
  

 

 

  
   

 

  

    

  

 

 

     

  

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-NU-86-004 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 5/31/2024 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

The following items remain active: 

4000/2 

4000/4/A-D 

4010/1-2 

4010/3 - all sub items (note that these are GRS deviations that are no longer current) 

4020/3/B 

4030/1 

4041/1/A-D 

4041/2/A-D 

4041/3/A-D 

4050/1/A-B (note that these are GRS deviations that are no longer current) 

4050/1/C/1-2 

4050/1/D 

4050/1/E/1-2 

4050/1/F (note that this is a GRS deviations that is no longer current) 

4050/3/B 

4060/1/A-B 

4060/3 

4061/2 

4061/3/A-D 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 5/31/2024 N1-NU-86-004 



  

 

 

  
   

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

  

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

4065/1 

4065/2/A-B (note that these are GRS deviations that are no longer current) 

4066/1/A/3 

4066/2/A 

4066/3 - all subitems (note that these are GRS deviations that are no longer current) 

4066/4 (note that this is a GRS deviation that is no longer current) 

4066/7/C/2 

4067/1 

4069/1 

4069/3/B 

4080/2 

4082/2-12 

4101/1-3 

4110/3 

4121/1 

4121/2/A/4 

4121/2/b 

4200/1/A/1-3 

4200/1/B/1/A-B (note that these are GRS deviations that are no longer current) 

4200/1/B/2-3 (note that these are GRS deviations that are no longer current) 

4200/1/C-E (note that these are GRS deviations that are no longer current) 

4330 - all items 

4335/1/A-D 

4400/2/C 

4400/7/A 

4400/7/C 

4402/1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 5/31/2024 N1-NU-86-004 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

4403/1 

4406/1-2 

4406/10/A-D 

4419/1 

4430/1/B 

4440/1 (note that this is a GRS deviation that is no longer current) 

4440/4/A 

4440/20/A/1 

4440/20/B/1 and 3 

4440/20/C/2/C/3-4 

4440/23-24 

4441/2 

4442/3-5 

4443/5/A 

4452/1/A-D 

4460/1 

4470/2 

4510/1 (note that this is a GRS deviation that is no longer current) 

4520/1 (note that this is a GRS deviation that is no longer current) 

4530/1 

4530/2/A/1 (note that this is a GRS deviation that is no longer current) 

4530/2/A/2/A-B 

4530/3 

4545/1-2 

4540/1 (note that this is a GRS deviation that is no longer current) 

4570/1 (note that this is a GRS deviation that is no longer current) 

4600/1/B 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 5/31/2024 N1-NU-86-004 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

4600/3 

4610/1/A-D (note that these are GRS deviations that are no longer current) 

4610/2/A-D (note that these are GRS deviations that are no longer current) 

4610/4 

4610/5/A-D 

4612/1 

4620/2-3 

4620/5/A-B 

4620/12/C/1 

4620/22/N 

4623/1/A 

4630/2-3 

4640/2-3 

4650/3/A (note that this is a GRS deviation that is not current) 

4650/3/C/1 (note that this is a GRS deviation that is not current) 

4560/3/F 

4651/1 

4660/1 

4680/2 

4700/1/B 

4700/1/C/1/A/2 

4700/1/C/1/B 

4700/1/C/3/B 

4700/1/C/4/A-B 

4700/2/A-D 

4700/3/A-D 

4701/4/A-D 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 5/31/2024 N1-NU-86-004 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

4701/5/A-D 

4701/6/A-D 

4710/2 

4710/4 

4710/5/A-J 

4720/1-2 

4730/1/D/1-2 

4730/6/B 

4730/7/A-D 

4770/1-2 (note that these are GRS deviations that are no longer current) 

4790/2 

4790/3/A 

4790/4 

4800/2 

4813/1/A 

4831/1 

4841/1 

4858/1/C 

4862/1 

4870/4/A/1 

4900/1/A-B 

4900/2/D 

4905/1-2 

4910 - all items 

4920/3 

4920/4/B 

4920/7 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 5/31/2024 N1-NU-86-004 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

  

      

 

   

         

  
 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

4940/1 

4940/2/A-B 

4950/1/B 

4950/3 

4960/1/A-D 

4730/8/A-D 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

All other items were superseded by DAA-NU-2015-0004, or they were filing instructions, except: 

N1-NU-86-4 / 4620/22/A was superseded by DAA-0313-2011-0002-0001 

N1-NU-86-4 / 4700/1/A/1 was superseded by DAA-NU-02015-0011-0013 

N1-NU-86-4 / 4700/1/A/2 was superseded by DAA-NU-02015-0011-0013 

N1-NU-86-4/ 4622/4 was superseded by DAA-NU-02019-0014-0001. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 5/31/2024 N1-NU-86-004 



LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

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

ATION TO AGENCY 

the provIsIons of 44 USC 3303a 

I FROM (Agency or establishment/ 

DEPARTMENT OF THE NAVY In accordance with 
2 MAJOR SUBDIVISION the disposal request, including amendments, Is approved

NAVAL DATA AUTOMATION COMMAND except for items that may be marked 'd1spos1t1on not 
,,-,-.,.,..,-,c=-=c-==-=--,--.,..,,,..=-c-,-------------------------1 approved" or "withdrawn" in column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal. the signature of the Arch1v1st Is 

NAVAL SUPPLY SYSTEMS COMMAND not required t 

4 NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT DATE 

MS. PAT TOWNSEND 433-4217 
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 wll I not be needed after the retention periods spec1f1ed, and that written concurrence from the Gene1 al 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence @ 1s attached, or D 1s unnecessary 

B 

11 

DATE 

DEC 85 J. L. 

D TITLE 

Director, Naval Records and 
---~Information Management Department 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With lncluswe Dates or Re ten hon Periods) 

CHAPTER 4 

SSIC 4000-4999 

The records described in this chapter relate to 

9 GAS OR 
SUPERSEDED 

JOB 
CITATION 

all aspects of Navy and Marine Corps logistical 
operations -- the furnishing of supplies, equipment 
and services (including personal services to the 
Department of the Navy (DON). They relate to 
procurement; contract inspection; supply issue and 
distribution; supply handling; packaging and storag; 
inventory control; travel and transportation 
(passenger and freight); maintenance, construction, 
and conversion; current production and industrial 
mobilization planning; and foreign military 
assistance (mutual security and military sales). 
These records are accumulated by departmental and 
field supply, procurement, or 0ther logistical 
activiti~s or offices~ or othef·organizational 
uni ts-.:-

Some exceptions to disposal standards are necessary 
Regardless of authorizations in this manual, record 
directly relating to matters listed below will not 
be destroyed until final clearance or settlement 
of the case: 

An outstanding exception by the General 
Accounting Office (GAO); 

10 ACTION 
TAKEN 

(NARS USE 
ONLY) 

STANDARD FORM 115 (REV 8-83)
~115-108 

Prescribed by GSA ,z:_ /':. 
FPMR (41 cFR) 101 11 4 v;-AlcLl r) 



PAGEIJOB NO.
.:OU EST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 

2 OF 2 
9. GRS OR 10. ACTION7. 8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 

(With Inclwlve Date• or Retention Perlo,u) JOB (NARSUSENO. 
CITATION ONLY) 

- An outstanding claim for or against the 
United States; 

- A case under litigation; or 

- An incomplete investigation. 

~his ce~tifies that the records deseribed in thi@ 
sehed1:1le will l::le mi@Fofilffled iH aeeordanee wH:h 
the standards set forth iH 36 CPR, Part 1230. 

This certifies that records in this schedule 
that have been approved for conversion to a 
filmed medium, will be microfilmed, stored, 
and inspected in accordance with the standards 
set forth in 36 CFR, Part 1230. 

115-204 Four copies, Including orlglnat to be submitted 
to the National Archives and Records Service. 

STANDARD FORM 115-A (REV. 12·83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 
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CHAPTER 4 

LOGISTICS RECORDS 
SSIC 4000-4999 

THE .RECORDS DESCRIBED IN THIS CHAPTER RELAJE TO ALL ASPECTS OF NAVY AND MARINE CORPS LOGISTICAL 
OPERATIONS--THE FURNISHING OF SUPPLIES, EQUIPMENT, AND SERVICES (INCLUDING PERSONAL SERVICES 
TO THE DEPARTMENT OF THE NAVY (DON)). THEY RELATE TO PROCUREMENT; CONTRACT INSPECTION; SUPPLY 
ISSUE AND DISTRIBUTION; SUPPLY HANDLING; PACKAGING AND STORAGE; INVENTORY CONTROL; TRAVEL AND 
TRANSPORTATION (PASSENGER AND FREIGHT); MAINTENANCE, CONSTRUCTION, AND CONVERSION; CURRENT 
PRODUCTION AND INDUSTRIAL MOBILIZATION PLANNING; AND FOREIGN MILITARY ASSISTANCE (MUTUAL 
SECURITY AND MILITARY SALES). THESE RECORDS ARE ACCUMULATED BY DEPARTMENTAL AND FIELD SUPPLY, 
PROCUREMENT, OR OTHER LOGISTICAL ACTIVITIES OR OFFICES, OR OTHER ORGANIZATiONAL UNITS. 

SOME EXCEPTIONS TO DISPOSAL STANDARDS ARE NECESSARY. REGARDLESS OF AUTHORIZATIONS IN THIS MANUAL, 
RECORDS DIRECTLY RELATING TO MATTERS LISTED BELOW WILL NOT BE DESTROYED UNTIL FINAL CLEARANCE OR 
SETTLEMENT OF THE CASE: ' 

- AN OUTSTANDING EXCEPTION BY THE-GENERAL ACCOUNTING OFFICE (GAO); 

- AN OUTSTANDING CLAIM FOR OR AGAINST'THE UNITED STATES; 

- A CASE UNDER LITIGATION; OR 

- AN INCOMPLETE INVESTIGATION. 

111-4-1 



~ 
1. PRIMARY PROGRAM RECORDS. Correspondence, reports, 
studies, record copies of instructions and notices, and other 
records that document the establishment, development, and 
accomplishment of Navy and Marine Corps logistics policies, 
plans, and programs. Programs documented include 
procurement; contract inspection; supply issue and 
distribution; supply handling; packaging and storage; 
inventory control; travel and transportation; maintenance, 
construction, and conversion; current production and 
industrial mobilization planning; and foreign military 
assistance. These records are maintained by the Chief of 
Naval Operations, Naval Supply Systems Command (NAVSUP), 
Headquarters US Marine Corps, the Assistant Secretary of the 
Navy (Shipbuilding and Logistics) (ASN S&L), and other 
Systems Command Headquarters. 

~ 
~ords are accumulated in connection with the routine, day­

to-day, administration and operation of Navy and Marine Corps 
logistics programs. These records accumulate primarily at 
NAVSUP and Marine Corps field activities responsible for 
implementing and administering policies and programs estab­
lished by higher echelon offices, but they may also be be 
accumulated by higher echelon offices responsible fo Navy­
wide policies and programs in connection with their routine, 
day-to-day operations, as opposed to their activities covered 
under SSIC 4000.1 

Permanent. Retire to WNRC 
when 5 years old. 
Transfer to National 
Archives (NARA) when 20 
years old. 

http:PI()e.HI


~ 
4. BIOMEDICAL AND FACILITIES SYSTEM (BIOFAC) & (FESS/SPAS) 
This system is comprised of the preventive maintenance, 
emergency and service subsystem (PESS) and the standard 
property accounting submodule (SPAS). PESS provides an in­
expensive means for scheduling preventive maintenance and 
emergency service. Maintenance tracking and history are 
supported for both facility and biomedical activities. The 
SPAS submodule is an interactive microcomputer based property 
accounting system for the management of medical and dental 
equipment. System is maintained at Naval Medical Data Services 
Center, Bethesda, MD and supports all 28 Naval Hospitals. 

a. Master file and historical data tapes. 

b. Input data tapes and paper record. 

c. Output data and reports-COM and paper. 

d. Systems documentation to include description of 
data elements, file layout, code books, and operatnrs and 
user manuals. 

Retain on board. Destroy 
after 3rd system backup. 

Retain on board. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required 
for reference. 

Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 
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LOGISTICS RECORDS 

2. ACTIVITIES GENERAL CORRESPONDENCE FILES. Files of all supply Destroy when 2 years old. 
activities and offices (departmental and field) or departments, 
divisions, or other organizational units of activities and offices 
relating to the- operatio~ ~her then rece~s eover:ed in paE. j ~s 
~g • l} E l'-C / u ,J,,. f..'"' .,,.. -..,-.._, ro'f re,. ..,, ,-ecord ,;; v n u er ., IC.. 
lfbb 

0 

.t:fe,do, 1). 
: LOGISTICAL REPORTS. Reports relating to all phases of logistics Destroy when 2 years old. 
management (other than those specifically covered elsewhere in this 
chapter) submitted to or summarized in reports to higher authority. 

• SSIC 4001 

GIFTS TO NAVAL ESTABLISHMENT RECORDS 

III-4-2 
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tJAll'I ~f-,r,~..,t- pa/ ,cy ,L, /.,,. S r~ la. f,,,,"l 
1. PRIMARY PROGRAM RECORDS. ATl:lese record's pe'Et.aift to acceptance 
of gifts for the benefit of, or in connection with, the establishment, 
operation, or maintenance of, a school, hospital, library,· museum, 
cemetary, or other institution or organization under the jurisdicatio 
of the De artment of the Navy as authorized b 10 u.s.c. 2601. Files 

include correspon ence on 91 s ma e spec1 1ca y tote Naval 
Academy, and the Naval Academy Museum, authorized by 10 u.s.c. 6973 
and 6974, and to the Naval Historical Cen~er, authorized by 10 u.s.c. 
7222: and acceptance of gifts for the recreation, amusemj.Jlt, and con­
tentment of enlisted members of the naval service, authoi,<zed by 
10 7220. • 
2. b EAJ£z._4-'- Co,2 ~ s P0A..::1v S.AJ c£., / "'=,----------~ 

SSIC 4002 

LOANS OR TRANSFERS TO OR BY THE NAVAL ESTABLISHMENT RECORDS 

1. LOANS OR TRANSFER RECORDS. These records pertain to loans or gifts 
to or by Navy activities authorized by the Secrtary of the Navy under 
10 u.s.c. 7221 and 10 u.s.c. 7546. Files $pecifically pertain to 
to acceptance and care for such gifts of silver and-other articles as, 
in accordance with custom, are made to vessels of the Navy, and return 
(lending or giving)~these H-t-9- to the original donors. 

o/:- yd-75 
2. 6€,....,E.i?./lL- L0/1-1\J i=,LES. 72e.c...ord5 r-~to...+,nr- t lca.r25 -fo crr-

b '1 ,Vo...L11 1) ~po..r f ,Y/en f- 0- C. --t-1 v,+, "t!' s f-"ssfc 4010 re,J"r,--;;'1 I fe:,n-7 s 
c::.:,,'1e..r- '1-t,...o..l"\. -r~o5~ ✓ rJC. lv~ef&.,v,d~r =====t:fS/C. 4~a2.l,F,ks 
lnc.lut/e.. Cor.re...r,Pt:7>-1~.--aee-;1 rt!CCi_r'-rs., l~.::-..n c::a..-,re,:mr...,_-1-s (°Tl:::'. 

SCRAP AND SALVAGEABLE MATERIALS RECORDS 

THESE RECORDS ARE ACCUMULATED BY ACTIVITIES AND UNITS PERFORMING 
FUNCTIONS RELATING TO THE HANDLING OF SCRAP AND SALVAGEABLE 
MATERIALS. (IN NO EVENT MAY DISPOSAL OF RECORDS BE MADE PERTAIN­
ING TO ACCOUNTS, CLAIMS, OR DEMANDS INVOLVING THE GOVERNMENT OF THE 
U.S. WHICH HAVE NOT BEEN SETTLED OR ADJUSTED BY GAO WITHOUT 

12~ ~re. 
Permanent. 'Pronefer to wAJec 
ne~Ee~ewhen 4 years
old. ............- 6o NARA when 
20 years old. 

