITY OF NEW YORK AND HEW JERSEY 

GENERAL RETENTION SCHEDULE 
P-50 

P - PROPERTY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

ZONING- Kinds: ^ Air, water, land 
•«' Federal state, municipal 

Gty Maps 

Interference 

Variance Applications 

Except - relating to facilities 

Regulations 

Violations 

10 yean 

10 yean 

2 yean. 

10 yean 

Until supeneded 

10 yean 



THE PORT AOTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-1 

S - SECURITY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

ACaOENTS -

Hazards-

Kiruis: - Personal Injury 
-• Property Damage 
- Traffic 

Kinds: 

Police Blotter Referrals 

Prevention Programs - Kinds: 

- Construction 
- Fire 
• Radiation 
- Slipping 
- Tripping 
- Tumbleweed 

• Awards 
- Commeruiations 
- Contests 
- Films 
• Lecturers 
• Meetings 
- Posters 
- Suggestions 

4 yean 

4 yean 

4 yean 

Reports 
Safety Progress 

Statistics 

Until next report 

4 yean 



THE PORT At/THORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-2 

SECURITY 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

DANGEROUS ARTICLES - Kinds: 

Handling 

Packaging - Kinds: 

Protection 
> 

Storage 

Stowage 

Transporting 
Permits 
Reports 
Regulations 
Violations 

Corrosives 
Explosions 

- blasting 
•blasting guns 

Gases 
- compressed 
- liquifiecf 

Oxidizing Materials 
Poisons 
Radioactive 
Solids 

•flammable 

Containers 
Labels 

All records take an 11-year 
retention period, unless 
otherwise noted 

7 yean 

Until supeneded 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-3 

SECURITY 

DESCRIPTION 

EMERGENCIES- / :wdJ; 

Alarms - Kiruis: 

Crashes 
Explosions 
Fire 

- ex. if caused by crashes 
or explosion 

Flood 
Incidents 
Ice 
National 
Riot 
Service Distruptions 
Snow 
Spillage 

- Corrosive 
- Flammable 
• Toxic' 

Winds 
- Hurricanes 

Five Blast 
Fog 
Whistle 

except equipment 

Alerts 

Crews 

Programs - Kinds: - Ovil Defense 
- Outside 
- Port Authority 

Reports 

except -those involving crashes, explosions, and 
fires caused by either 

Rescue 

ALL LOCATIONS 
RETENTION PERIOD 

50 yean 
50 yean 

4 yean 
50 years 

4 yean 
4 yean 
4 yean 
4 yean 
4 years 
4 yean 
4 yean 
4 yean 

% 

4 yean 

7 years 

7 yean 

7 yean 

7 yean or until supeneded 

7 yean 

50 yean 

7 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-4 

S - SECURITY 

DESCRIPTION 
ALL LOCATIONS 
RETENTION PERIOD 

PESTS- Kinds: • Birds 
- Insects, 
- Marine Life 
• Rodents 

Area Inspection 

Complaints 

Control 

Extermination 

Repelling 

Studies/Surveys 

Tests 

4 yean or until next inspec 
tion, whichever is sooner 

10 yean 

7 yean 

2 yean 

2 yean 

7 yean 

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-5 

S - SECURITY 

DESCRIPTION 

PROTECTION -

Kinds: ^^ Aided 
- Arrests 
- Assists 

Qearances 
Confiscations 

- Investigations 
- Interrogations 

^ Assaults 
- Asylum 
- Counterfeiting 
- Demonstrations 
- Embezzlement 
- Espiorutge 

Extortion 
• Explosion 
- Hijacking 
- Homicide 
" Hustling 
- Imposters 
- Impounding 
- Loitering 
- Narcotics (drugs) 
' Rape 
- Sabotage 
- Shooting iru:idents 
- Skyjacking 
- Soliciting^ 
- SidOde 
- Terrorists 
- Thefts 

Cargo 
Trespassing 
Vandalism 

i / Juvenile 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 10-year 
retention period, unless 
otherwise noted 

7 yean 
50 yean 

50 yean 
5 0 ye^TS 

\ 

50 yean 

50 yean 

7 yean 
~ 

20 yean 

• 



S-6 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

S - SECURITY 

DESCRIPTION 

PROTECTION ^conf'^; 

Emergency Garage Log 

Passes - Kinds: -i ' Concessions 
Customs 
Employee 

- Parking 
- Police 

Port security 
- Press 

Visitors 
Workmen 

—' Magnetic Card 

Cancellations 

Impounding 

Issue 

Lists 

Requests 

Programs 

Police 

Coverage 

Meetings 

Regulations 

Reports 
Criminal 

Anest 

Interrogating 

Watchman Service 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 10-year 
retention period, unless 
otherwise noted 

Facility - 4 years 

2 years 

V 

7 yeare, then review 
• 

7 yean 

2 yean 

Originating Unit - Permanent 

Originating Unit - Pennanent 
Othen - Until supeneded 

Facility - 2 yean 

Facihty - 2 yean 

Facility - 2 years 

4 years 



THE PORT AJTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-7 

S - SECURITY' 

