






























No. 27893                                                       Digital Official Gazette, Tuesday, October 20th, 2015  

 

RESOLUTION ADM N° 202-2015 

 

THE ADMINISTRATOR OF THE PANAMA MARITIME AUTHORITY, in used of his legal faculties, 

 

 

 

WHEREAS: 

 

That by Law Decree No.7 of February 10th, 1998, the Panama Maritime Authority was created, the different 

maritime competences of the public administration were unified and other provisions were enacted. 

 

That the Article 27 of Law Decree No. 7 of February 10th, 1998, establishes that among the functions of the 

Administrator is emitting resolutions related with the functioning and services provided by the Authority. 

 

That the Article 33 of the Law Decree No.7 of February 10th, 1998, establishes the General Directorate of 

Seafarers’ functions. 

 

That the Law No. 13 of January 23rd, 1957, in its Article 8, Subparagraph (b), establishes the obligation, within 

the fold of the State Agencies, to keep record management programs and archives which include the 

organization, keeping, cataloguing, usage and disposition, of their belonging’s documents. 

 

That by Law Decree No. 1-2007-DMySC of January 2nd, 2007, the “Procedures manual for the activity of 

Consular Collection”, second Version, is approved. 

 

That in the subparagraph c of numeral 2 of the Decree No. 1-2007-DMySC of January 2nd, 2007, is established 

that in the archives of each Consulate, should be stayed the documents for the period of time indicated in the 

life tables of the Ministry of Foreign Affairs  and the Panama Maritime Authority. 

 

That by Resolution ADM No. 018-2012 of January 31st, 2012, the Life Table, related with the documents emitted 

by the General Directorate of Seafarers’ different departments, units and areas, detailing description, holding 

period and ways of their preservation, was approved. 

 

It is imperative approving a new documental Life Table, to update the documents of the General Directorate of 

Seafarers and include documents that are not  related with seafarers, and there are in the General Consulates 

of  Merchant Marine,  that are not included in the Life Table approved by Resolution ADM No. 018-2012 of 

January 31st, 2012. 

 

Consistently with the describe in the Article 24 of Law Decree No. 7 of February 10th, 1998, modified by the 

Article 185 of Law No. 57, of August 6th, 2008, the Administrator acts as a Legal Representative of the PANAMA 

MARITIME AUTHORITY in all operations, acts, agreements, and contract this performs; therefore, 

 

RESOLVES: 

 

FIRST: Approves the following Life Table that includes the emitted documents in the different 

departments, units and areas which set up the General Directorate of Seafarers of the 

Panama Maritime Authority, detailing their description, holding period and way of their 

preservation. 
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DIRECTORATE AND SUB-DIRECTORATE OF SEAFARERS 
 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6 years Manual 

Notes 6 years Manual 

Circulars Permanent Manual 

Resolutions 6 years Manual 

Agreements and Regulation 6 years Manual 

Addenda and Annexes 6 years Manual 

Attendance Record 2 years Manual 

Logbook 5 years  

Quality Management Procedures Every Review Manual 

Quality Management System Manual Every Review Manual 

Departments and Units’ Reports 6 years Manual 

Internal Audits’ Report 6 years Manual 

External Audits’ Report 6 years Manual 

Other documents 6 years Manual 

DEPARTMENT OF MARITIME TRAINING 
 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6 years Manual 

Notes 6 years Manual 

Circulars Permanent Manual 

Resolutions of MTC 10 years Manual 

Attendance Record 2 years Manual 

Logbook 5 years Manual 

Quality Management Procedures Every Review Manual 

Quality Management System Manual Every Review Manual 

Placement Records 5 years Manual 

Maritime Training Centers’ (MTC) 
abandoned, desisted, unaccepted and 
non-renewal files 

10 years Manual 

Canceled MTC with recognition’s files  10 years Manual 

In force MTC’s administrative files Permanent Manual 

Maritime Training Center’s Audits reports 10 years Manual 

MTC courses manuals 10 years Digital 

Maritime Training Center’s Certificates 
issued reports 

10 years Manual 

Payment receipt copy of Maritime 
Training Centers’ Issued Certificates. 