~er-cPermanent.wfe:p to 
neares'a2Ai~~hen 2 years
old. to NARA when 
20 years old. 

III-4-3 
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z 
w 
Q. 
)( WRITTEN APPROVAL OF THE COMPTROLLER GENERAL, AS REQUIRED BY 44
"' u.s.c. 3309.)
t-
z 
l&I 1. SCRAP OR SALVAGEABLE MATERIAL REPORTS. Copies of reports sub­ Destroy when 2 years old. 
z 
~ 

mitted to higher authority and related correspondence and papers 
[t (other than reports covered in par. 4010. 2)_.l&I 
:> 
g, 2. RECORDS RELATING TO THE SALVAGE AND DISPOSAL OF SCRAP BY PRIVATE Retain on board. Destroy 

CONTRACTORS. Correspondence, declarations from contractors, invoices, when 4 years old.t­
c( memoranda approving payment, and other refated and supporting papers. 
0 
l&I 3. l!ECORD~ REGARDING SALES OF SCRAP AND SALVAGEABLE MATERIAJ,u 

{ E-)1.e../v e ,-t=,(frds o~ SQ. ✓es ,:z )2e,a_l ,Prc:i!')e-,-..;.y -see ssn::. //e, ✓/,):J 
0 a. Property Disposal Correspondence Files. Correspondence files Destroy when 2 years old.0 
[t maintained by units responsible for property disposal, pertaining to .. (GRS 4. 4)
0.. 
l&I their operation and administration, and not otherwise provided for. 
[t 

b. Excess Personal Property Reports Destroy when 3 years old. 
(GRS 4.5) 

c. Surplus Property Case Files. Case files on sales of surplus 
personal property, compri~yivitations; bids, acceptances, lists of 
materials, evidence of saleW,cCnd related correspondence. 

(1) Transactions subsequent to Juli 25, 1974, of more than l)e"s-rra'f G:> r-e-o...r.S ~ ~,
l'a_.., !>"~ ,,-f- .. ,=-: ,~ ~ C, n eul.,,c t,__$10,000; and transactions prior to July 26, 1974, of more than $2,500. a. c'+-(t'M s a.re pe,l\ot,, 1 S'4.,.Jlt£ oe 
la r-o uc;;, -1-

(a) Records on which actions are pending ~c i A~ forward to next~ 
41ye a r ' s f i 1 es, flR=rl!J i 1 pii•;! " 

the r 211i. W\. Des trey -6 
veacs after fiRal 
PB¥11\&Rt. (GRS 4.6a) 

(b) Records on which no actions are pending Place in inactive file on 
final payment and trans­
fer to FRC 2 years there­
after. Destroy 6 years 

III-4-4 
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7 
w 
Q. 
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after final payment. 
(GRS 4.6a) 

(2) Transactions subsequent to July 25, 1974, of $10,000 or 
0 
C) 

t­
c( 

0 
w 
u 
:) 

0 
0 
a: 
IL 
w 
Q: 

less; and transactions prior to July 26, 1974, of $2,500 or less. _ --:-... e 5 -.,..,..c, '-f' .3 '-t ~o..r J c;../-r'er ,Lnic..,,1/ 
,.., P.0-....., ,t, e-.,., + ~ 

(a) Records on which actions are pending Bring forward to the 
. next year's files for 

d~s t,...,.J6Ju:n di spoeal: therewith. 
De.st-E-ey--3-years after 
final payme,A-4:,. (GRS 

, 4. 6b) 

(b) Records on which no actions are pending Close file at the end 
of each fiscal year. 
Destroy 3 years after 
file is closed. (GRS 
4.6b) 

• III-4-5 
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SSIC 4015 

EQUIPPING AND ALLOWANCE DOCUMENTS (MARINE CORPS ONLY) RECORDS 

1. MASTER COPIES OF TABLES OF EQUIPMENT AND TABLES OF ALLOWANCES 
,ee.r, R.e_ 

a. Fleet Marine Force Activities Permanent. T~&Refer to 
WNRC 5 years after 
issuance of new tables of 
allowance and equipment. 

,et,,.;j.f.e.,. ~ to NARA when 20 
years old. 

b. Non-Fleet Marine Force Activities Retain on board. Destroy 
when cancelled or super­
seded. 

2. ROUTINE CORRESPONDENCE FILES. Files which pertain to modifications Transfer to WNRC when 3 
of allowances for MARCORPS equipment. Include correspondence received years old. Destroy 
from MARCORPS activities and responses by_Headquarters, MARCORPS (HQMC). when 6 years old. 

SSIC 4020-4029 

PETROLEUM RECORDS 

it!latt!u H:H.:uiu::; umlt:!1 SSIC 4021 Naval I'etroleum Reserves, uB~ {/!.., ~• / u 

SIC 4022 Strategic I'etroleum Reserve, SSIC 4023 Synthetic~~ -t 
uels and Fuel Quality, SSIC 4024 Petroleum Requirements, SMBN'l!S 

ssrc 4025-Petroleum Stocks, SSIC 4026 Petroleum Management,NT ~ND 
1 SSIC 4027- Petroleum Procurement, and SSIC 4028-Petroleum '¾ 

1 consu■ption should be retired to FRC's under ssrc 4020. 

SSIC 4020 

PETROLEUM RECORDS 

III-4-6 
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%. GENERAL CORRESPONDENCE FILES. Files add reports relating to the Destroy when 2 years old) 
internal operation and administration of petroleum supply. 

t! MILITARY PETROLEUM SUPPLY RECORDS 

a. Primary Program Records. Files contain bEead energy policy 
documents and directives pertaining to petcoleum requirements, pro­
curement, stock, consumption, and reserve~; Files also include 
documents pertaining to international agr,~•~ments and negotiating +a.. J 
histories on petroleum supplies . ..,-he.se r. s '·~./"fl! s t:J..r-e. ma.,;1 ,ne 

bL/ -rJ. e AJ-.&.1 'f ?~ t-rd k-u,,,,, " -,;~, e.11! ,::,...,..,_d M ~tL ✓~ u &-~rs AJA..,,/ S "l'/J 1'1 S""'I s-J.,-#'1'1 S C:m,, ,.,..,. d. 
3. ,J,. !;~l' Ree9rtf(.. Reports prepared or accumulated by military 

petroleum supp1y activities at the depar~ment level for fuel 
procurement management purposes. f8ee par. 10349 foe other fuel 
roepeEte.t Included are petroleum products ~tatus and program 
reports, reports of bulk (fuel) liftings, arid fuel production or 
output reports tsuch as aviation gasoline and alkylate reports) . 
.E JCc t'-1J e ;(-ut!-1 r~p~..5 _,,{, 1~ ii c.,n '11'~ r S' .s t C / ~ 340. I o..-,.cJ s.s I c ro3-4-o., 3 . 

ti> summarXza reports Des troy when J years old. 

Jl, Activity's report~ including feeder reports used to Destroy when 2 years old. 
prepare summary reports 

i~ SOURCE DATA FILES. Pamphlets, bulleti~s, catalogs, and other Retain on board. Destroy 
publications industry analyses, copies of statistical and analytical when superseded, can­
reports, and other similar information materials and data pertaining celled, obsolete, or 
to fuel (petroleum) matters (including production, usage, consumption, purpose is served. 
export and import, and international commerce). These records are 
used only for reference purposes and to facilitate planning and local 
action for the procurement and distribution of petroleum. 

3..S­
SSIC 4030-40H-

-GBNRR.•." PACKAGING RECORDS 

I Related records under SSIC 4031- Cleaning, SSIC 4032-
Preservation, SSIC 4033- Packaging, SSIC 4034- Packing, and 
SSIC 4035- Markings, Labels, and Designations should be 

_ retired to FRC • s under SSIC 4030. 
j1'f_ III-4-7 

r -r~-r) 
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• ssrc 4041 

ADVANCED BASE FUNCTIONAL COMPONENT RECORDS 

1. ADVANCED BASE FUNCTIONAL COMPONENT SYSTEM. Sy:::;tem mea.sun:~::; 
planning, procurement, assembly, a11Ll ::;hipping of material dnd 
perso11nel that dre needed to satisfy fctcility support re4uire­
ments. Supports CNO requirement to maintoin a detailed Advanced 
Base Functional Component Initial Outfitt1ng List (ABIOL) for 
the Naval Cons1ruct1<>n Force. System is m~inta1ned at FACSO, 
Port Hueneme,CA ctnd supports CBC Port Htwneme; CBC Gulfport, MS; 
CBC Drtvisville, RI; Fleet Material Supvort Office, Mechanicburg, 
PA; ,1nd NAVFACENGCMD HQ. 

a. Mosh~r filE-~ and h) storica 1 data tapes. 

h. Tnput rlatct tc-:11.Je!::i c..1rlll !Jt1per record 

c. Output ddta l1nd report::;-COM ,1.nu pa.per. 

Ll. Systems documentcttinn to include description of 
Lli1td t~lements, file layout, crnle bi.101<.s. and operators and 
user manuals. 

Retain on board. Destroy 
after 3rd system backup. 

Rett:tHl nn bot:tnl De:::;troy 
when no longer required. 

Retain on board. Destroy 
when no longer r~quired 
for reference. 

Retdin on bodrd Destroy 
when superseded or no 
longer needed for refer­
enc~. 



2. TABLE OF ALLOWANCES SYSTEM (TOAS) System lists reqt1ired 
equipment and supplies for each Naval Construction F,:1cili ty. 
Provides a baseline for caJculatJny stock for NAVFAC Advanced 
BaBe Trut.ial Outfitting J.ist (ASTOL). System maintained at 
FACSO Port Hueneme, CA. 

a. Master file and historical data tctpes 

h. Inp11t <Ja.t,1 tapes and pdper record. 

d. Systems documentation tn include desc-r.1ptinn of 
(latti elements, file L1yout, code buoks, and operator~ and 
user manuals. 

Retain on board. Destroy 
after 3rd system backup. 

Ret~in on hoard. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required 
for refc~rence. 

Retdin on bot1rd. De8troy 
when superseded or no 
longer needed for refer­
l:!nce. 



3. INVENTORY MANAGEMENT DATA BASE SYSTEM System cont~ins 2C 
cog ca.trilo,;1 items for the Advanced Base FunctiorMl Component 
(ABFC) System and Table of Allowa11res (TOA) System. Provides 
Ndt.1onal stock numbers and e41nvmenl c r1te,Jory code levels. 
Sys tern ma int.dined by FACSO, Port H1wnt~me and supports al 1 3 
CBC's. 

d. Mrl~..;tPr f..1. le aud tustor1cctl datd tdpes. Retdln on board. Destroy 
after 3rd system hacku(J. 

Retain on bodrd. Destroy 
when no longer required. 

c.:. Output data ancl report:.:;-COM ,:tnd µaper. Ret~in on bodrd. Destroy 
when no longer required 
fnr rt:-ference. 

d. Sy~.;t1::1 m:.:; documentation tu 1 nc lude description of Retain on boctrd. Destroy 
dt1ta ell-Jments, file layout, code books, and operators and when superseded or no 
user manur1l!; longer needed for refer­

ence 
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J !MB RECORDS IN THIS ( 4830 4039) SERIES ARR RELATED 'FO GENERAL PACKA(;ING­

RECORBS AND INCLUDE CLEANIN6; PltESBR'.JATION1 PACKAGING: PACJC.INCJ AND 
MI\RKINGS, I.AB-ELS, ANO DES IGIU'tTIONS RECORDS·. 

SSIC 4030 
GENERAL PACKAGING RECORDS f!t;_f,,, ,..~ 

GE wE.iZ.44- -z:: ,2 e c :; fer ~ F ,z_c l....:> I..... e .., 
1. A CORRESPONDENCE, REPORTS, AND PAPERS . . Docum~nt~ accumulated by DestEoy wheA--t-years eld. 
activities and offices in connection with, the~p~ation and administra­ I 'j <'o-r- o td. D~..s-r-r~ 7 ~ 1........a............... 

3 7 ea.. r 5 c, !cl .tion of naval packaging programs and techniques, including cleaning, 
prese~vations, packing, marking, 1abeling, and material designation. 
"E:~c.Jvae. pr11fJ o-r-y -p,-e,, ra.. f'r'\ Co r-r-e sp,-.,, ~ ~ c ~ .,C, l'r!" d cuule,... ~ SIC 4000, I~· 

2. OTHER PACKAGING 5' ■ 11fla\M RECORDS Retain on board. Destroy 
when obsolete or purpose

Rj)':¥'/rJvl}S l) 13 ,1SE R~~'?P-0 ~ is served. 
~-

12 I .I,_..,~....::.=: c ,, ./c- e >c <i I < t2, 

'""'--, ••• 1 ( ' ~ l'-t-( ....,,._-....._.......,.___,-----~ ,I'""-'.i..JI• , ~ cc r o ~ c r - Ir, -- ..r ln: 7<, 4- e•' . 
SSIC 4040-4'ellt 

ADVANCED BASE PROGRAM RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files of a routine nature pertain­ Retain on board. Destroy 
ing to advanced naval bases anj aerre~pondeRea. Fiies pertaining to when 4 years old. 
advanced base functional components as described in OPNAV 41P3, (Table 
of Advanced Base Functional Components). Files also include material 
planning, procurement, assembly, and shipping of material and personnel 
to satisfy facility support re~uirements. Also i~cludes i~ti'-1 out- /A~t~;: lists. E~e,~d• r-°'r pr~r~•- ~weJ::C~~~::/,- ~~ ~--u✓c~ 

NATO COMMON INFRASTRUCTURE PROGRAM/NATO LOGISTICS RECORDS 

1. GE~RAL CORRESPONDENCE FILES. r€W'~ § 11~ tlc-,.•tc.':. e ,-t!/,o.. ./, /1 ~ Destroy when 2 years old. 

t:. -rk,e._. r,oc:1r.l1"1 r /4.t (ld1c5 L'I-, J,f,e S,«~-d ,,t;)..~(/ 

eJ- L-f "' e-~ ,,,.1 ;- ; "<Ju,· ro al 6 Svfit7~ f- 01/ /, • 4:, ')' ~c e S 

O..<J -f, , 17 u n tLe y- IV'A ,o C'9.,,,.,. in- n.-,._,.a', I I 1-4-8 £)CC" ,...,ti~ ,, 
pr, ""' d r, {', 0 'fY CJ tt, Cc, r, e ,S Pfh\d~ M. t' t! f • Ie d V f\ tJ e r S St J t' ~() tJ• 



. SSIC 4050 

HOUSEHOLD GOODS AND PERSONAL PROPERTY RECORDS 

1. HOUSEHOLD GOODS CONTRACT FILES. Contract records relating to 
the packing, shipment, or storage of housebold and personal goods. 

'Z.5 
a. Case Files Relating to Transactions. of $.t6",000 or Less 

b. Case Files Relating to Transactions of More than $~ 
~ 

1 000 

c. Contracts, Purchase Orders, Procurement, or Contract 
>ocuments. Files other than those covered in pars. 4050.1.u.. q,,d ~ea.1.o 

(1) When maintained for reference (informational) purposes
,nly 

Retain on board. Destroy 
when 5 years old. 

Retain on board. Destroy 
when project has been 
audited and a financial 
certification has been 
issued . 