DESCRIPTION ^ 
ALL LOCATIONS 
RETENTION PERIOD 

SAFETY 

Inspections 

Programs 

4 yean or until next inspec
tion, whichever is sooner 

7 yean 



THE PORT AUTHORmr OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
S-S 

S - SECURITY 

DESCRtPnON 

SANITATION 
Qeaning 

Food Handling - Kinds: • Mobile Vendor 
• Restaurant 
- Vending Mach in e 

Fumigation 

Inspections 

Prograrps- Kiruis: - Garbage 
- Trash 
- Waste 

Disposal 

Dumping 

Incineration 

Preservation 

Recycling 

Shreading 

Treatment 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 

2 yean 

2 yean 

4 yean or until next inspec
tion, whichever is sooner 

7 yean 

\ 
4 yean 

4 yean 

4 yean 

2 yean 

2 yean 

2 yean 

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-l 

TR - TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

BAGGAGE 

Handling 

Complaints 

Claim Checks 

Rates, including work papen 

Studies/Surveys 

7 yean 

7 yean 

7 yean 

11 years after action by 
Board of Commissionen 
or outside regulatory body 

7 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR 

^̂ a TRANSPORTATION 

DESCRtPriON 

CARRIERS- Kinds: -̂ f Aircraft -
air taxis, corporate, jets, 
STOL. V'STOL. Fighter-
type, seaplanes, turboprop 

Buses 
Pipelines 
RaUs ^ 
Taxis^ 
Trucks 
Vessels _ 

•2/ Certified, non-certified, 
conference, non-conference, 
scheduled, non-scheduled 

•^ Domestic (coastwise, inland, 
intercoastal), foreign, long-haul, 
over-the-road, pick-up^nd-
delivery, rapid, shori-haul 

^ Charter, corporate, irregular, 
itinerant (ex. military), military, 
private 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 7-year 
retention period, unless 
otherwise noted 

Characteristics 

Complaints 

Fares-

- Kinds: -

Kinds: -

Capacity 
Dimensions 
Performance 
Standardization 

Free Passage 
Refuruis 
Tickets 

Franchise 



TR-3 

TR 

THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

TRANSPORTATION 

DESCRIPTION 

CAKKEERS (cont'd) 

Handling -

Buses 

Fees 

Kinds:. ^ Berthing 
Clearance 
Coupling 

- Fitting 
- Lighterage 
- Loading 
- Mooring 
- Piloting 
- Processing 
- Storage 
- Switching 
- Towing 

Unloading 

^ Demurrage 
Free Time 
Wharfage 

Questionnaires 

Evaden, waiven 

Integration 

Quarantine 

Rates, including work papen 

Regulations 

Routes 
Discontinued 
Extensions 
Stops 
Test Runs 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 7-year 
retention period, unless 
otherwise noted 

11 yean after action by 
Board of Commissionen 
or outside regulatory body 

Until supeneded 



THE PORT AUTHORrTY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-4 

TR TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

CARRIERS rconr'tf^ 

Sales 

Salvage 

Scheduling - Kinds: 

Servicing - Kinds: 

Surveys 

Fees 
Permits 
Rates 

Prooflisting 

Arrivals 
(Mediations 
Departures 

Air conditioning 
Battery charging 
Defueling 
Deidng 
Fueling 
Provisioning,-̂  
Sanitizing 
Tire changing 
Towing 
Welding 

All records take a 7-ye^ 
retention period, unless 
otherwise noted 

2 yean 

2 yean 

20 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-5 

TR - TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

CUSTOMS 

Brokers 

Clearance -

Confiscations 

Declarations 

Duties 
Refunds 

Employees 
Payments 

Point of Entry 

All records take a 2-year 
retention period, unless 
otherwise noted 

7 yean 

7 yein 

25 yean or until supeneded 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-6 

TR TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

MAIL- Kinds: ^^ Aircraft • 
• Motor 
• Rail • 
- Vessel 

i / Air 
First class 
Parcel post 

Handling 

Embargoes 
Fees 
In Transit 
Statistics 

Poundage 

2 yean 

7 yean 
7 yean 
7 yean 
7 yeah 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-7 

TR TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

NAVIGATION 

Radar 

Tides 

Studies/Surveys 

25 yean 

2 yean 

7 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-8 

TR TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

PASSENGERS- Kinds: ^^ Aircraft • 
- Motor 
• Rail 
- Vessel 

^ Domestic 
- Inbound 
- Interstate 
• Outbound 

Overseas 

^ Non-revenue 
- Revenue 

All records take a 7-year 
retention period, unless 
otherwise noted 

Handling 
Segregation 
Qearance 

Potential 

Routing 

Statistics 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-9 

TR TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

SHIPMENTS (by relative group) 
Kinds: 11 

11 

I I 

Aircraft 
Rail 
Motor 
Vessel 

Domestic 
Import 
Export 

Commodities 
Container 

Bills of Lading 

Certification 
Classifications 
Claims 
Qerking and Checking 
Condition 
Complaints 