10 years Manual 

Other Department’s Documents 5 years Manual 

DEPARTMENT OF MARITIME LABOUR AFFAIRS 
 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6 years Manual 

Notes 6 years Manual 

Circulars Permanent Manual 

Resolutions 6 years Manual 

Attendance Record 2 years Manual 

Logbook 5 years Manual 

Quality Management Procedures Each Review Manual 

Quality Management System Manual Each Review Manual 

National Complaints 2 years Manual 
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International Complaints 2 years Manual 

Certifications 1 year Manual 

Seafarer’s Contracts 6 years Manual 

ASI and PSC’s Copy Reports 2 years Manual 

Dispensation’s Copies 2 years Manual 

Exemption’s Copies 4 years Manual 

Technical Assessments  4 years Manual 

Other Department’s Documents 5 years Manual 

CERTIFICATION DEPARTMENT 
 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6 years Manual 

Notes 6 years Manual 

Fax 6 years Manual 

Circulars Permanent Manual 

Attendance Record 2 years Manual 

Logbook 5  years  

Quality Management Procedures Each Review Manual 

Quality Management System Manual Each Review Manual 

Files of Processed applications (Certificate 
of Competence, course endorsement, 
title certificate) 

10  years Manual 

Deficiency Applications’ files 1  year Manual 

Applications or fraudulent documents’ 
file (offenders) 

10  years Manual 

Accounts-Consulates, International 
Inspectorate and Authorized Commercial 
Office’s files 

10  years Manual 

Account-National Ports files 5  years Manual 

Monthly Finance Report 7  years Manual 

Regional Offices Monthly Report 10  years Manual 

All Regional Offices’ Original Value 
cancelled documents (damaged during 
the printing process, assembling or 
voided for printing defects) 

10  years Manual 

Valuable Document Inventory Report 10  years Manual 

Valuable Documents’ Requisition Files 10  years Manual 

Valuable Documents’ Request Copies 5  years Manual 

Valuable Document’ s Remittances 
Reception Confirmation 

5  years Manual 

Original Remittances of Valuable 
Documents 

Permanent Manual 

Other Archives of Valuable Documents 5  years Manual 

Other Department’s Document 5  years Manual 

SEAFARERS’ QUALITY AREA 
 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6 years Manual 

Notes 6 years Manual 

Circulars Permanent Manual/Digital 

Resolutions 6  years Manual 

Attendance Record 2  years Manual 

Logbook 5  years Manual 

Quality Management Current Procedures Each Review Manual/Digital 

Quality Management System Manual Each Review Manual/Digital 
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Quality Management System Format Each Review Manual/Digital 

Document’s  Master List Each Review Manual/Digital 

Quality Management System Certification 6  years Manual 

Document’s Control and Distribution 3  years Manual 

Distribution’s Matrix 3 years Manual/Digital 

Entry, Documental Changing and 
Derecognition Application 

3  years Manual 

External Documents’ List of Control 3  years 
 

Manual/Digital 

Corrective-Preventive and Improvement 
Actions 

3  years Manual 

Meeting, inductions and others activities’ 
list 

3  years Manual 

Audits’ Checklist 3  years Manual 

Annual Audit’s program 3  years Manual 

Audit’s Plan 3  years Manual 

Quality Management System Internal and 
External Audits’ Report  

5  years Manual 

Auditor’ performance evaluation 3  years Manual 

Reports of Nonconforming Products 3  years Manual 

Minutes of Directorate Review 3  years Manual 

Obsolete procedures 2 years Manual/Digital 

External suppliers’ files 5  years Manual 

Consulting Records 5  years Manual 

Other documents department 5  years Manual 
COMPLIANCE AND ENFORCEMENT DEPARTMENT 

 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6  years Manual 

Notes 6  years Manual 

Circulars Permanent Manual/Digital 

Resolutions Permanent Manual 

Attendance Record 2  years Manual 

Logbook 5  years Manual 

Quality Management Current Procedures Each review Manual 

Quality Management System Manual Each review Manual 

Website update form 2 years Manual 

Agreements between maritime 
administrations 

Permanent Manual 

IMO Different meeting’s Document 
control 

3 years Manual 

Brief template 3 years Manual 

GDS e-mail Digital Disclosure  2 years Digital 

Other documents department 5 years Manual 
SEAFARERS REGIONAL OFFICES DOCUMENTATION 

 

Document’s Description 
 

Holding Period Way of Preservation 

Memoranda 6 years Manual 

Notes 6 years Manual 

Fax 6 years Manual 

Circulars Permanent Manual 

Circulars Issued by the Regional Permanent Manual 

Resolutions 6 years Manual 

Settlement Permanent Manual 

Attendance Record 2 years Manual 
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Logbook 5 years Manual 