Destroy 3 years after 
completion of action. 
GRS 3.4.a(2) 

Place in inactive file 
upon ~omEletion of action 
and ttiMf~r inactive file 
to FRC when 1 year old or 
no longer needed for 
reference. Destroy when 6 
years and 3 months old. 
GRS 3. 4 • a (1) 

Retain on board. Destroy 
upon completion of con­
tract or when no longer 
needed. 

III-4-9 
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X (2) When maintained for other than reference purposes Retain on board. Destroy 

II- 1 year after completion of 
z action on related con­

tract, subcontract, or 
other purcha~e document.II 

I 

d. Procurement or s Retain on board.Contracting Officer 4 Company Files Destroy 
c:.. ....7', ,', f ~rs :aj)_d,dtl!-nee _/2-,,.~ h,_ e-,- .,,, ,,,.,., 7 7 ,,.. - , ✓, ,, ..... 6>/r,cer when superseded, can­t 

a...11 tf ,~mf'_ a_A., 81!! S" ;/J ~ /,... , r- .r,,. 6, /s t:C' Q. re v$~ C'".,mwre..;IJ-'f:, celled, or company is 
CA,,,1 Cc,m//a,,, ~s ~?1-,4.., ;-1.s- ;- G-rr;o h,:,a,. rl, r.--5·, removed from qualified 

bidders' list or other 
record. 

e. Contract Control or Number Assignment Records. Cards, logs, 
or other similar records used to account for contract numbers 
assigned or as control or index record of 'contracts, purchase orders, 
task orders, or subsidiary contracts, or to control the distribution 
of contracting documents, including records of contract modification 
numbers. 

(1) Master files used as cross reference indexes to contract Retain on board. Destroy 
or purchase order files with related contract 

files. 

(2) All other records Retain on board. Destroy 
1 year after completion of 
all listed contracts. 

f. U.S. Government Tax Exemption Certificates Retain on board. Destroy 
wherr3~ years old. 
GRS 3.13. 

. 
2. HOUSEHOLD GOODS SHIPMENT FILES. Bills of lading, shipment orders, Apply pa~. 4610-. d '-Sfo s ,~,.,,,,, s 
and supporting papers relating to the packing and shipment of {n Sh.,f Y\l'le"'1T rec..,::,y-d s
household goods and other personal property. 

U 11der 8!) I e:.. i &: G:ffrt!Jfr•~ 
Su"3Sec-ft.._OV\ dj 5 SIC 4(,1 o. 

III-4-10 
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3. PERSONAL PROPERTY DISPOSAL (CASE) FILES. Records relating to the 
receipt, storage, and disposal of lost, ah~ndoned, or unclaimed 
personal property and personal effects of ·deceased or missing persons, 
and related cards or other index control ~ecords. 

a. If Personal Property and Effects are Returned to Proper 
Recipient 

b. If Property is Unclaimed 

c. If Property is Unclaimed Because Person is Deceased or 
Missing 

SSIC 4060 

PERSONAL SERVICE;f 
.'.> 

RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files pertaining to internal 
operations and administr~tlon of special services such as cafeterias, 
laundries, commissary stores, ship stores, Navy lodges, recreation 
funds, etc. (Exclude primary records covered ~R J!ar-s... 4000.1 and 
7 QO O • 1 • ) l., .-I ~ r $"5. I c:_ 

a. Navy 

b. MARCORPS 

Destroy 2 years after 
date of delivery. 

Retain on board. Destroy 
5 years after property is 
sold or otherwise dis­
posed of. 

Retain on board. Destroy 
8 years after date of 
death or date of deter­
mination that missing 
person is deceased. 

Destroy when 2· years old. 

Retain on board. Destroy 
when A years old. 

3 

III-4-11 



NWML 

3. OFFICIAL PERSONNEL FILES OF EMPLOYEES OF ACTIVITIES 
OPERATED WITH NONAPPROPRIATED FUNDS. Less employees of 
the Navy Resale System retired under SSIC 4066.2.a. 

Transfer to NPRC (CPR), 
St. Louis, MO, 1 year 
after separation. NPRC 
will destroy 75 years 
after birth date of 
employee (60 years after 
the date of the earliest 
document in the file if 
the date of birth cannot 
be ascertained) or 5 
years after the latest 
separation, whichever is 
later. 
NC1-330-80-3 



FINANCIAL AND OTHER RECORDS OF PERSONAL SERVICE ACTIVITIES2. 

nlfl/!
.,;v 
~ 

OPERATED WITH NONAPPROPRIATED FUNDS 

~ ' .C:Je ~ 
/k-t2so= -et 
-isl!'!RS6Nft:b wettes Oi EMPL0Yg£s OF A~F£1-1-ES-Ol>ERA.'rE8 WI rH 

NOtiA~I'}~? !_O~u~ 1.r~ s s :; fl;;;;_ ~ ,. .'b 7 .vs.v I .t? c ~a la. ..Syc ifcwc~ 

SSIC 4061 
( 

l MESSES AND CAFETERIAS RECORDS 
J 
J 
) 1. ACTIVITIES' RATION AND SUBSISTENCE REPORTS. Reports and related ,) records concerning the requisition, receipt, log, issue, sale, trans­

fer, and inventory of subsistence; ratioos.allowed and fed; computa­
tion of enlisted dining facility allowances; over or under issue 
status; monthly records of rations and types of personnel reports 
include the Quarterly Enlisted Dining Facil,ty Operating Statement 
with the required consumption survey and transfer and inventory sub­
stantiating documents; the monthly Ration and Sales Reports with 
required vouchers and billing certifications, and the monthly Special 
Meal Reports. 

a. Afloat Activities 

b. Ashore Activities 

2. REFERENCE FILES. Copies of uniform ration laws, Navy food ser­
vice publications, Armed .Fofces Product Eva_l ua t ion Commit tee Reports, 
food item specifications and standards, recipes, menus, and publica­
tions, catalogs, bulletins, brochures, and rapers relating to 
provisions, rations, and subsistence and used only for reference 
or to facilitate local operation. • • 

Apply appropriate sub-~c~•c;/\-~ 
i-t:etft. of ~- 17 4• aftd 
1010. ::rs,c; 

1-:ppJ i pee. 486f!. 2a. 
~ 

Destroy when l year old. 

Destroy when 2 years old. 

Retain on board. Destroy 
when superseded, can­
celled, obsolete, or no 
longer needed for 
reference. 

III-4-12 



ME5SE'2tz-AAID C--A,EE;rEJH AS RI.CORDS 

3 . RECIPE AND MENU PRICING SYSTEM (RAMPS) The system hd ~.; a 
mc1ster file which contains all rec.q..1es us,~<.l in Navy Mess Halls. 
Five re[JOrt~ dre ,:1vailable as output. They prov1tle: 1. An c:1.u<.li t 
list/error ] l tit of all input transdctions; 2. A list of all rGc.lpt::!S 
on the m,:s!,tcr f.1lc~; 3 The 1ngn~cJ1ent::. fu1 (-~t:1ch recipe d.nd the 
price of t-•dch 111yred1ent; 4 The port-Jun µer ~.. erv.1ng and sel-
ling pr.1ce for e,1d1 rec.1ve/ .1 tern; ancJ 5. Tht! cc:J.lculation and the 
list of components for the basic: ddJ.ly food allowance. 

RetdJ.n on bodrd. Destroy 
after ,rd ~ystem backup. 

u Input cl,1 ta tdpes and papt->r record Retdin on boctrd. Destroy 
when no longer required. 

c. Output llat,.-1 ctnd rE•ports-COM and pctpei Retd.1n on l>oc:1.rd. Destroy 
when no longer required 
for reference. 

d. Systc.::•ms documen t·at 10n to .1nclude description 
datd elements. file layout, code book::;, dnrl operators and 
user manual~.;. 

of Retain on boctrd. Destroy 
when superseded or no 
longer needed for refer­
ence. 

https://c:1.u<.li
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SSIC 4064 

LAUNDRY RECORDS 

1. RECORDS OF LAUNDRY AND DRY CLEANING ESTABLISHMENTS OPERATED 
WITH APPROPRIATED OR NONAPPROPRIATED FUNDS. Records include internal 
operating and production records such as.dry cleaning and laundry 
receipts, delivery records, pick-up records, daily or other produc­
tion records and similar papers. 

SSIC 4065 

COMMISSARY STORES RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files include reports and related 
papers, concerning the internal operation and administration of 
commissary store functions and copies of monthly operating reports 
submitted to higher authority. 

2. COMMISSARY STORE RETURNS. Returns include records of the MARCORPS 
commissary store officers, manual store returns for each accounting 
period, and summarizing sales and receipts or procurements of supplies. 
(See also~- 7323.)

-551c. 

a. Navy 

b. MARCORPS 

SSIC 4066 

EXCHANGES RECORDS 

1. ADMINISTRATIVE FILES. Correspondence, reports, and other records 
pertaining to the general administration of exchanges. 

111-4-13 

Destroy when 2 years old. 

Destroy when 2 years old. 

3 
Destroy when J years old. 
{. G l!.S S .-4-) 

Destroy when j years old. 
( G/2. s. s.4) 



---

a. General Correspondence Files. Files include advisory 
notices such as Merchandise Advisory Notice (SS 185) and sundry 
Advisory Notice (SS 186). 

(1) Advisory notice filed with related record 

(2) Records documenting the overall administration of the 
exchange 

_., 
( 3) All otheE [8CO[d&- ., 

Cl)~7<,,r1c:r ...--:- 1)1pla.,n-C 
b . S-pee-i-a-lt) Co r respondence . I mpor..tan t mat te-E-s----&ueh---a-legttl 

iss Yes , cent1overs i a-l---i ssue-s, complaints , -ete-;-

c. Application for Navy Exchange Privileges 

d. Copies of Request for Proposals, and Proposal Contract 
Amendments, and Various Standard Services Schedules. Services 
include laundry and dry cleaning, gasoline,• barber, bakery, optical, 
etc.: contract forms for vending operations and equipment rental 
agreements maintained by services department; and copies of 
maintenance agreements maintained by maintenance departments. 

e. Standard Navy Exchange Forms Requisitions, Requests for 
Equipment, and Sign Requisitions 

f. Card or Other Control Records. Records include number con­
trol record of purchase request or goods received, number old control 
records of vehicle/maintenance work, and signature car~. 

g. Exchange Security Records. Records· include monthly security 
reports. 

7,: -1-c. 1F> er.,., he. a... rd 
Oestroy with related 
record. 

Retain on board. Destroy 
when 4 years old. 

Dcetcoy wlleA 
e~fi~ 

TraAsfoc to nearest FRC 
when Klyears old. 
Destroy when 1 years old. 

Retain on board. Destroy 
when files have served 
their administrative 
purpose. 

Retain on board. Destroy 
1 year after completion 
of action on related 
contracts. 

Destroy when 1 year old. 

Destroy when 2 years old 
cr·-pu-r-pose--i.s - s-e-i:-Y-ed-, 
whichever is ea-cli". 

Destroy when 2 years old, 
er purpose is ser:ved-,­
whiGlle~ec is eacJier, 

111-4-14 
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I 2. PERSONNEL FILES. Correspondence, gro~p insurance forms, and 
other records relating to exchange employees. 

I oFl,c,a.l Ar.so,.nel p.;/Q
I a. Employee History P.:.les. File,t includes such records as Transfer to ~PRC (CPR), 

termination interviews, personnel informafion questionnaires, St. Louis, MO, 30 days 
personnel action requests for payment-death benefit, designation • after separation. NPRC 
of beneficiary-death, employee leave, notice of claims, attending will destroy 75 years 
physician's statement, return to work notices, designation of after birth date of 
beneficiary for unpaid compensation, perso11nel requisitions, group employee (60 years after 
hospital insurance, group catastrophe and comprehensivy medical the date of the earliest 
exp7nse benefit, and application for parti.,;ipating in,,~AVRESO) document in the file if 
retirement plan. . Nf\v't .Q_ES'"cdf" Suff,,.-,- C, ff-,ce the date of birth cannot 

be ascertained) or 5 years 
after the latest 
separation, whichever is 
later. 

JICl-330-eo-3 
b. ~~RS)Enrollment Request--Self Study Course and Training Destroy when 60 days old 

Records NA-'1'J £c~AL£ S't.3T£"' or purpose is served, 
whichever is earlier. 

c. Absence Authorization Slips 

(1) If the time card has been initialed by the employee Destroy at the end of 
the applicable pay period. 

(2) If the time card has not been initialed by the employee Destroy after GAO audit 
or when 3 years old, 
whichever is earlier. 

3. PAYROLL FILES. Records relating specifically to exchange 
payrolls. 

a.• Employee Earnings Records and Employee Payroll Earnings 
Records 

111-4-15 



(1) Security copies of documents, prepared or used for 
disbursement by treasury disbursing officers, with related papers. 

(2) All other copies 

(a) If earning record card is~maintained 

(b) If earning record card is not maintained 

b. Overtime Authorizations 

(1) Forms such as Optional Form 1130 or equivalents 

(a) Payroll preparation and processing copies 

( b) All other ..copies 

(2) Flexitime attendance records. Supplemental time and 
attendance records, such as sign-in/sign-out sheets and work reports, 
used for time accounting under the flexitime system. 

Destroy when FRC 
receives second 
subsequent payroll or 
checklist covering the 
same payroll unit. (GRS 
2.13a) 

Destroy after GAO audit 
or when 3 years old, 
whichever is earlier. 
(GRS 2.13b(l)) 

Transfer to NPRC, St. 
Louis, MO, when 3 years 
old. Destroy when 10 
years old. (GRS 2.13b(2)) 

Destroy after GAO audit 
or when 3 years old, 
whichever is earlier. 
(GRS 2.3a(l)) 

Destroy 6 months after 
the end of the pay period. 
(GRS 2.3a(2)) 

Destroy after GAO audit 
or when 3 years old, 
whichever is earlier. 
(GRS 2. 3b) 

111-4-16 



c. Payroll Savings Authorizations and·Machine Listings of Annual 
Employee Pension Contribution 

(1) U.S. Savings Bond Authorization Standard Form 1192 or 
equivalent, and authorization for individual allotment to the Combined 
Federal Campaign (CFC) 

(a) If record is maintained on earning record card Destroy when superseded 
or after separation of 
employee. If employee 
transfers within an agency 
or between agencies, these 
authorizations must also 
be transferred. See 
Treasury Fiscal 
Requirements Manual, par. 
6020.20e for instructions 
relating to savings bonds 
authorizations, and FPM 
Chapter 550, Subchapter 3, 
Part 8, for instructions 
relating to CFC 
authorizations. (GRS 
2.4a(l}) 

(b) If record is not maintained elsewhere Destroy 3 years after 
supersession, or 3 
years after separation
of employee. See par. 
4066.Jc(l} (a) above 
for transfer instruc­
tions. (GRS 2.4a(2}) 

(2) All other authorizations, including union dues and savings 

(a} If record is maintained on earning record card Destroy when superseded 
or after transfer or 

III-4-17 



separation of employee. 
(GRS 2. 4b ( 1) ) 

(b) If record is not maintained elsewhere Destroy 3 years after 
supersession, or 3 years 
after transfer or separa­
tion of employee. (GRS 
2.4b(2)) 

d. Report of Current Period Hours and Other Earnings Destroy when 2 years old. 
(GRS 2.17a) 

e. Tax Withholding Exemption Certificates Retain on board. Destroy 
4 years after cancelled or 
superseded by new cer­
tificate. (GRS 2.18a) 

f. Time Cards, Payroll Registers, Pa roll Checks and Registers, 
Pa roll Accountin Distribu rts Pa roll 
Vouchers Casua Advance Em ers s Quarter! 
Federal Tax Return 

(1) Withholding tax exemption certificates such as IRS Retain on board. Destroy
Form W-4 and similar state tax exemption forms 4 years after form is 

superseded or obsolete. 
(GRS 2 .18a) 

(2) All other records Retain on board. Destroy 
when 4 years old. 