Delays 
Deliveries (expediting, tracen) 
Demunage 

Forwarden 
Free Time 
Fiunigated 

Handling - Kiruis: Bagging. Baling. Blowing. Boxing 
Cartage. Qeaning, Consolidated, 
Containerization, Cooting. 
Coopering, Coupling. Crating. 
Drwnming, Drying. Dunnaging 
Elevation 
Fumigating 
Lighterage, Loading 
Platform 
Shoring, Stowage 
Transfer. Trimming 
Unloading 
Weighing 

Permits 

Clearance 

2 yean 

2 yean 
~2yean 
2 yean 
2 yean 
2 yean 
4 yean 

2 yean 
2 yean 
2 yean 

2 yean 
2 yean 
2 yean 

7 yean 



TR-10 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 

TR - TRANSPORTATION 

DESCRIPTION 

SHIPMENTS rcon/y; 

In Transit 

Licenses 

Manifests - ex. Ships Documents file 
Marking 
Movement (Advices) 

Packaging (Labeling) 
Packing 
Paletizing 
Port charges - Kinds: 

Processing - Mixing 
Fees 

Rates - Kinds: 

Reconsignments 

Regulations 

Routing - Diversions 

Statistics 
Handling 

Stockpiling 

Storage- Kinds: 

Tracen 

Gassifications 
Demurrage 
Handling 
Pick-up and delivery 
Processing rates 
Storage 

Demurrage 
- Handling 

Pick-up and delivery 
- Point-to-point designation 

- Auxiliary 
In transit 
Placement records 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 

7 yean after expiration 

2 yean 
2 yean 
2 yean 

2 yeare 
2 yean 
2 yean 
Originating Unit - 2 yeare 

% 

7 yean 

11 yean after action by 
Board of Commissionen 
or outside regulatory body 

2 yean 

Until supeneded 

Originating Uni t - 4 yeare 

10 yean 

4 yeare 

2 yean 

2 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-li 

TR TRANSPORTATION 

TRAI-PIC- Kinds: 

Assists 

Bulletins 

Qockings 

Control - Kinds: 

Hazards - Kiruis: 

Interference 

Logs 

Panems 

Peaks - Kinds: 

DESCRIPTION 

•l^ Aircraft 
- Motor 

*, - Pedestrian 
- Rail 

Vessel 

1 ' Forecasts 
- Reports 
- . Statistics 
- Studies/Surveys 

- Radar 
- Road Blocks 

Curves 
-' Law Flying 

Obstructions 
- Submersions 

- Daily 
- Days 
- Hourly 

ALL LOCATIONS 
RETENTION PERIOD 

All records take a 2-year 
retention period, unless 
otherwise noted 

10 years 
10 yean 
10 yean 
10 yean 

10 yean 

Potential 



TR-l 2 THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE ' 

TR TRANSPORTATION 

DESCRIPTION 

TRAFFIC rcon/y; 

Registration 

Regulations - Kinds: 

Violations 

Relief - Kinds: 

Altitude 
Defective Vehicles 
Line Crossing 
Load Condition 
Parking 
Restricted Items 
Sizes 
Smoking Vehicles 
Speeds 

Fines 
Summons 

Reports 
Warning Cards 

Delivery Schedules 
- Night Trucking 

One-way Streets 
- • Self-feeding 
• Staggered Hours 

Routing 

Stoppages 

ALL LOCATIONS 
RETENTION PERIOD 

4 yeare 

Until supeneded 

4 yeare 
5 yeallE 
4 yean 
2 yeare 

10 years 

2 yeare 

4 yeare 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-l 3 

TR - TRANSPORTATION 

DESCRIPTION 

TRAVEL- Kinds: I I Air . 
- Food 
• Hotels 
- Motor 
- Rail 

Vessel 

Advances 

Autiiorizations 

Cards - Kinds: Air 
Hotel 
Rail 

Mileage AUowance 
Employee's car 

Pools 

Rates 

Employees' can 

Reservations - iCindi.* - Air 
- Hotel 
- Rail 

Cancellations 
Refunds - Includes credit 

Routing 

Trips 
Check Lists 
Itineraries 

ALL LOCATIONS 
RETENTION PERIOD 

File with Expense Account-
F - Accounts 

File with Expense Account-
F - Accounts 

2 yean or imtil suspended 

Originating Unit - 2 yeare 

Originating Unit - 2 yeare 

Until supereeded 

2 yean 

2 yean 

4 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-14 

TR TRANSPORTATION 

DESCRIPTION 

ALL LOCATIONS 
RETENTION PERIOD 

WAREHOUSING- Kinds: Bonded 
Cold Stomge 
General 

10 yean 



THE PORT AUTHORITY OF NEW YORK AND NEW JERSEY 

GENERAL RETENTION SCHEDULE 
TR-15 

TR - TRANSPORTATION 

DESCRIPTION 

WEATHER . 

Forecasts 

Reports 

Stations 

Wind 
Data 

Graphs 

ALL LOCATIONS 
RETENTION PERIOD 

2 yean 

2 yean 

10 yean 

2 yean 

5 yean 
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