Quality Management Current Procedures Each review Manual 

Quality Management System Manual Each review Manual 

Quality Management System Internal and 
External Audits’ Report 

5  years Manual 

Quality Management System related 
documents 

3  years Manual 

Process Application Files (certificate of 
competency, course endorsement, 
endorsement title) 

10  years Manual 

Deficiency application files 1  year Manual 

Applications or fraudulent documents’ 
file (offenders) 

10  years Manual 

Regional Office’s Monthly reports (Issued, 
cancelled, inventory, deficiency, forms, 
fraudulent and others documents set by 
the General Directorate of Seafarers) 

6  years Manual 

Regional’s other internal technical reports 5 years Manual 

Valuable document Remittance notes 5  years Manual 

Valuable document inventory 5  years Manual 

Original cancelled Valuable documents 
(damaged during the printing process, 
assembling or voided for printing 
defects) 

Sent to Panama (monthly) Manual 

Copy or Valuable documents (damaged 
during the printing process, assembling 
or voided for printing defects) 

10  years Manual 

Statement account 6  years Manual 

Monthly report 10  years Manual 

HHRR Files Permanent Manual 

HHRR Forms Permanent Manual 

Services’ contracts Permanent Manual 

Received Documentation report 6 years Manual 

Inventory Equipment Report (goods in 
used, disused and discarded) 

6 years  

Statement of Account with PMA Permanent Manual 

Monthly Financial Report’s Copy (sent to 
Panama) 

10  years Manual 

Service Provider delivery receipt 5  years Manual 

Reports or Received Application Notes, 
and the received support (processed and 
to process) documents. 

6  years  

Other Documentation Regional Offices’ 
documents 

5  years Manual 

MERCHANT MARINE PRIVATIVE CONSULATES, INTERNATIONAL INSPECTORATES AND AUTHORIZED OFFICES 
 

Document’s Description 
 

Holding Period Way of Preservation 

Original Remittances of Valuable 
Documents 

Permanent Manual 

Deficiency Applications’ files 1 year Manual 

Copy of Certificate of Competence’s 
application 

10 years Manual 

Endorsement Title Certificate Application 
Copy 

10 years  

Certificate of Competence Application 
Copy of Seafarer’s Basic Courses  

10 years Manual 

Processed Application Files (Certificate of 10 years Manual 
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SECOND: INSTRUCT the General Directorate of Seafarers to communicate the content of this 

resolution to its different Department, Units, Documentation Regional Offices, as well as, 

to the different General Consulates of Merchant Marine.  

 

THIRD:   This resolution derogates the Resolution ADM No. 018-2012 of January 31st, 2012. 

 

 

LAW BASIS: Law Decree No.7 of February 10th, 1998, modify through Law No. 57 of 

August 6th, 2008, Law No. 69 of November 6th of 2009, Law No. 91 of 

November 7th, 2013 and Law No. 27 of October 28th of 2014. 

     Law No. 13 of January 23rd, 1957. 

     Law Decree No. 1-2007-DMySC of January 2nd, 2007. 

 

 

COMMUNICATE, PUBLISH AND COMPLY 

 

 

Given in the City of Panama, this seventh (7th) day of the month of September of the year two thousand and 

fifteen (2015). 

 

 

 

 

(Unintelligible Signature)     (Unintelligible Signature) 

 

JORGE BARAKAT PITTY      EDUARDO SEGURA 

ADMINISTRATOR OF       DIRECTOR OF THE LEGAL OFFICE, 

THE PANAMA MARITIME AUTHORITY     ACTING AS THE JUDICIAL SECRETARY 

 

 

 

Competence, Course Endorsement,  
Endorsement Title) 
 

Issued Certificate Receipt Copy 
 

10 years Manual 

Monthly Existence Inventory (Annex 1) 10 years Manual 

Collection Report (Annex 2) 10 years Manual 

Work Detailed Report (Annex 3) 10 years Manual 

Original Value cancelled documents.  Sent to Panama (monthly) Manual 

Disused and Obsolete Value Documents 3  years Manual 

Processed documents copies for 
seafarers, authorized for General 
Directorate of Seafarers 

6  years Manual 

GDS’s Circulars Permanent Manual 


	escanear0070.pdf
	06DGGM Res ADM202-2015 EI
	03DGGM Circular 0018 RES ADM202-2015.pdf
	RESOLUTION ADM N 202