4. MERCHANDISE INVENTORY FILES. Files of detailed supporting Destroy when 2 years old. 
documents pertaining to merchandise inventories at exchanges such as (GRS 3. 9a) 
merchandise transfers "out," merchandise transfers "in," inter­
exchange transfers and seasonal merchandise transfers; departmental 
summary records for net transfers, departmental physical inventories, 
and retail price changes; adding machine tapes of total cost and total 
retail value or transfers; retail transfer summaries; price line 

III-4-18 
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inventory sheets and retail inventory records; location accountability 
reports; inventory aging summaries and merchandise inventory 
summaries; inventory affidavits; inventory-count sheets and department 
summary sheets; and work in process folders containing inventory _ 
sheets, shipping labels, and machine record listings of units sold, 
purchased, and in stock. 

5. REPORT OF GOODS RECEIVED FILES. Records relating to the receipt 
of merchandise, including copies or reports of goods received, 
supplemental records of goods received, and applicable shipping 
documents; tracer inquiries and merchandise follow-up requests and 
other documents related to the follow-up of merchandise shipments. 

6. STOCK CONTROL FILES. Records used by management for the control 
and procurement of merchandise stores at warehouse and on the sales 
floor. 

a. Stock Control Records. Unit mercnandise records, stock 
record cards, stock replenishment cards, unit reorder records, and 
vendor procurement records. 

b. Location Distribution Records 

7. OPERATIONS FILES. ~~cords relating to the reporting of planned 
and actual exchange operations. 

a. Open-to-Buy Records. Open-to-?uy Flans, open-to-buy status 
reports, preliminary departmental operating statement, operating 
statements, reports of departmental operations-retail, reports of 
departmental operations-services, and distribution of exchange net 
profit. 

b. Shipment Sales Reports and Listings of Open Orders 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy when 1 month old 
or purpose is served, 
whichever is earlier. 

Destroy when 2 years old. 

Destroy when 1 year old. 
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c. Comparison of Departmental Operations and Comparison of 
Jverall Operations 

(1) Fiscal year-end copy 

(2) Other copies 

d. Operating Budgets and Plans for Retail and Service 
pepartments 

8. SALES AND CASH FILES. Records relating to sales, cash control, 
and disbursements of exchange operations. 

a. Copies of Listings of Cash Receiv~d 

b. Sales Tallies, Sales Slips for Retail Items of $25.00 or More, 
Package Store Sales Slips 1 Salepersons Daily Cash Reports, and 
Returned Merchandise Credit Invoices 

c. Check Register Transmittal Reports,. Salespersons Daily Cash 
Reports, Daily Sales Summaries, Daily Cash Heports, Sales Summary 
Worksheets, Cost of Sales Worksheets, Cash Payments Receipts, Overring 
and Refund Memos, Cash Vouchers, Analyses of. Returned Checks, Sales 
Invoices for K-1 and E-1 Departments, Men's/Women's Equipment Orders, 
Mailing Labels and Alteration Work Tickets 

d. Copies of Layaway Tickets 

9. MAINTENANCE FILES. Records pertaining to utilization, operation, 
and maintenance of automotive vehicles and preventive/corrective 
maintenance programs, alterations, and authorized construction. 

III-4-20 

Retain on board. Destroy 
when 5 years old. 

Retain on board. Destroy 
when purpose is served. 

Destroy upon recei~t of 
statements (DP 1, DP 2, 
DP 3A, and DP 3B). 

Destroy when 3 months 
old. 

Destroy when 1 year old. 

Retain on board. Destroy 
when 4 years old. 

Destroy when 2 years old. 
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a. Maintenance Managers Semi-Annual Vehicle Reports, Driver's 
Weekly Vehicles Reports, Vehicle Maintenance Repair Orders, Vehicle 
Maintenance Requests, Maintenance Repair Orders, Maintenance Requests,
Preventive Maintenance schedule Cards, Maintenance Department 
Statistical Data, and Master Work Order Register 

b. Exchange Summary of Facility Impr@vements Project Request 
Evaluation and Determinations, Project Post Audits, Facility 
Improvement Requests, and Equipments 

10. INSURANCE FILES. Correspondence and other records rala\•A~ te 
p~ogtarns, including such records as loss or damage claims, copies of 
notice of claims, attending physician's statements, and return to 
work notices; reports of loss in overseas transshipment via Military 
Sealift Command (MSC) space charter or commercial vessel, uninsured 
parcel post loss reports, equipment loss reports, cash and merchandise 
loss reports and automotive collision loss~reports; employer's first 
reports of injury or occupational diseasei _group insurance enrollment 
cards; unemployment compensation for federal employees; verification 
of wage and separation information, ana request for information or 
reconsideration of federal findings; operator's rep9rts of motor 
vehicle accident, automobile accident or loss notices, and liability 
accident notices. 

11. SERVICE DEPARTMENT OPERATING FILES. Records relating to services 
performed, operating and cost reports, unit and cost control records, 
and records of personalized services. 

a. Auto Service and Repair Job Sheets. Files include receipt 
and miscellaneous service records, daily-reports of operation-­
service station and pump island cash sheets; department K-4 
daily cost controls, monthly cost control summaries, unit control 
records, item cost cards, and batch control cards; summaries of 
vendin~ costs, monthly vending machine reports, vending machine 
reports, vending machine cash control records, and vending machine 
cash control slips; monthly sales outlet report and monthly laundry 
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Destroy when 1 year old. 

Destroy when 2 years old. 

Destroy when 3 years old. 



and dry cleaning reports; monthly tailor shop daily work process 
reports; overseas automobile sales program information and rental 
registers, personalized services reports, :and daily sales 
transcripts (K-7 and K-8). • • 

(1) ss s, copy 3 

(2) All other records 

b. Navy Lodge Registrations 

c. Copies of Child Care Cen
relating to personal and medical 

ter Program Records. 
informa'tion such as 

Records 
statements of 

admission physical reports, personnel data cards, personal cards, 
personal health records, report of annual ~iysical examinations, 
and pre-employment physical--physician's report. 

12. PAID INVOICE FILES. Correspondence and other records relating 
to the procurement and payment of merchandise for exchange opera­
tions. Included are such records as copies of vendor's invoices, 
remittance statements, charge-backs, credit memos, purchase orders 
(SS 101, copy 3, only if entire order is cancelled). Cancellation 
notices, approved invoice registers and central imprest account 
remittance statement and checks. 

13. ACCOUNTING.l,IL~S~ Recor~ relating to the financial 
management ofJ;'ixafiange~opeli~fons consisting of reports, 
documents, end of voyage returns, and mach~ne record listings. 

a. Register of Accounting Transactions 

b. Reports of Accounting Documents Transmitted 

Destroy when 90 days old. 

Destroy when 1 year old. 

Destroy when 1 year old. 
z

Destroy when X year.sold 
~c purpose i& sec~e~, 
whiohever is ea£li&£, 

Destroy when 2 years old. 

Destroy upon receipt of 
Detail Ledger at end of 
month. 

Destroy upon receipt of 
next ss 311 report. 
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c. Copies of Statement of Account Balances. Records include 
detailed supporting statements, accrual reports, fiscal year-end 
check lists of accounting documents, statements of accounts 
receivable, cancellation notices, chargebacks, credit memos, 
retail price changes (SS 100), charge-backs (SS 105), credit memos· 
(SS 201, copy 4), merchandise transfers, ledger sheets, detail 
ledgers, journal vouchers, accrual journal vouchers, advisory 
notices, analysis of account 113, returne~ ·checks, layaway sales, 
daily reconciliations, journal vouchers; copies of reports of 
sales and expenditures in foreign countries, and machine listings
of fixed assets. • 

(1) Retail price changes (SS 111, copy 3) 

(2) Cancellation notices (SS 102, copy 2) 

(3) All other MSC exchange accountability records 

/'Y..I ii, -I<:.~:~,- ~~::-....... .LFc _(~..:n ~L.l ~0...-'~ 

d. A(MSC)Exchange Accountability Records. Records including end 
of voyage returns, month-end documents and other related records 
such as daily sales reports, cash register reports, check remittance 
reports, price adjustment vouchers, multi-purpose forms, end of 
voyage accountability reports, and statements of work performed-­
civilian exchange location officer . 

.._ 

(1) Retail price changes (SS 111, copy 3) 

(2) Cancellation notices (SS 102, copy 2) 

(3) All other records 

e. Current Fixed Asset Record Cards (SS 107) 

Destroy when 1 month old. 

Destroy when action 
completed. 

Destroy when 3 years old. 

Destroy when 1 month old. 

Destroy when action 
completed. 

Destroy when 3 years old. 

Retain on board. Forward 
with item when item is 
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s~~clul s~1vic~s, sometimes referred to as Welfare and Recreation 
Activities, are local command organizations established to provide 
a broad spectrum of recreational and entertainment activities and 
oportunities for naval personnel and their dependents. Non­
appropriated funds, such as Navy Resale System and Ships Stores Afloat 
profits, are allocated to these activities. 
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f. Transfer Delivery Receipts 

g. Remittance Correction Requests and Adjustment Records--Uniform 
and Equipment 

SSIC 4067 

SHIPS STORES AFLOAT RECORDS 

1. GENERAL CORRESPONDENCE FILES. Reports and related papers con­
cerning the operation and administration of ships stores functions. 

2. SHIPS STORES RETURNS. Returns for ea~h accounting period and 
summarizing sales and receipt or procurement of supplies. 

(' I SSIC 4069 
~-

SPECIAL SERVICES RECORDS~ 

1. GENERAL CORRESPONDENCE, REPORTS, MINUTES, REVIEWS, AND SIMILAR 
RECORDS. Records relating to internal operation and administration. 

2. INTERNAL PROGRAMMING MATERIALS AND UTl4IZATION RECORDS. 
Records include program schedules, p~omotion bulletins/pamphlets, and 
similar records. 

3. CUSTODY RECEIPTS. Receipts pertaini~g . to inventory, checkout, or 
issue of equipment. 
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transferred to another 
activity. Destroy 1 year 
after item becomes 
obsolete or is 
sold/scrapped. 

Destroy when~ months 
old. 

Destroy when 1 year old. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy when 1 year old 
or purpose is served, 
whichever is earlier. 
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a. If Required for Audit/Inventory Purposes Destroy when 1 year old. 

b. If not Required for Audit/Inventory Purposes Destroy when 3.months 
old. 

4. MOTION PICTURE OPERATIONS RECORDS. Records include logs, Destroy when 1 year old. 
inspection, and transfer reports, inventories, and similar records. 

5. OTHER REPORTS (not covered elsewhere) • Destroy when 2 years old. 

SSIC 4080 

MOBILIZATION LOGISTICS RECORDS 

1. PRIMARY PROGRAM RECORDS. Correspondence, reports, studies, and Permanent. Transfer to 
other records that document the establishment, development, and WNRC when 5 years old. 
accomplishment of naval war ;:s~rve pol~ciP.s, p~~~s, and programs. Offer to NARA when 20 

0,rl,c: s~ rt!:c.e?Yci.. !)Jo---e. 7,,a.. ,,1-f-~, .11~d u )/ l':r 6., f n, .... ,,, JC • s •...,, C..h~cl'- er/ years old. 
A/tk,,1,o- f:.P -e.ro-Tj',, c..-... !:a ~ CJ P-'l!)-4).., C\ J'l'l ~ \P-' l ,, c.,....,..._ 'JI / '-- /J,t.c.... , NJ Car~s,J c:...,. d A..IA.b:e. I 
~ u,JI' '{ .S 'I .S re_, !> C ~- d ~ cl w:: s, y ,,, ..._ -J.~d Pro.:,,,,,.~ r,? /YJec. ,-. ~ rP "5.0- ........ 

2. ACTIVITIES GENERAL CORRESPONDENCE FILES. Files of all activities Destroy when 2 years old. 
and offices (departmental and field) and d€t:artments, divisions, or 
other organizational units of activities or offices relating to the 
operations and administration of the war reserve program (ether than e~cl~ 
records covered iR--.Joa~p 4080.1).

u.11 ~r !>:.,C -

3. WAR RESERVE REPORTS. Reports relating to all phases of the war Destroy when 3 years old. 
reserve program. Submitted to or summarized in report to higher 
authority which includes Prepositioned War Reserve Stock Material 
(PWRSM) Financial Readiness Status Reports; NAVSUP RCS (4080-3) 
Prepositioned War Reserve Readiness Reports. 
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--I.OGISTJCS f;{lPPORT REOUIHEM-EN1119-RECORDS ~ 

'J-,., COMPUTERIZED WORKLOAD PROJECTION AND BUDGF.TING SYSTEM A 
standardized workload and budgeting system that facilitates 
lon(J range planning and rapid interchdnge of information 
between the Naval Aviation Logistics Center and the Naval Air 
Rework Facilit1es. CWPABS consists of 4 st1bsystems: Workload 
subsystem, capacities dnd allocation st1hsystem, rates develop­
ment subsy:3tem, and pricing subsystem. A Navy wide system 
maintained at Naval Avionics Center, Indictnapolis, IN. 

a. Master file and historicdl datd tctpes. 

b. Input data tapes and paper record 

c Output data and reports-COM and paper. 

d. Systc~ms cl<H . .:umt-~nt,1t LlHl t n u1c.:lude description of 
datd elements, file layout, code books, dnd operators and 
user manuals. 

Retain on board. Destroy 
after 3rd system backup. 

Retain on board. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required
for reference. 

Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 



:2'. METROLOGY AUTOMATED SYSTEM FOR UNIFORM RECALL AND REPORTING 
System provides participating activities with a standardized 
system for the recall and scheduling of test dnd monitoring 
systems (TAMS) and rnetrology standards into calibration facilities 
and for the documentation of data pertaining to calibration 
actions performed by these activities. The system provides for 
the collection, correction, analysis, and collation of datd as 
well as distri~ution of data products to requiring dctivities. 
A Navy wide syst-L•m IDdintained at Naval Avion1t·s Cfmter, Indic1n­
apolis, IN. 

a. Master file and historLral data tapes. Retain on board. Destroy 
after 3rd system hackup. 

b. Input dc'itc1 tc1pe!..; and pdper record. Retain on board. Destroy 
when no longer required. 

c. Output d,1. ta and rep11rt::.-COM dnc.1 p,1per. Retain on board. Destroy 
when no longer required 
for reference. 

datd 
user 

d. SystE1 m::, ,Jocumeu1.at Inn to include llescript1 on 
elements, file layout, code L>ooks, dnrl operators and 
manuals. 

of Retain on board Destroy 
when superseded or no 
longer needed for refer­
ence. 



4' 
,. SERMTS SUPPORT EQUIPMENT RESOURCES MANAGEMENT INFORMATION 
A multi-command on-line dVidtion informdtion system to replace 
the Aircraft Maintenance Mctter1al Readin~ss List (AMMRL) and ttte 
Support Equipment Rework Depot Level ctnd Trdr1saction Re~orting/ 
Asset QL1ery System (TRAQS). System mct1ntrtined by Naval Avionics 
Center at NARDAC New Orleans links NAVAIRSYSCOM HQ, Chief of Naval 
Reserve, COMNAVAIRLANT, COMNAVAIRPAC, NAVAVNLOGCEN Pax River, and 
Chief of Nctva.l Air Trl1.inin,1 Corpus Cliri!3r i, TX 

Retctin on board. Destroy 
after 1rd system backup. 

