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TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 -

. m-g-w’#

1. FROM (AGENCY OR ESTABLISHMENT)

DEPARTMENT OF THE NAVY

T 5, AR

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

CHIEF OF NAVAL OPEEATIONS

tn accordance with the provisions of 44 U.S.C. 3303a the disposal re-
quest, including amendments, is approved except for items that may

3. MINOR SUBDIVISION

MAIL AND FILES BRANCH

be stamped “‘disposal not approved” or “withdrawn” in coiumn 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. gz @m
é—/z-gargawmq .
Kay’ Shesa 697-6823 Date M%Archiriu of the United States
Y

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for.this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified.

[C] A Request for immediate disposal.

page(s) are not now needed for the business of

K& B Request fo/N)jisp sal after a specified period of time or request for permanent

retention Yy o

C. DATE D. SIGNATUAE O Y R T . Wrdebaschall ~
‘ Director, Naval Records Mgmt. &
Admin. Services Div, »— __

7. 8. DESCRIPTION OF ITEM
ITEM NO. (With Inclusive Dates or Retention Periods)

) 10
SAMPLE QR -
JOB NO. ACTION TAKEN

OPNAV _CENTRAL FILES

This disposition reouest covers the Office of the
Chief of Naval Operations (OPNAV) Central Files.
The files are maintained by the Central Mail Room

mated Correspondence Storage Retrieval System and
Microfiche File System., These systems were first
implemented in 1975.

The OPNAV Central Files consist of incoming and
outgoing correspondence, supporting documents,
significant reference materials, and other
essential documentation, classified up to and
including SECRET. The files document the day-to-
day operations of OPNAV, and, as such, will be a

pested in the activities of the Department of the
Navy at its highest level of command. The files
pre maintained and controlled in accordance with
the procedures set forth in OPNAV Instructiom
5218.1B (1 Becember 1975), a copy of which is
sttached. This instruction provides for the con-

and referenced and controlled by means of an auto+t

prigary source of information to researchers inter

version to microfiche of all, but the most routing
OPNAV correspondence and its reference and control
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JOB NO.

PAGE OF

2

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Perods)

9.
10.
SAMELRCR | ACTION TAKEN

Room for processing and dispatch. The corres-

through an automated computer system. The micro=-
fiche of incoming and outgoing correspondence,
which accumulate at a rate of about 100,000 fiche
per year, are filed sepsarately and each is refer-
enced and controlled through its own automated
computer program. Briefly, the procedures for
processing, referencing, and controlling the
OPNAV Central Files are as followss:

1. Incoming Corresnondence, All incoming
correspondence is received in the Central Mail
Room. A determination is made, according to set
standards, as to whether it is to be controlled
or uncontrolled, All correspondence requiring
action or having future reference value is con-
trolled, That is, an "Incoming Mail Record'"
(IMR) is prepared, and the correspondence assigned
an 8 digit Document Control Number, which con-
sists of the year, classification, and a unique
control number. The correspondence, along with
the IMR, is then micrbfilmed, and:the hardcopy : .
of the record, along with a copy of the IMR, is
sent to the appropriate action office for pro-
cessing, if required., Using the IMR, pertinent
information concerning the correspondence is
entered in the computer data bank. The fiche
itself is filed according to security classifi-
cation and thereunder by action office and then
document control number.

2. Uncontrolled Incoming Correspondence, All
uncontrolled incoming correspondence, iné¢luding
couresy-¢opies of correspondence and reference
publications, which recuire no official OPNAV
action and possess no significant reference value,
is sent directly to the anpropriate action 6ffice
where it is filed. If the action office should
determine that such material has significant value
and should thus be controlled, it is returned to
the Central Mail Room for processing as a con-
trolled record.

