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~EQUEST FOR RECOROASPOSITION AUTHORITY
 

_ (See InstrucZ on reverse)
. , 

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

1. FROM (AGENCY OR' ESTABLISHMENT)

DEPARTMENT OF THE NAVY 
2. MAJOR SUBDIVISION OPEBATIONS In accordance with the provisions of 44 U.S.C. 3303a the disposal re-CH IEF OF NAV='=-----==-------=:=--:..:.tl~--=-_=_:::.::...:.=-=:.;=____=__::.:..:=. 

/\.'L
___t quest, Including amendments, is approved except for items that may~:..::::..;-

3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" in column 10. 

MAIL AND FILES BRANCH 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT, 

Shea 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I 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 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified, 
o	 A Request for immediate disposal. 

fter a specified period of time or request for permanent 

C. DATE	 E. I E asc a "-
Director, Naval Records Mgml & 

Admin. Services Div. T ~<~ 

7. 
ITEM NO, (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

OPNAV CENTRAL FILES 

This disposition reouest covers the Office of the 
hief of Naval Operations (OPNAV) Central Files. 

The files are maintained by the Central Mail Room 
and referenced and controlled by means of an auto 

ated Correspondence Storage Retrieval System and 
icrofiche File System. These systems were first 

implemented in 197? 

he OPNAV Central Files consist of incoming and 
outg~ing correspondence, supporting documents,
significant reference matprials, and other 

ssential documentation, classified up to and 
including SECRET. The files document the day-to-

ay operations of OPNAV, and, as such, will be a 
ri,ary source of information to researchers inte 
sted in the activities of the Department of the 
avy at its highest level of command. The files 
re maintained and controlled in accordance with 

the procedures set forth in OPNAV Instruction 
5218.1B (1 December 197?), a copy of which is 

ttached. This instruction provides for the con-
ersion to microfiche of all, but the most routin 
PNAV correspondence and its reference and contro 

-
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

throu~h an automated computer system. The micro-
~iche of incoming And outgoing correspondEnce, 
~~ich accumulate at a rate of about 100,000 fiche 
per year, are filed separately And each is refer-
~nced and controlled through its own automRted 
~omputer program. Briefly, the procedures for 
~rocessing, referencing, and controlling the 
PPNAV Central Files are as follows: 

1. Incoming Corresnondence. All incoming
~orrespondence is received in the Central Mail 
~oom. A determination is mAde, according to set 
standards, as to whether it is to be controlled 
pr uncontrolled. All correspondence requiring 
~ction or having future reference value is con-
trolled. That is, an Mail Rec or'd"Tncorrririg " 
(1MR) is prepared, and the correspondence assigne~ 
an 8 digi t Document Control Number, whlch con-
sists of the year, classification, and a unique
control number. The correspondence, along with
rthe1MR, is then microfilmed', and 1 the.hardcopy i.. 
pf the record, along with a copy of the 1MR, is '.-' 
sent to the appropriate action office for pro-
pessing, if required. Using the 1MR, pertinent 
~nformation concerning the correspondence is 
~ntered in the computer data bank. The fiche 
~tself is filed according to security classifi-
~ation and thereunder by action office and then 
~ocument control number. 

2. Uncontrolled Incoming Correspondence. Al 
~controlled incoming correspondence, including
rour~sy~~opies of correspondence and reference 
publications, which require no official OPNAV 
~ction and possess no significRnt reference value 

s sent directly to the annropriate action Office 
~here it is filed. If the action office should 
~etermine that such material has significant valu! 
~nd should thus be controlled, it is returned to 
~he Central Mail Room for processing as a con-
~rolled record. 