Retain on bodrd. Destroy 
when no longer required. 

c. outvut rlat.c1. dnd n=•ports-COM and paper. Ret·aiu on board. Destroy 
when no longer required 
for reference. 

d. Sy:::;tems documentation to include description 
datd elements, file lavout, co~e ~noks, and operators and 
usE.!r mami.1ls. 

of Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 



5 
I. AIRCRAFT RESOURCES MANAGEMENT SYSTEM (ARMS) System provide~ 
for the efficient collection, marnpulation and presentation of ~ 
data associated with the aircraft resources of the Nava] Air 
Test Center. The paramaters addressed by the system are: air­
craft utilization, flight crew ut1l1icttion, anu expense of air­
crd.ft. System supports NATC P,1 t-UXt:•nt River, MD; NAS Point M,JglJ 1 

CA. ; a1u.i OP-05. 

d. Mc1 s ter fl 1 e and tnstor ..u ·tt l 1..L11 i1 tcjpes 

b. Input u,1tc1 tapes dnd }Jdµer IE'l'Onl. 

c. Output datd. a.nd reports-COM anu paper 

d. Sys rem~ rloc1Jment,1t 10n to include description nf 
t.ltita elements, file layout, cnrle unoks, an,l operators and 
user manuals. 

Retc1.1n on l>octrd. Destroy 
after 1rd system backup. 

Retdin on bodrd. nestroy 
whf-'n no lon•;Jtff required. 

Retain on bnarcl. nestroy 
when no lonyer required 
for reference. 

Ret,1.111 nn l,ol1rd. Destroy 
when superseded or nu 
longer needed for refer­
ence. 

https://Retc1.1n


f. GROUND SUPPORT EQUIPMENT DEPOT REWORK MANAGEMENT ADP System· 
provides llepot capability tracking, aircraft rework scheduling, 
rework status reporting, cost acco11nting, and rework budget data 
presentation. System supports: NAVAIRSYSCOM HQ; Naval Air Rework 
Facility (NARF) NAS Alamedct, CA; NARF NAS San Diego, CA; NARF NAS 
Jacksonville, FT.; NARF NAS Norfolk, VA; NARF NAS Pens,1cola, FL; 
and NARF MCAS Cherry Point, NC. 

c1. Master f1le a11d lu.:::>tor1cc.1.1 datc1 tapes. Retctin on board. Destroy 
c1fter 1rd system backu~. 

Retdin on board. Destroy 
when no longer required. 

c Out-put d11ta c:tnrl repnrt:.:i-C-OM dfll] pa.µer Retain on board. Destroy 
when no longer required 
for reference. 

d. Systems documcm1 (1t1nn tu include do~.;cr.1pL1.nn of Ret,1 Ln on bodrd. Destroy
ddtd elements. file lctyout. code hooks, dnd operators and when superseded ur no 
user manuals. longer needed for refer­

ence. 

https://do~.;cr.1pL1.nn


7
;6. INFORMATION REQUIREMENTS CONTROL AUTOMATED SYSTEM (IRCAS) 
System mrtintains a data bank of all aviation logistics report­
ing requirements levied hy activities subordinate to CNO. System 
maintained by NAVAIRSYSCOM. 

a. Master file dnd historical dat<j tap~s. Retain on board. Destroy 
after 3rd system backup. 

b. Input Llc:t ta. tapes a.nu PdlJer re, nru. Ret~in on board. Destroy 
when no longer required. 

c. Output ddta and reports-COM and pc:tper. Retain on board. Destroy 
when no longer required 
for reference. 

d. Systems documentation tn include description 
d,ita. elements, f1 le layout, code books, and operators and 
user manuals. 

of Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 



•.,;(_ NAVAIR INDUSTRIAL FINANCIAL MANAGEMENT SYSTEM (N1FMS) System 
consists of seven separate b11t interrelated subsystems designed 
lo provide a stdndard financial mandgement system at the six 
Naval Air Rework Facilities. Bud,;,et clat,.1 dnd perfnrmdnce stand­
ards are integrated with the accounting syst~m to provide manage­
ment officidls of the NARF's with re4uired data and reports. 
System has the capability to compare costs dmting the various 
rework fdcllitieb. 

a. Master file and historical ddta tapes. 

b Inout d,.1t,:1 t11pes and papt:!r record 

c. Outµut data and reports-COM ctnd µctµer. 

Ll !,y: .. t 1•m:, dO,Lllnl(•ll1 cit .l()tl to J 111 J 11d1 11(•!:-.cription of 
data elements, file layout, code ~ooks, and operators and 
user manuals 

Retain on board. Destroy 
after 3rd system backup. 

Retctin on board. Destroy 
when no ]anger required. 

Retain on board. Destroy 
when nu longer required 
for reference. 

Retain on bodrd. Destroy 
when superseded or no 
lonyer needed for refer­
ence. 



9 
~- NAVAL AVIATION LOGISTICS COMMAND MANAGEMENT SYSTEM MODULE 1 
System 1.s designed to est.1.hlish drld maintdin an integrated 
maintenance and material computer b<1sed management information 
system that executes the policy uf the Naval Av1cttion Mainten­
dnce Plan (NAMPS). This MIS w1ll serve the maintenance dCt1vities 
at the orgctniz.cttiorMl and intermedJ dte cnmm(1nc.l levels, together 
w1.th the assoctated support activity. 

Retain on board. Destroy 
after lrd system backup. 

l>. Input dc1ta tap,~s and JJt1PC!r rL•(·onl Retain on bOc.lrd. Destroy 
wh~n no longer required. 

c. output llatc1. ,1.nd reports-COM ,,nu 1Mper Relctin ~n board. Destroy 
wh8u uo longer required 
for reference. 

d. Systems ducumontat1on to include c.le.c~cr1ptinri of Ret,:1u1 on bod.rd. Des troy 
d,'lta elements, file layout, corle bnnks, e:Ulll oµerators and when superseded or no 
user manuals. longer needed for refer­

ence. 



JV, 
9. STANDARD ACCOUNTING AND REPORTING SYSTEM (STARS} System 
provides NAVAIR managers with fin~ncidl information required to 
manage programs. This uniform accounting system provides current 
financial status for all app1opricttions: Procurement; O&MN; 
O&MN,NR; and RDT&E,N. 

a. Master file and his tor H_·c1 l da. ta tapes. 

b. Irip11t d,1ta. tapes and paper record 

c. Output data arni reports-COM and µaper 

d. Systems rlocum,.jnt at inn to J ncl ude ll~sr·r 1.ption of 
dcttd eloments, file layout, cn(h:! l>uok:J, dnd oµev.1tors ctnLl 
user manuals. 

Retain on board. Destroy 
after 3rd system backup. 

Retain on bnctru. Destroy 
when no longer required. 

Retair1 on hoa.nl. Destroy 
when no Jonger required 
fnr reference. 

Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 
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JI. 
~ TRANSACTION REPORTING/ASSETS QUERY SYSTEM (TRAQS) An on­
line dt-it:a hase system designell to a:.:;si::;t COMNAVAJRLANT and 
COMNAVATRPAC in the distribution of suµport equipment assets; 
to provide users with on-line acce!:>s to the in use .inventory 
TRAQS data base vis terminal, allowing them to update the d~tct 
base as transactions occur. 

a. Master file and h.1stor.1cdl data laPes. 

b. Input dc.:i ta ta.pes and Pt1per re, ·ord 

c Output dt:t ta and reports-COM d t1Ll p,1.per 

d Systems dnc-umcnt,1t tnn to J nclude description of 
data elements, file layout, code books, an(] opi::lrt1tors and 
user manuals. 

Re1-a.1n on board. Destroy 
after 3rd system backup. 

Reta.in on board. Destroy 
when no longer required. 

Reta.tn on board. Destroy 
when no longer required 
for reference. 

Reta.tn on board. Destroy 
when superseded or no 
longer needed fnr refer­
ence. 

https://Re1-a.1n
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-11. WORKLOAD CONTROL SYSTEM (WCS) The maJor uniform command 
management information system support1ng the six NAVAIRREWORK­
FAC's in performing the depot maintenance f11nctions for aircraft, 
engines and the.1r components and accE•sories, ground support 
equipment, trainers, and train.1n<J equipment 

<1. Ma!-,tP.r file and h1 stor..1.cal dntr.:1 tdpes 

c. Output dctt,1 ,"ind reports-COM ,jnd pctper 

d. Systems documentation to include 1lesr·ript inn of 
datd element::;, file ldyout, code hooks, and operators and 
user manuals. 

Retain on board. Destroy 
ctfter 3rd system backup . 

Retain on board. Destroy 
when no longer required. 

Retctin on board. Destroy 
when no longer required 
for reference. 

Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 
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Q. 
)( SSIC 4081
"" 

LOGISTICS SUPPORT PLANS AND POLICIES RECORDS 

" 1. LOGISTICS SUPPORT PLANS AND POLICIES RECORDS. Records include Retain on board. Destroy 
areas of Logistics Support Mobilization Pian (LSMP), Continuity of when cancelled or super­
Operation Plan (COOPLAN), and emergency plans and duplicate records. seded. 
p~Lt.Jde ,:Jr,~~ /Jra9roA.,n recc,d.S ;-n.:::c.,n~,·,.-.,ed" ~YA_,P~,....cc ,n ,,,,,_,,Gr>~,_~,,-s 
,.ntdt!!r ss IC- 4oao.,. de.s,,~-~✓-

SSIC 4082 

LOGISTICS SUPPORT REQUIREMENTS RECORDS 

1. LOGISTICS SUPPORT MANAGEMENT RECORDS. Records containing informa­ Retain on board. Destroy 
tion regarding logistics SUPJ>Ort requirements. :Ei£cl... de= ("r,rn-....r'7 JJroo/ro.._ when cancelled or super­

r~~~ds /Yl(.A..UI -fc-.. , .,,c- c/ ,b'-/ QLS07/L-..."7-ed ~,~,~..... -, /J-J~.n~i::-.,,-s {_,.,"l. -ca(er seded. 
'$ S L C q.C/4?:, e- . I . .0D R Tliru 1,:'(,_,. or:_:.?!)-\..----·>' 

SSIC 4100-4109 

GENERAL CONSERVATION AND UTILIZATION OF MATERIAL AND RESOURCES (INCLUDE 
BASIC MATERIALS) RECORDS 

THE RECORDS IN THIS (4100-4109) SERIES ARE RELATED TO GENERAL CON­
SERVATION AND UTILIZATION OF MATERIAL AND RESOURCES (INCLUDE BASIC 
MATERIALS) RECORDS AND INCLUDE ENERGY CONSERVATION AND INTEGRATED 
LOGISTICS SUPPORT RECORDS. 

SSIC 4100 

GBHEAAb CONSERVATION AND UTILIZATION.OF MATERIAL AND RESOURCES (INCLUDE 
BASIC MATERIALS) RECORDS 

III-4-26 
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ssrc 4101 

ENERGY CONSERVATION RECORDS 

1. ANALYSES FOR CONSERVING ENERGY SYSTEM System trctcks energy 
consumption at the activity level and establishes a Navy data 
management control point for energy conservdtion efforts. System 
is maintained at FACSO, Port Hueneme and supports: all NAVFAC 
Enyineering Field Divisions within the Continental US; NAVFAC­
ENGCMD, Pearl Harbor; NAVFAC HQ; and Commandant Marine Corps. 

ct. Master file and lu storical tl,:ltt1 tapes 

b. Inµut data tdµes ctnd pdµer record 

c. Output data anrl r<::.. ports-roM ,-md pi1per. 

d . sys t· ems doc umt=m t d t_ L rm to inc1ude des c r ..1. pt ion of 
data elements. file layout, cocle books, anrl operators and 
user manuals. 

Retain on board. Destroy 
after ,rd system backup. 

Retain on board. Destroy 
when no longer required. 

Retain on bod.rd Destroy 
when no longer required 
for reference. 

Retctin on boctrd. Destroy 
when su1Jerseded or no 
longer needed for refer­
ence. 



2. ENERGY AUDIT REPORTING SYSTEM ~ystem prov1des shore activity 
energy cons11mption reports quart~rly, showing Navy-wide trends 
and changes from a fiscal year 1975 baseline in energy use per 
gross square foot of building area. Provides ann11al reporting 
of facility energy informdtion and conservation audit data for 
submission to Department of Energy by 1 .July each year. Navy­
wide system is maintained by FACSO, Port Hueneme . 

.-i. Ma.ster file~ and lust r>rict1.l <ldta tapc~s 

b. Input d,1 ta. tctpcs and }Jtiper n:?cnnl. 

d. Systems documentatinn to include descr1pt1.nn of 
data elements, file l.-:tyou1-, cnde books I anll npPrators dnd 
U!.H!r ma.nt1t:1 ls. 

Retain on board. Destroy 
aftE•r 3rd system backup. 

Retain on bodrd. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required 
for reft:arence. 

Retain on hodrd. Destroy 
when supersetled or no 
longer needed for refer­
ence. 

https://descr1pt1.nn


3. ENERGY CONTROL REPORT SYSTEM System provides information 
on the funding of energy conservation proJects as well as 
justification for the proJects. The Energy Control Report (ECR) 
contains information describing each proJect with project pur­
pose, energy cost ratio, proJect audit information, a proposed 
schedule for accomplishment, and a schod11le of progress. 
System is Navy-wide and maintained by FACSO, Purt Hueneme. 

a. Mi1ster file and historicctl drttd tapes. 

b. Input d.=t.ta tape~:.:; am.l paper record. 

c. Output data. and report-:...;-COM anu p1·wer. 

d. Sy~, h ·m:., llnc11mL!nti1 t ton t<> 1 11< J 11 l. description C>f 
dt1td. elE~ments, f1 le lctyout, cnde books, dnd oµerators and 
user manud.]5. 

Retdin on board. Destroy 
after 3rd system backup. 

Retain on board. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required 
for reference. 

Retctin on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 



'iT.J 

iN.TmC:RN£§l HA JiicJ ,tL M-J!Af#;Mi:.N r Rf.COftfJ.5 

3 SUBMARINE MATERIAL SUPPORT SYSTEM System J..ffOVllles the 
Superintendent of St1ipbuil ding Convr~rs1nn and nepa1.r a met.hod 
for maintauung the status of government furrnshed material 
utilized in ttu-~ proo__..ass of submarine overhaul dt private (non­
Naval) shipyards. System is executed at NARDAC Norfolk, VA. 

a. Master file and tustorical data tapes. Retain on board. Destroy 
after 1ru system backup . 

b. Input rid ta tapC!S arK1 papt:-~r record Retain on boan.1. Destroy 
whl:::'n no longer required. 

c Output daG:1 rind reµort s-COM anl] p,1pPr. Retain on bodrd. Destroy 
when no longer required 
for referencl=?. 

u. Systems documentdt-1.on lo incluue description of Retain on boa n1. Destroy 
data elements, f.1lP layout:, coue l>ook.s, dnd operators and when supersedeu or no 
user manual~~. longer needed for refer­

ence. 

https://documentdt-1.on


1. COPIES OF REPORTS SUBMITTED TO HIGHER AUTHORITY. Reports relating 
to conservation and utilization of material resources program dealing 
with energy conservation and integrated l~istics support. 

2. RESOURCE PROGRAM RECORDS SUBMITTED TO HIGHER AUTHORITY 

3. ENERGY CONSERVATION FILES. Files containing information relating 
to the development and implementation of rules for effecting energy 
conservation (consists of regulations, gJ1delines, standards~ etc.). 

SSIC 4110 

INTEGRATED MATERIAL MANAGEMENT RECORDS 

1. GENERAL CORRESPONDENCE FILES AND REPORTS. Papers concerning 
integrated material management including the assignment, transfer, 
and inventory management of items of supply (other ~hat-p-r-im-a-c.y 
P£Ogram (departmental) files coveced i-n-pa-r~-4606-;-lt which are 
maintained by Systems Commands Program Managers or at inventory
Control Points.Er,.c.fo'.c_ N,;4,.._ct.f'1 e._,-a_:;,rq,,V'I rererds "Gi..,,,e cl /j,f -/·'---h).--4.,,., 

.:Z::111111 r:>r&qrr::i.."""- h"-C4.......,°'-1C-- ,~ A-.1"'1,v 'Sl.,P Cl..i.-cl /,/ed '-'•"-d._'- J;. .Sic ~c,o~. I. 