W

3. DOutgoing Correspondence, Attion offices
forward all completed correspondence, which may

by the action office itself, to the Central Mail

pondence bears a Document Control Number, consist:
ing of the year, classification, and a unique

be in reply to incoming correspondence or initiated

115-203

Four copies, including original, to be submitted to the National Archives

GPO - 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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7. 8. DESCRIPTION OF ITEM SAMPgL.E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

seriasl number, assigned to it by the action
pffice; and it is accompanied by an "Outgoing Mai]
Recorat (OMR), providing various items of data,
such as originator, date of correspondence,

5SIC, and four key words regarding the subject,
The Central Mail Room reviews the corresnondence,
which may include background material and/or the
briginal incoming correspondence, and then micro-
films it, either in its entirity or in part, as
indicated by the action office; enters key infor-
mation from the OMR into the computer data base;
and forwards the correspondence to its destination.
b copy of the OMR, indicating that the concerned
correspondence has been processed, and all back-
cround material accompanying the correspondence
are returned to the action office, along with

n microfiche copy of the outgoing correspondence
for their reference use. The Central Mail Room
files its copy of the outgoing correspondence
microfiche according to security classification
and thereunder by action office and then document
pontrol number.

e

4, Reference and Control. A1l microfilmed
incoming and outgoing correspondence is referenceq
and controlled, each by means of its wn automated
computer progrsam. The data entered into the com-
puter data base is taken from the IMR and OMR.
'he computer can be queried using a variety of
selection criteriaj cirteria differs between the
two program systems for incoming and outgoing
correspondence, although some are identical, such
as originator, date, and key words. Cross refer-
nce between incoming and outgoing correspondence
Es also possible using the IMR filmed with Bhe out-
coing correspondence and from the outgoing *ocu-
ment Qontrol Number entered on the microfiche
jacket of the appropriate incoming correspondence,
It should be noted that in some instances, as
determined by the action office, incoming corres-
pondence is filmed along with the outgoing. Also,
niding in reference and control,is a monthly com-
puter listing of all incoming and outgoing corresj
pondence, The listing for the incoming is arranged
lphabetically by originator, for outgoing by
ction office; both listings are on microfiche.

b

The aprroval of this disposition recuest will
authorize the archival preservation of the micro-

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
’ Revised July 1974
Prescribed by General Services
Admimstration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11.4
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7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

: 10.
SRR | ACTION TAKEN

fiche (silver master and one copy) of all con-
trolled OPNAV incoming and outgoing correspond-
ence, related reference and control computer
tapes, and microfiche (silver master and one
copy) of monthly listings of incoming and outgo-
ing correspondence. Disposition standards are
also provided for the reference copies of the
microfiche of outgoing correspondence maintained
by action offices., Given below are specific
instructions for the disposition of all these
records.,

1. Incoming Correspondence.

a, Microfiche copies.,
(1) PERMANENT. Silver master and one
copy. Retire to WNRC in 6 month increments

(Jan-Jun/Jul-Dec). Offer to NARS when 20 years
old.

(2) TEMPOEARY. Reference gopy maintaine
in Central Mail Room, Destroy whe#%géyears old,

b.. Reference and Control Computer Tapes.

PEEMANENT. . :
b——-——‘—‘-ﬁ-—hﬂ“ﬁ Offer to NAES
hen 20 years old.

c. Microfiche copies of Monthly Computer
listing of Incoming Correspondence.

PERMANENT. Retire to WNRC in 6 month
increments (Jan-Jun/Jul-Dec), Offer to NARS when
20 years old, )

2. Outgoing Correspondence,

a. Microfiche copies.

(1) PERMANENT. Silver master and one
copy. Retire to WNRC in 6 month increments (Jan-
JungJul-Dec), Offer to NAFS when 20 years old.

(2) TEMPORAEY. Reference copies main-

[o7]

tained in Central Mail Koom and in action offices
Destroy whengzgyears old.

115-203

Woples, including original, to be submitted to the National Archives

¥om el s We 9 S/8/80. Y

GPO 1975 O - 579-38

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR 10.
JOB NO. | ACTION TAKEN

b. Reference and control Computer Tapes.

PEEMANENT, SesmissemsivemiibbSeminmiammnmie
SRRk eeey, Offer to N/RS
when 20 years old,

c., Microfiche copies of Monthly Computer
listing of Outgoing Correspondence,

PEREMANENT. Retire to WNRC in 6 month

increments (Jan-Jun/Jul-Dec). Offer to NARS when
?0 years old,

'his certifies that the records described above
Will be microfilmed in accordance with the
standards set forth in 41 CFR 101-11.506 and
stored in accordance with 171-11,507 snd 10l1=-
11.508, The first inspection of the microfilm,
ps required by 101-11,507-2, will take place two
years after microfilming. ZNote: The microfiche
for the years 1975-%%ghave already been inspected

)

115-203

Four copies, including original, to be submitted to the National Archives

GPO -1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