,3. Outgoing Correspondence. Action offices 
~orwArd all completed correspondence, which may 
~e in reply to incoming correspondence or initiat~d 
~y the action office itself, to the Central Mail 
~oom for processing and dispatch. The corres-
pondence bears a Document Control Number, consist~ 
~ng of the year, classification, and a unique 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR

ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

serial number, assigned to it by the action 
pffice_i and it is accompanied by an "'Outgoing Mai 
Record! (OMR), providing various items of data, 
~uch as originator, date of correspondence, 
~S1C and four key words regarding the subject.
~he Central Mail Room reviews the corres~ondence, 
~hich may include background material and/or the 
priginal incoming correspondence, and then micro-
Pilms it, either in its entirity or in part, as 
'ndicated by the action office; enters key infor-
nation from the OMR into the computer data base; 
~nd forwards the correspondence to its destinatio~. 
~ copy of the OMR, indicating that the concerned 
porrespondence hRs been processed, Rnd all back-
ground material accompanying the correspondence 
~re returned to the action office, along with 
~ microfiche copy of the outgoing correspondence 
~or their reference use. The Central Mail Room 
~iles its copy of the outgoing correspondence 
~icrofiche according to security classification 
~nd thereunder by action office and then document 
con t.r-oj,number. 

4. Reference and Control. All microfilmed 
~ncoming and outgoing correspondence is reference 
~nd controlled, each by means of its ~ automate 
pomputer program. The data entered into the com-
puter data base is taken from the 1MR and OMR. 
~he computer can be queried using a variety of 
~election criteria; cirteria differs between the 
~wo program systems for incoming and outgoing
~orrespondence, although some are identical, such 
~s originator, date, and key words. Cross refer-
~nce between incoming and outgoing correspondence 
~s also possible using the 1MR filmed with Dhe ou~-
going correspondence and from the outgoing ocu-
men t Q'ontrol Number entered on the microfiche 
jacket of the appropriate incoming correspondence 
~t should be noted that in some instances, as 
~etermined by the action office, incoming corres-
pondence is filmed along with the outgoing. Also 
~iding in reference and control~is a monthly com-
puter listing of all incoming and outgoing corres~ 
pondence. The listing for the i.ncoming is arranged
~lphabetically by originator, for outgoing by 
~ction office; both listings are on microfiche. 

~he apDroval of this disposition reauest will 
~uthori7e the archival preservation of the micro-
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9.

7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

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) TEMPORARY. Reference~y maintaine~ .....in Central Mail Room. Destroy wheu~years old. 

b.~ Reference and Control Computer Tapes. 

PEFMANENT. M 9 td PIt S EWG j 72 r SF N6 

~' ......... __ .. I"",," ... _"·_JIliiiiT .....,....n....... ~, Offer to NARS 
~hen 20 years old. 

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

PERMANENT. Re tire 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 ms ster and one 
copy. Retire to WNPC in 6 month increments (Jan-
JunrJuI-Dec). Offer to NAFS when 20 years old. 

(2) TEMPORARY. Reference copies main-
tained in C~~Jal Mail Room and in action offices. 
Pestroy whe~~ears old. 
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b. Reference and control Computer Tapes. 

PERMANENT. j c b i± g ~ g HDiilS in 6 6££ LL 
.... ~ ... _ .... I ..,..•_.... .. ., Offer to N,ARST_.... I'T_... T"\_ .....'. 
~hen 20 years old. 

c. Microfiche copies of Monthly Computer
 
~isting of Outgoing Correspondence.
 

PERMANENT. Retire to-WNRC in 6 month 
·ncrements (Jan-Jun/Jul-Dec). Offer to NARS when 
)0 years old. 

~his certifies thAt the records described above 
foTi1.1be microfilmed in accor-dance with the 
~tandards set forth in 41 CFR 101-11.')'06and 
~tored in accordance with 101-11.507 and 101-
~1.')'08. The first inspection of the microfilm, 
~s required by 101-11.507-2 will take pl~ce two 
~ears after microfilming. ~Note: The microfiche 
F-orthe years 1975-7.!9have already been inspected ) 

~ 

, , 

10.
 
ACTION TAKEN
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