2. HISTORY DATA RECORDS AND CARDS. Work history cards or records 
for supply assignment purposes and related-listings which are main­
tained by Systems Commands Program Managers or at Inventory Control 
Points. 

~ SSIC 4120 

STANDARDIZATION RECORDS 

1. ACTIVITIES GENERAL CORRESPONDENCE FILES. Files, reports, and 
related papers pertaining to Navy and Department of Defense (DOD) 
standardization and interchange:}blility programs and to qualified 

111-4-27 

Destroy when 2 years old. 

Destroy when 2 years old. 

Retain on board. Destroy 
when superseded or can­
celled. 

Destroy when 2 years old. 

Retain on board. Destroy 
when superseded, can­
celled, or no longer 
needed fpr coordination 
or reference. 

Destroy when 2 years old. 
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products lists, including reports relating to the standardization of 
commodities in the federal supply classification system. 

2. SPECIFICATION RECORDS. Records used i~ the preparation and 
utilization of specifications, standards, qualified products lists, 
and interchangeability items. 

SSIC 4121 

SPECIFICATIONS RECORDS f2_e/CL..{...lf',./ rrc--.-d ..( ·1..,.-,1dc,- s--:;1c.. Lf/2.2-_-S n--..._....,1.--_r,./s 
ee;::-£~c..e CcPJ£S oF 5k.ec..:,/d l)e,-e-f-,r-ccl t°.::; Fee's Und~. CS'.:) Ir.. ......, J-:1

_/. 

l.~ SPECIFICATIONS AND STANDARDS PLANS AND DRAWINGS FOR MATERIALS 
AND EQUIPMENT. Specifications include those relating to federal, 
military, Navy Department (including MARCORPS) and other 
specifications, standards, and engineering plans and drawings for 
naval materials and equipment;. f::')(clude rccc,y"J CY-cf':-( fl, o...c-f--,.u,+-"1. la....,,"'o/ 

i.e.s,fnn o-,...C..,-.- C!o,n 1 :i-~ce! ,C, /ecf ~ "; +"-- V\A,.G,,.J~r- /:, le u,_c:ler-S...~tc. ~-1'2-I. 'Ln_. 
2. SPECIFICATIONS AND STANDARDS OR DESIGN (CASE) FILES 

a. Master Files. Files accumulated by naval activities or 
offices having design, procurement, or specification cognizance of 
items having DOD coordination control of items. They consist of 
master copy (original or master microfilm negative or other re­
producible copy thereof) of final approved drawing, plan, speci­
fication, or standard, together with summary papers pertinent to 
the development and final approval of the specification, standard, 
drawing, or plan. They also include summary requirement and test 
procedures (RTPs) and copies of change notices or modifying directives. 

5 p E.c ( ,F"1 Cc.._ -f-- \.. O\A..S_ 
(1) -MesteE plans anddrawings for ordnance material 

S JJe-e ,A r:c,,,..--A ~ /en I}, re r~-f- A e:. ro /f ,.d-c / . .J st J {
( 2) Mrenat1tiea1 material / -1 ~ r:o.. , a.....><1 a ronot.-1 1 ( c:-c.,. 

~G..Ter ta../. 
l=../J4il YJ 'ec ,,-lh / ,. 

(3) Ship',« ~ns. Dr-o-..0 '" i S- <M...... d -'5""f ecc /4 <"C\... f.. ~.s 

111-4-28 

Retain on board. Destroy 
when superseded or can­
celled or no longer needed 
for reference. 

Retain on board. Destroy 
when superseded, can­
~celled, or purpose is 
served, whichever is 
earlier. 

f,,O/l't!Jfr•~ 'k- S-ee.:f--. 'g SS IC 

Apply~- 8000 .10 
fir" /of' l'l.:/-<... Jc c.:h.""-"-..~ s J JG 

Apply~.paierw,- 13000.10 
S-'IC..

Apply.-.. 9085.. 

https://Apply~.paierw,-13000.10
https://f2_e/CL..{...lf
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(4) All othet material 

b. Reference Case Files. Files accumulated for reference pur­
poses only. 

c. Other Case Files. Preliminary drafts 0£ diagrams of 
specifications or standards, test results,· comments, working and 
progressing papers, and other records accumulated in connection 
with the development or modification of sp~cifications. 

3. SPECIFICATION REPORTS. Reports including design specification 
reports, together with related correspondence, and background data 
and copies of reports submitted to activity or office assigned 
cognizance over the equipment or material items. 

SSIC 4122 
S~ANBAROS -REeORDS 

SSIC 4123 

QUALIFIED PRODUCTS LISTS RECORDS 

PermaR@R~. Place in 
inactive file upon 
completion ~r when item 
becomes obsolete. 
Transfer inactive , file 
annually to nearest FRC. 
Offer to NAR-A when 2~l)es+n, 
,¥ea£ s gis, SIJ ~o..w-~ a-I-+<=£ 

1 -k',n e c:.:,h'I ~ s ob s • /e ,-e,. 

Retain on board. Destroy 
when specification is 
approved, cancelled, 
superseded, or no longer 
needed for reference 
purpose. 

Destroy when 2 years old. 

Destroy when 1 year old. 

-Apply par. 4121.2 

111-4-29 
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SSIC 4160 

TECHNICAL MANUAL PROGRAM 

1. PRIMARY PROGRAM RECORDS. Correspondence, reports, and 
other records of Systems Command Headquarters and other 
departmental offices having overa]l publication program 
responsibilities, and that document the development, 
establishment, and execution of overall plans, policies, and 
procedures of the technical manual program. 

2. TECHNICAL MANUAL DEFICIENCY EVALUATION REPORTS (TMDER) 
Messages or letter reports citing deficiencies or errors or 
recommending revisions to Technical Manuals. 

3. DIRECTIVES. Instructions, notices, handbooks, and 
guidance manuals relating to the publications program. 

4. EQUIPMENT/SYSTEM TECHNICAL MANUALS OR MANUFACTURERS 
INSTRUCTION BOOKS. Publications that contain discription 
and instructions for installation, operation, maintenance, 
and overhaul of major items of equipment and shipboard 
systems. 

a. Record copy held by NAVSEA Central Technical 
manual Management Activity, Naval Ship Missile System
Engineering station, Port Hueneme, CA. 

b. All other copies. 

Permanent. Retire to WNRC 
when 4 years old. 
Transfer to NARA when 20 
years old. 

Destroy when correction to 
publication has been made 
by issuing permanent 
change or superceding 
revision. 

Destroy when superceded or 
cancelled. 

Permanent. Retire to WNRC 
when obsolete or no longer
needed for reference. 
Transfer to NARA when 20 
years old. 

Destroy when obsolete, 
cancelled, superceded, or 
no longer needed for 
reference. 

http:ooo.o.tn
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1. IDENTIFICATION LISTS. Lists which identify the specification, 
manufacturer, or distributor, item by part or model number or trade 
name, place of manufacture, and the test ~eport involved. 

SSIC 4130 

CONFIGURATION MANAGEMENT RECORDS 
GE"'E-1lA '-

1. CONFIGURATION MANAGEMENT~CORRESPONDENCE, INSTRUCTIONS, NOTICES, 
STUDIES, AND OTHER RECORDS. Systems commands and inventory control 
points (program managers and major logisti~al activities) files that 
document the development and accomplishment of significant plans, 
programs, studies, or projects involving CSlnfiguration management. 
Files of all supply activities and offices (department and field) 
and department, division, or other organizational units of activi­
ties and offices relating to the operation and administration of 
the configuration management system. (Exc~ude~'progtam records covered 
in .pars--. 4000 .1 aAd 2 )

:s~,c.. 
SSIC 4140 

USMC LIFE CYCLE COST MODEL (LCCM) RECORDS • 

RECORDS ARE ACCUMULATED IN GENERATING ALL COSTS/PARTIAL COSTS 
RELATED TO THE R&D AND OPERATION AND SUPPOFi- (O&S) PHASES OF A 
PRIMARY END ITEM. COSTS DEVELOPED ARE DISPLAYED IN POM/BUDGET 
FORMAT FOR THE EXPECTED LIFE. 

Retain on board. Destroy 
when superseded, can­
celled, or no longer 
needed for reference. 

Retain on board. 
Destroy when 
superseded, cancelled 
or no longer needed for 
reference purposes. 

Retain on board for 
the life of the item; 
transfer to WNRC one 
year later. Destroy 
10 years after tranefeP 
t:,o WNRC. ,-1-wh? 1-e,n~ve=J 

~rd?'t') +~ ~ J .,, ue..., ...J-o - 'j 

SSIC 4200-4399 

CONTRACTING RECORDS 

IIl-4-30 



THE RECORDS IN THIS (4200-4399) SERIES ARR RELATED TO GENERAL CON­
TRACTING (IMPREST FUNDS (CASHIER APPOINTMENT LETTERS), CONTRACTING 
AUTHORITY AND RESPONSIBILITY, PERMANENT DELEGATIONS, EMERGENCY 
DELEGATIONS, AND CONTRACT MANAGEMENT REVIE~S) RECORDS AND INCLUDE 
INTRA-NAVY ACQUISITION ASSIGNMENTS (COORDINATED ACQUISTIONS 
(WITHIN DEPARTMENT OF DEFENSE)), INTERDEPARTMENTAL ACQUISITIONS 
(GOVERNMENT) (FEDERAL SUPPLY SCHEDULE CONTRACTS, DELIVERY ORDERS 

TO OTHER GOVERNMENT AGENCIES, LOCAL OR DECENTRALIZED CONTRACTING, 
AND SMALL PURCHASES), FOREIGN CONTRACTING (BUY AMERICAN ACT, CON­
TRACT REQUESTS, SPECIFICATIONS, FUNDING, DELIVERY TIME OR PLACE, 
AND JUSTIFICATIONS), CONTRACTING OFFICER APPOINTMENT (ORDERING 
OFFICER APPOINTMENT), FORMAL ADVERTISING (NEGOTIATION), CONTRACT 
COST PRINCIPLES (CONTRACT PRICING PRINCIPLES AND GOVERNMENT PRICE 
CONTROLS), ACQUISITION FORMS (CONTRACT CLAUSES), GENERAL CONTRACTS 
(FIXED-PRICE CONTRACTS, COST-TYPE CONTRACTS, LABOR HOUR AND TIME 

AND MATERIAL CONTRACTS, OTHER, AND SUBCONTRACTS), DISSEMINATION OF 
CONTRACT INFORMATION (CONTRACT STATISTICS AND CONTRACT ADMINIS­
TRATIVE LEAD TIME (CALT)), GENERAL RESPONSJBILITY OF OFFEROR (PRE­
AWARD SURVEYS), CONTRACT CLEARANCE (BONDS AND INSURANCE), CONTRACT 
ADMINISTRATION (CONTRACTOR PERFORMANCE·, DELIVERY AND SHIPMENT, 
AND DEFAULT), GOVERNMENT PROPERTY (GOVERNMENT FURNISHED AND CON­
TRACTOR ACQUIRED), LABOR AND MANPOWER (INSPECTION AND ACCEPTANCE), 
DISPUTES/STRIKES (PROTESTS AND APPEALS, CONTRACTOR CLAIMS, 
EXTRAORDINARY CONTRACTUAL ACTIONS, AND OTHER CLAIMS), CONTRACT 
TERMINATION (RENEGOTIATION AND STATUTORY PROFIT LIMITATIONS), 
BUSINESS (CLAIMANT GOALS AND PERFORMANCE; MINORITY BUSINESS 
ENTERPRISE; FRAUD AND IR~E~ULARITIES; DEBARRED, INELIGIBLE, OR 
SUSPENDED CONTRACTORS; AND EEO PROGRAM NONAWARDABLE CONTRACTORS), 
AND IN-LEASE ADMINISTRATION RECORDS. 

SSIC 4200 
GENERAL CONTRACTING RECORDS 

1. CONTRACTING RECORDS. Records are accumulated by activities and 
offices in connection with their performance of all aspects of pro-

III-4-31 
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curement functions. The series covers records documentating all 
types of contracts, including fixed-type ~ontracts, facility con­
tracts, construction and maintenance contracts, letter contacts, 
letter:S'of intent, purchase orders, and any other type of contractual 
agreement. Also included are amendmen~, changes, and supplementary 
agreemen~to any procurement action. The .disposal provisions do not 
apply to any records pertaining to outstanding exceptions, unsettled 
claims for or against the United States, such as records which shall 
be preserved until final clearance or settlement of matters and until 
the applicable time period authorized foc·_the file has expired. 

a. General Correspondence Files. C(lrrespondence files of 
operation procurement units concerning int~rnal operation and 
administration matters not coveredl\in this schedole=:-

t;../St!...,/\c,-~ lntcf~r- ~S1C4:J.~ei • 

(1) Documents in the contractor ~eneral file pertaining 
generally to the contractor and not relating to any specific contract 

(2) Routine documents which pertairr only to specific contracts 

(3) Documents not routine in nature which pertain to specific 
contracts 

b. Routine Procurement Files. Contract, requisition, purchase 
order, lease, and bond and surety records, including correspondence 
and related papers pertaining to award, administration, receipt,
inspection, and payment. 

papers 
(1) Procurement or purc

(a) Transactions of 

hase o

more 

rganization c

'2.S-
than 1.1-ff,000 

opy 

and 

and related 

all construction 
contracts exceeding $2,000, 1=¥clvde. -t-ra;1So..eh~ s covt-Jr... ,r1,n'1 

1"' demll'l, ~ ,c Gl.. +,uY-t p rot.11-S 1U\--I s 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Retain on board. Destroy 
6 years and 3 months 
after payment. (GRS 
3.4a(l)) 

111-4-32 
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(c) Contracts and other transactions containing
provisions whereby the contractor indemnifies the government 
against damage, loss, malfunction, personal injury, or any 
other condition. 

Cut off file at the end of 
the fiscal year and 
retire to nearest FRC. 
Destroy at the end of the 
period of indemnification. 
Retiring activities must 
specify destruction date 
on SF 135 used to retire 
records. 
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(b) Transactions of $.J:<J,000 or less and construction 

contracts under $2,000, £-')4..cl<Jrl~ "'1-ra..,,.sn..c- 1-✓ c:A;,.S ~dYlf-,-,._.1r1,nc, 
1 no',,,..., n, F, cu.. -J,... ~ f' ;au ,.s l<.Jn s . . I 

~ 
(2) Obligation copy 

(3) Other copies of records described above used by component 
element of a procurement office for administrative purposes 

c. Supply Management Files. Files of reports on supply require­
ments and procurement matters submitted for supply management purposes 
(other than those incorporated in case files or other files of a gen­
eral nature), exclusive of DOD reports reflecting procurement under 
exemptions authorized under Section 20l(a) of the Federal Property and 
Administrative Services Act of 1949 (40 u.s.c. 481) . 

.. 
(1) Copies received from other units for internal purposes or 

for transmission to staff agencies 

(2) Copies in other reporting units and related work papers 

d. Solicited and Unsolicited Bids and Proposals Files 

Destroy 3 years after 
final payment. (Close 
file at the.end of the 
fiscal year~ retain 3 
years, and destroy, except 
that files on which 
actions are pending shall 
be brought forward to the 
next fiscal year's files 
for destruction 
therewith.) (GRS 3.4a(2)) 

Destroy when funds are 
obligated. (GRS 3. 4b) 

Destroy upon termination 
or completion. (GRS 
3.4c) 

Destroy when 2 years old. 
(GRS 3. Sa) 

Destroy when 1 year old. 
(GRS 3. Sb) 

111-4-33 
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~ 
SS1C 4330 

CONTRACT ADMINISTRATION RECORDS 

1. UNIT IDENTIFTCAT10N CODE SYSTEM (UIC) A system to maintain nn 
identificdtion codes and mailing addresses 
for all Navy and Marine Corps activities and other specific non­
government institutions. Extracts of the UI~information are 
provided on a rnonthJy basis to other ADP systems and is used to 
prod,1ce the monthly NAVCOMPT Chapter 5, Volume II. File maintained 
at NARDAC Washington; functional sponsor is NAVCOMPT. 

a. Ma:.:iter file and hi:;tor .tcctl dat.d tdpt:!S 

b. Input da Lct b:t pe:~ ctnd pa p01 rc.>conl. 

d. Systems documentc.1tiori l n u1clude descript:ion of 
da.tt1 elements, file layout, code l)ooks, and operators and 
user m,1nua ls. 

updated file of unit 

Retain on board. Destroy 
after 3rd system backup. 

Retain on board. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required 
for reference. 

Retain on board Destroy 
when superseded or no 
longer needeu for refer­
ence. 



2. CONTRACT INFORMATION STATUS SYSTEM This system updates 
administrative, accounting, supplies line items, services, 
schedules, supplemental data requests and modification headers 
after an edit of the contract abstract. Follow-ons, such as 
shipment performance not1ces (SPN's), acceptnnce alerts (PKS's), 
and contract closeouts (PK9's) are processed to track the progress 
of the contract until a]l deliverables are accepted. Close-outs 
are then initiated. This Navy wide system is maintained at NARDAC, 
Washington. Information is trdnsmi tted tu:!tween the Central Account­
ing Office, purch~se office, and acceptance site. 

a. Master fJle and historical ddta tapes. Retain on board. Destroy 
after 3rd system backup. 

b. Inuut dctta tctµe~ dn~ Udper record. Retain on bodrd. Destroy 
when no longer required. 

c. Output d.1t_a ,u1tl retx>rts-C'OM and paper. Retain on board. Destroy 
when no longer required 
for reference. 

data 
d. 

elements, 
Svstems documentatton to include description 

file layout, code books, and operators and 
of Retain on board. Destroy 

when superseded or no 
u!:ier manuals. longer needed for refer­

ence. 



SSIC 4315 

CONTRACTOR PERFORMANCE RECORDS 

1. CONTRACTING INFORMATION SYSTEM System vrovides d ddta base, 
which identifies and describes all contractor~, who have either 
expressed a desire to do business with NAVFAC, who have done 
business with NAVFAC in the past, or who are currently engageu 
in a contrctct with NAVFAC. Navy-wiue system supporting dll 
NAVFAC Engineering Field Divisions and ma1ntHined by FACSO, 
Port Hueneme. 

ct. Master fLle and historical data tapes. 

b. Input l'.lata ta.p,~s aml paper record. 

c. Output d,1tt1 a.nu reports-COM a.nd paper. 

d. Systems documentt1tion to J nclude description of 
data elements, file layout, code books, and operators and 
user manuals. 

Retain on board. Destroy 
after 3rd system backup. 

Retain on board. Destroy 
when no longer required. 

Retain on board. Destroy 
when no longer required
for reference. 

Retain on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 
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(1) Successful bids and proposals·. 

(2) Solicited and unsolicited unsuccessful 

(a) When filed separately from·contract 

(b) When filed with contract 

bids and proposals 

(3) Cancelled solicitation files. Fo·rmal solicitations of 
offers to provide products or services (e.g., invitations for bids, 
requests for proposals or requests for quotations) which were 
cancelled prior to award of a contract. The files include presoli­
citation documentation on the requirement. any offers which were 
opened prior to the cancellation, documentation 9n any government 
action up to the time of cancellation, anq evidence of the cancella­
tion. 

e. Contract Appeals Case Files. Files consisting of notices of 
appeal or acknowledgements thereof; correspondence between parties; 
copies of contracts, plans, specifications, exhibits, change orders, 
and amendments; transcripts of hearings; documents received from 
parties concerned; final decisions; and all other related papers. 

0-£M>l>A, 8., -1 c. ,,, ~ 
SSIC 4400-4499 

SUPPLY/MATERIAL RECORDS 

111-4-34 

Destroy with related 
contract case files. (GRS 
3.6a) 

Destroy when :related 
contract files are 
completed. (GRS 3;6b(l}) 

Destroy when related 
contract case files are 
completed. (GRS 3. 6b (2)) 

Retain on board. Destroy 
5 years after date of 
cancellation. 
(GRS 3.6c(l)} 

Retain on board. Destroy 
10 years after final 
action or decision. 
(GRS 3.19) 
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GENERAL SUPPLY/MATERIAL RECORDS 
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1. OBtmAAL CORRESPONDENCE FILES. Files qf activities (including Destroy when 2 years old.a 

inventory control points, supply departments, stock points, and 
other offices or units) relating to the operation and administration 
of their supply functions. (-EHelude pcog.c::am reeores eguecee it, 
pare, 4000,l and 2.) 

2. REPORTS, DATA, AND PAPERS. Documents prepared or accumulated 
by activities and offi~s or other organizdtional units performing 
supply functions, ,e,ecl ~& alilt" reports specifically authorized for 
other disposal. e.~c.Ju c:. • 

a. Supply Activity or Office Copies Destroy when 2 years old. 

b. Copies Maintained in Other Organizational Units Destroy when 1 year old 
or unit is disestab­
lished, whichever is 
earlier. 

c. Copies Used as Working Papers or Ma1ntained for Information Retain on board. Destroy 
when superseded or no 
longer needed for 
reference purposes. 

3. STOCK CUSTODY RECORDS OR EQUIPAGE STOCK CARDS Retain on board. Destroy 
2 years after discontinu­
ance of item, stock 
balance is transferred to 
new card or recorded under 
a new classification, or 
equipment is removed from 
agency control. 
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4. RECORDS OF STOCK LOCATIONS 

. 
jli 

5. IDENTIFICATION FILES. Copies of stoc_k 
~ 

lists or supply catalogs, 
specifications, and other publications, indexes, card records, 
tickler or suspense files, and other simiLa~ files relating to the _ 
identification of supplies, property, equipment, or other materials, 
or used as locator records for supplies and equipment or as suspense 
devices for supply operations. 

6. CASH TRANSACTION RECORDS. Records maintained to report trans­
actions to disbursing and fiscal officers_ (See also par. 7302.9.) 

7. MARCORPS FIELD SUPPLY ANALYSIS OFFICES RECORDS. These records 
are accumulated by these offices in connection with their analysis and 
evaluation of MARCORPS activities supply procedures. 

a. Copies of Field Examination Team Reports. Reports, supporting 
documents, and related correspondence for activities or units. 

b. Copies of MARCORPS Field Supply Analysis Office Receipts, 
Expenditures, and Payment Documents. Copies of vouchers and other 
documents pertaining to MARCORPS stock fund and appropriation stores 
accounts and to commissary store purchases and cash sales, monthly 
reconciliation statements of receipts from purchases, matched monthly 
reconciliation registers,aod related EAM cards and monthly registers 
of documents unmatched at month's end, and other similar documents 
used in connection with performance of supply analysis functions. 

c. Administrative Correspondence; ~orrespondence pertaining to 
the performance of administrative functions and transactions in 
analyzing and reporting effective procedures. 
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Retain on board. Destroy 
when record is superseded 
or upon depletion of 
stock. 

RetaiA eR ~eacd. Destroy 
when superseded, can­
celled, obsolete, or 2 
years after date of list. 

Destroy when 2 years old. 

Destroy upon completion 
of next examination and 
submission of new report 
to HQMC. 

Destroy 1 year after 
completion of 
reconciliation. 

Destroy when 1 year old. 
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SSIC 4402 

SHIP STORES RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files and other records concerning 
the establishment, operation, and administration of sh,p stores. (-See 
also par. 4448.1 CSJt•/1 S"torc /-'1VC"'1'h:N"-'1 r--1!..~rds .s J..cn,;i/c/~e .,t;ld-✓ 

V"/1 ~ S SIC 4-4-4,oj 

SSIC 4403 

REPLACEMENT AND EVALUATION PROGRAM (R&E) RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files consisting of letters, 
messages, memoranda, and other related material created/maintained 
by MARCORPS field activities. The MARCORPS Replacement and Evacua­
tion Program is designed to extend the service life of MARCORPS 
ground support equipment (from radio sets to tanks), except small 
arms, by providing for timely replacement·~nd evaluation for rebuild 
on a cyclic basis. 

SSIC 4406 

SUPPLY AFLOAT RECORDS 
"'t- ~ /... .. '-I,.~ ~'C- ..... '1T'"0--. ✓--,{1 . GENERAL CORRESPONDENCE FILES · ~- c .s ~ la ' .) i::. ' 

..,.,._ c. ~ s 0--, 4 s r~ ,_ -:,., -.1 z,- -r-h c. > I-',' /,.o-o....r ti' ::. vj"',> 'f ,.C"""' £ ~ - • 

2. STOCK RECORDS (SHIPS WITHOUT AUTOMATIC DATA PROCESSING EQUIPMENT 
(ADPE)). Records such as Stock Record Card Afloat form. 

Destroy when 2 years old. 

Destroy when 3 years old. 

Destroy when 3 years old . 

Destroy after the next 
Supply Operation 
Assistance Program 
(SOAP) Inspection. 
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3. CUSTODY RECORDS. Controlled equipage custody records which are 
maintained for certain operating space items selected by the fleet 
commander, type commander, or ship's commanding officer for special 
inventory controls. 

4. LOCATOR/INVENTORY RECORDS (SHIPS WITHOUT ADPE). Afloat/Inventory 
Record forms or inventory lists which indicate storeroom locations 
and inventoried quantities of stock materfal. 

a. New Lists 

b. All Other Lists 

5. PROCUREMENT DOCUMENTS (SHIPS WITHOUT ADPE). DD Form 1348, DO 
Form 1149, NAVSUP Form 48, and similar documents used to requisition 
purchase of shipboard materials and servic~s. 

6. CONSUMPTION DOCUMENTS (SHIPS WITHOUT ADPE). Documents used to 
issue materials to requesting shipboard work centers and to report 
consumption to the cognizant type commandet. 

7. DEMAND FILES (SHIPS WITHOUT ADPE). Copies of NAVSUP Form 1250, 
NAVSUP Form 1114, or other documents used to maintain a record of 
demands for nonstocked materials. 

Retain on board. Destroy 
when material is trans­
ferred or surveyed. 

Retain on board. Destroy 
upon completion of the 
next inventory of the 
same material. 

Destroy after the next 
SOAP Inspection. 

Retain on board. 
Destroy, with receipt 
documents attached, l 
year after completion. 

Retain on board. Destroy 
originals 1 year after 
copies are forwarded to 
the cognizant type 
commander, or after the 
next supply management 
inspection, whichever is 
later. 

Retain on board. Destroy 
when demand frequency 
qualifies the material to 
be stocked or after the 
next SOAP Inspection, 
whichever is earlier. 
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10. SUPPLY EFFECTIVENESS CONSUMPTION SYSTEM (SECS) System 
provides u:...;ers with a me,1ns to collect ctnd :3umrna.rize bct~nc 
consumption data generated in the normal course of supp]y 
operations ctfloat The supply effect1vent-':-::.~.;/cons11mpt1011 
report provides information to type commanders and individual 
ships on supply rectdiness, mater.1al consumptiou, material 
def1cience!:i, compcffdt.tve supply performance, and the obligation 
and util 1zcttiun of furn.ls. 

a. Mastt~r f 1 lc::! and h 1.stnr1co 1 cl,:ita tctpe.s. Retain on board. Destroy 
after 1rd system backup. 

L, Input dalc:1 taves an<.l pdpl-'r record Rel~,-:llu on board. Destroy 
wh~n no longer required. 

c. Output ddtd and n::!ports-COM and P<:1.PEJr. Reta.in on board. Destroy 
wh~n no longer required 
for reference. 

data 
user 

d System~~ docurncmtat1m1 tu incluue uescription 
elements, file L1yout, code books, a.nu oµerators and 
manuals. 

of Reta.in on board. Destroy 
when superseded or no 
longer needed for refer­
ence. 



" 
IJ a. EXPENDITURE INVOICE FILES (SHIPS WITHOUT ADPE). DD Form 1348-1, 

1348, or 1149, NAVSUP Form 154, or other expenditure documents used 
to transfer or survey material. 

9. TRANSACTIONS FILES (SHIPS WITH ADPE). Transaction ledgers/ 
cumulative transactions ledgers (comprising records identified 
in pars. 4406.2 and 4406.4-8). 

a. Discrepancy Reconciliation Require<) 

b. Discrepancy Reconciliation Not Required
• 

• SSIC 4408 

SPARE AND REPAIR PARTS RECORDS 

1. TECHNICAL DATA AND RELATED INFORMATIONAL PAPERS. Papers 
concerning spare and repair parts maintained by supply-control or by 
maintenance and repair activities. (Q:ee::alse paia- lttO and AJQQ,) 

SSIC 4410 
. 

CATALOGING, MATERIAL IDENTIFICATION, A~D.CLASSIFICATION RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files, copies of reports, and 
other papers accumulated by activities and offices in connection 
with the performance of cataloging functions and the development 
of Federal Item Identification Guides (FIIGs) and of material item 
identification and classification. Include papers relating to the 
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Retain on board. Destroy 
1 year after completion 
of the transfer·or 
survey. 

Destroy when 2 years old. 

Destroy when 1 year old . 

Retain on board. Destroy 
when superseded or can­
celled, or aircraft, ship 
other craft, or equipment 
is removed from t-he 
supply system, s '-71f,._i:-, 

Destroy when 2 years old. 



assignment (or revision or deletion) of standard stock numbers. 
(Exclude primary program records maintained at the -depa~~•eR~al ~ 
level covered in par. 4000.1.) s~,.,.,._..-is~~ 

2. ITEM (COMMODITY) SPECIFICATIONS AND STANDARDS 

a. Specifications and Standards Records Used to Support Specific 
Procurement or Other Supply Actions. ,;=, 1~s •;-.,,,/._,<£c a-1-vd',c-'7 rr-r~.s, 

-=-.na..l'tSc.S", 1'cs-l-rc.~o.J):;z..S, o.--d c_.,-...,,.....,.,- .~-....,,,,...\J•-,S". 

b. Specifications and Standards (Including Blueprints and 
Related Card Records) used for Material Cat~loging, Identification, 
Classification or Reference Pur ose Drawin s Blue rints Micro­
film, Micro iche, etc.) 

3. ITEM IDENTIFICATION RECORDS. Master item (commodity) identifi­
cation or history cards, microfilm, or other records maintained for 
individual items of supply, together with related cross-reference 
files; material or equipment data cards; and listings or other 
records maintained for material identification or supply purposes. 
Also, include item control cards, and other card records of standard 
supply, standard catalog, or other items. • 

a. Master Item Identification, History Card, Microfilm, or 
Other Similar Records 

-e.--A-l-1-0ther- Records ~ 

4. COPIES OF BLUEPRINTS AND DRAWINGS, OR THEIR EQUIVALENTS, FOR 
EOUIPMENT4N ALL COMMODITY ITEMS MAINTAINED BY SUPPLY CENTERS 
~OTHER ACTIVITIES 
(J (l. 

Retlain d. Destroy 
1 year after action is 
completed. 

Retain on board. Destroy 
when superseded, can­
celled, upon completion 
of action, or no longer 
needed for reference. 

Retain on board. De~troy
when material or equip­
ment is deleted from the 
supply system. 

---Retain on--oc:ra-r"d. De-stra¥ 
wben sypec&eded, eaA=: 
..eelled, or purpose ie 
-served. 

D c .s r ,...(!), v->k~..., , .J..r ..-- , ~ 

de lclcd ~,~ ~ 
s V ;11' t, ~~ j /,... c,V, 
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&. Originating Activity's Master File Copy~ 

S. MARCORPS CARD RECORDS OF SERIAL NUMBERS OF ALL WEAPONS (INCLUDING 
SMALL ARMS AND CREW-SERVED) AND BINOCULARS. 

a. Serial Number Entered on Transfer Document 

b. Serial Number Not Entered on Transfer Document 

SSIC 4419 

REPAIRABLES MANAGEMENT RECORDS 

1. SUBJECT FILES. Files relating to the functions of repairables 
management, including general correspondence, instructions, audit 
reports, and point papers. 

MATERIAL SUPPLY COORDINATION RECORDS 

1. GENERAL CORRESPONDENCE FILES. Reports and related papers 
concerning material missions, material cognizance assignments and 

Apply app,op,iate s~e 
item ef pac. 4121. 

Apply appropriate su&­
item ef par. 4121>. 

&etoiti -nn bcazd. Destroy 
when item is transferred 
or otherwise disposed of. 

Destroy 3 .f_i.:9:Elrl. years 
after transfer document 
number has been entered 
on card. 

Rataain on board. Destroy 
when 5 years old. 

Destroy when 2 years old. 
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control matters, and the performance of supply and technical functions 
in regard to material (stock) coordinatio~ (other than primary program 
(~~9' !,~'):,=al) files covered in par. 4000 .1). 

2. HISTORY DATA CARDS AND EQUIPMENT OR MATERIAL CARDS MAINTAINED 
FOR SUPPLY COORDINATION PURPOSES AND RELATED LISTINGS 

SSIC 4422 

MATERIAL COGNIZANCE ASSIGNMENTS RECORDS . 
1. GENERAL CORRESPONDENCE FILES. Files and other records concerning 
the assignment or transfer of cognizance over supply items, or the 
stocking or discontinuance of stocking items by supply-control activi­
ties or other stocking points and intersupply support agreements. 
(Include item control recommendations.) 

2. MATERIAL COGNIZANCE TRANSFER REPORTS 

3. ITEM COGNIZANCE COMMODITY CARD RECORDS. Records or lists 
reflecting such data as the code (stock numher) and the commodity 
group (inventory control point) assigned su~ply coordination 
cognizance. 

SSIC 4423 

EQUIPPING/PROVISIONING AND ALLOWANCES RECORDS 
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R•-aift eR eaara. Destroy 
when superseded, can­
celled, or no longer 
needed for ~,ply 
reference. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Retain on board. Destroy 
when superseded, can­
celled, item cognizance 
is transferred, or item 
is deleted from the 
supply system. provided 
cefeceAee Reed& bane eeeA 
sei ,ed-. 
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1. ~CORRESPONoiNCE, STUDIES, AND OTHER RE~ORDS. Records that docu­
ment the establishment and development of support policies, proced­
ures, plans, and programs relating to provisioning and allowance 
development for ships and activities and the subsequent actual 
equipping of those ships and activities maintained by the NAVSUP, 
MARCORPS activities, the Chief of Naval Operations (CNO}, technical 
bureaus and single manager agents under the operational control of 
DON. (Exclude program records covered in pars. 4000.1 anel !.} 

SSIC 4424 

MATERIAL OBLIGATION VALIDATION (MOV) RECORDS 

MATERIAL OBLIGATION VALIDATION (MOV} REQUESTS AND CONTROL CARDS WITH 
SUPPORTING DOCUMENTATION RELATED TO THE VERIFICA~ION OF CONTINUING 
NEED FOR MATERIAL ORDERED. 

SSIC 4430 

MATERIAL RECEIPT RECORDS 

1. MATERIAL RECEIPT AND EXPENDITURE INVOICES, TOGETHER WITH 
SUPPORTING CORRESPONDENCE AND PAPERS, INVOLVED IN THE TRANSFER OF 
MATERIAL. Correspondence including copies Df requisitions, 
invoices, requisition/issue documents, contract receiving reports, 
and similar forms. 

a. Proof of Delivery or Receipt Files 

b. All Other Copies 

2. MATERIAL ACCEPTABILITY OR RECEIPT INSPeCTION REPORTS. Copies of 
reports relating to the acceptability of material received, such as 
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retaia 11 ln••el. Destroy 
when supersed~d, can­
celled, or no· longer 
needed for reference. 

Destroy 1 year after 
cancellation or 
completion of requisi­
tion. 

Destroy when 2 years old. 

Destroy when 1 year old. 

Destroy when 1 year old 
or corrective or other 



inspection and rece1v1ng reports; order and inspection reports; 
reports of damaged or improper shipments; ·reports of failure, 
unsatisfactory, or defective materials; other related records 
prepared by recipient activities. 

3. MATERIAL RECEIPT CONTROL FILES. Logs, . listings, check-off 
sheets, extra copies of notices of shipmeAts, or other documents 
used as a record of expected supplies or shipments, or as a progress · 
record of the status of requisitions or shipments, or for any other 
similar control or suspense purpose (and "ot utilized as a voucher 
or stock account record). 

4. MARCORPS ACTIVITIES DELIVERY CASE FILES FOR ITEMS OF SUPPLIES AND 
EQUIPMENT. Files comprise such records as requisitions, authority 
slips, authority or transfer orders, shipping documents, and related 
papers. 

5. MARCORPS ACTIVITY MEMORANDA RECEIPTS Fl· t CUSTODIAL TYPE ITEMS 

SSIC 4431 

MATERIAL SHORTAGES RECORDS 

1. LOCAL CONTROL RECORDS OR REPORTS. Records relating to the 
shortage or non-availability of supplies at stocking points or to 
their availability at other stocking point.~ or supply sources. 

action has been taken, 
whichever is later. 

Retain on board. Destroy 
upon receipt of.material, 
completion or cancella­
tion of requisition, or 
receipt of notice of 
shipments, whichever is 
earlier. 

Retain on board. Destroy 
2 f~l years after 
final payment. 

Re~ ■ii::a:7oa h -as J, Destroy 
1 year after receipt is 
closed out, superseded, 
or when property is 
returned. 

Destroy when 3 months old 
~ pycpese is se£ved. 
whioheHer i& earlier. 
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SSIC 4440 

INVENTORY CONTROL RECORDS 

THESE RECORDS ARE ACCUMULATED BY INVENTORY. CONTROL POINTS, INCLUDING 
SUPPLY-DEMAND CONTROL POINTS, SINGLE-MANAGER OPERATING AGENCIES, 
SUPPLY DEPOTS, NAVAL RETAIL OFFICES, AND OTHER SUPPLY OFFICES AND 
ORGANIZATIONAL UNITS OF OTHER ACTIVITIES oa OFFICES PERFORMING SUPPLY 
AND INVENTORTY CONTROL FUNCTIONS. THESE FUNCTIONS ASSURE A PROPER 
BALANCE BETWEEN THE SUPPLY OF AND DEMAND FOR ITEMS OF MATERIAL, SUPPLY 
INVENTORY RECORDS RELATING TO CURRENT INVENTORIES AND ALLOWANCES, 
SUPPLY LEVELS, STOCK STATUS AND REPLENISHMENT, AND FINANCIAL INVENTORY 
CONTROL (THE RECONCILIATION OF COST AND COST CONTROL WITH STOCK OR 
PROPERTY ACCOUNTING RECORDS). 

1. INVENTORY REPORTS. Inventory reports,.. .togefii;t with related 
correspondence,and other records, not spec1f1cally covered in this 
pacag~~pa.. Include inventory control reports, reports of receipt 
and maintenance of supply items, financial inventory summary reports, 
stores accounting transactions and semi-annual vouchers/invoice tape 
printouts, and reports of material surveys. 

2. STOCK ON HAND RECORDS. Records relating to physical counts of 
stock on hand. 

3. REQUIREMENT ESTIMATE FILES 

4. DAILY (STOCK STATUS) TRANSACTION LEDGERS OR LISTINGS. summaries 
of daily transactions. 

a. Historical Listing Prepared 

Destroy when 2 years old. 
(GRS 3.10c) 

Destroy 1 year after 
reconciled with stock 
(card, tape, or other) 
entries. 

Destroy when 1 year old. 

Destroy when 1 year old 
or next inventory is 
completed, whichever is 
later. 
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b. Historical Listing Not Prepared 

5. HISTORICAL LISTINGS OF STOCK STATUS TRANSACTIONS 

6. CONSOLIDATED (DAILY, MONTHLY, QUARTERLY, OR OTHER) STOCK STATUS 
TRANSACTION REPORT RECORDS 

7. STOCK SLIPS 

8. DETAIL STOCK CONTROL (SINGLE LINE ITEM . TRANSACTION) CARDS SUCH 
AS NAVSUP FORM 801 AND DD FORM 1487 

a. Stock Account Copies. Include stock accounts at MARCORPS 
supply centers. 

b. Data Processing Installation Copie~. Copies used to transceive 
stock account transactions to supply center or others. 

c. Supply Centers Data Processing Installation Copies. 
Copies used to transceive stock account transaction within 
the complex. 

9. STOCK DUES (EXPECTED RECEIPT) SINGLE ITEM TRANSACTION CARDS SUCH 
AS DD FORM 1487 

10. RECEIPT STOCK CONTROL RECORDS (HEADER CARDS SUCH AS NAVSUP 
FORM 782) OR EQUIVALENT TAPED RECORD 

Destroy when 3 years old. 

Destroy when 3 years old. 

Destroy when 1 year old. 

Destroy after procurement 
document is prepared and 
expected receipt is 
posted to stock record. 

Destroy when 1 year old. 

Destroy after monthly 
transaction register 
listing of transceived 
cards or month end 
summary of expenditure 
listing has been 
prepared. 

Destroy when 3 months 
old. 

Destroy upon receipt or 
cancellation of complete 
shipment. 

Destroy when all stock 
record accounting actions 
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have been completed and 
verified. 

: 111. INVOICE HEADER CARDS Retain on board. Destroy 
when invoices have been 
verified and distributed. 

12. INVENTORY TALLIES, INVENTORY CONTROL REGISTERS, OR REPORTS Destroy upon completion 
of next inventory and 
after all adjustment 
actions have been taken. 

13. INVENTORY TRIAL BALANCE RECORDS (CARDS OR OTHER RECORDS) Destroy after completion 
of next inventory. 

14. CHANGE NOTICES 

a. Stock Accounting Change Cards Destroy 1 year after item 
is deleted from supply 
system. 

b. Price Change Cards Destroy when superseded 
or revised list is 
received. 

c. All Others Destroy when action is 
completed. 

15. STOCK ACTION RECORDS. Card or other record used for such actions Destroy when action is 
and transferring items. completed. 

16. STOCK STATUS NOMENCLATURE CARDS OR TAPES Destroy when superseded 
by new card or tape and 
report for next reporting 
period has been prepared 
and released. 
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STOCK LOCATOR CARD 

18. SUMMARY-TO-Dr "E RECORDS AND OPENING/CLOSING INVENTORY RECORDS 
(INVENTORY BALANC~ ADJUSTMENT AND COUNT CAaDS) 

19. MECHANIZED STOCK STATUS OR INVENTORY CONTROL BALANCE OR SUMMARY 
(CARD) RECORDS 

a. Stock Status Balance Cards 

b. Stock Status and Replenishment Cards 

c. Stock Accounting Balance Cards 

d. Transaction Item Report Cards 

Destroy when superseded 
or item is no longer 
carried in stock. 

Destroy 4 months after 
inventory is completed 
and all adjustm~nts made. 

Destroy when new stock 
balances or summary 
data cards have been 
prepared. 

Destroy when data are 
reproduced for 
replenishment purposes 
upon next replenishment 
cut off. 

Destroy when item is 
deleted from stock. 

Destroy when the zero 
stock status 'is reported 
to the supply-demand or 
inventory control point 
at the next replenishment 
period if the item is 
included in a category of 
items under active item 
reporting. 
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e. Similar Records Created or Used in Connection with Inventory Destroy after reporting
Updating and Stock Status Reporting the preparation and 

verification of updated 
card or other record and 
release of report for 
next accounting period. 

20. TAPED INVENTORY CONTROL AND STORES PROCESSING RECORDS. Magnetic 
or punched tapes created or used in conn,•:tion with receipt control 
processing, inventory updating and stock status reporting, and 
stores reporting. (See also par. 4443 for other financial inventory 
accounting reporting records.) 

a. Receipt Control Processing Tapes and Receipt Control Master 
Tapes 

(1) Tapes bearing date of stock status cut off Destroy after preparation 
of third generation tape 
(third successive 
updating). 

(2) Master receipt control tapes (other than those with stock Destroy after preparation 
status cut off date) and receipt control daily action tapes of second generation tape 

(second successive 
updating). 

(3) Receipt controi total completed action master tapes Destroy after success­
fully merged with total 
completed action master 
tape. 

(4) Procurement action status report tapes Destroy after completion 
and release of next 
procurement status 
report. 
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< (5) Other Leceipt control processing tapes Destroy when superseded
&J 

or successfully updated 
or merged, provided tapes 
have been verified in 
accordance with accepted 
EDPM procedurea, or after 
preparation and approval
of printout or report. 

b. Inventory Updating and Stock Status Report Tapes 

(1) Master inventory tapes Destroy after preparation 
of third generation tape. 

(2) Transaction reporting tapes Destroy when updated 
and successfully merged 
with master inventory 
record. 

(3) Merged transaction reporting tapes Destroy after preparation 
of third generation tape. 

(4) Status reporting printing tapes Destroy after completion 
of next subsequent stock 
status report. 

(5) Other inventory or stock status reporting tapes Destroy when superseded 
or successfully merged 
and verified in 
accordance with accepted
EDPM procedures, or when 
preparation and approval 
of next subsequent 
printout or report. 
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c. Stores Reporting Tapes. Tapes used by inventory control 
points and supply centers in the monthly stores reporting process. 

(1) Year-to-date summary tapes used as next monthly input 

(2) Financial transaction summary reporting tapes including 
MARCORPS east and west tapes 

(a) Stores reporting output (printing) tapes and year 
ending summary tapes 

(b) Other tapes used in stores reporting process 

(c) Voucher/invoice and daily inventory and stores 
processing tapes of supply centers 

1. Semi~anoual voucher/invoice tapes 

2. Daily stores detail tapes, labor roll/material 
charges and credTt tapes, and material receipts/expenditures tapes 

Destroy after determina­
tion that updating was 
successful. 

Destroy 15 days after 
next monthly return or 
other reports have been 
prepared, approved, and 
distributed, unless 
otherwise notified by 
HQMC. 

Destroy when updated or 
superseded and new 
tapes have been verified. 

Destroy when 6 months 
old provided all required 
printouts have been 
prepared and approved. 

Destroy 45 days after 
after submission of end 
of fiscal year return and 
30 days after submission 
of other monthly returns, 
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23. MATERIAL MANAGEMENT SYSTEM Tins sy:~tem provides inven­
tory control for dl 1 material used 1 n ~;tu p overhauls and 
refJ..ts ,1t all 8 Navd.l Sl11py,:1rds. System µrovides onliue 
J..UVt::!ntory query resIJOnse via terminals tlu uughuu1. .sJu_pyard 
industr.1al area. 

a. Mc1stt:ir fl le:) and hu~tun cc:=:tl datct tapes. Relctlrt on board. Destroy 
after 1rd system backup. 

b. Inp11 t di=t. L,=t. t.ap1::!s a nu p,-:1 JJE• r record Retct1.n on board. Destroy 
when no longer required. 

c. Output dl1ta anu n~pnrts-COM awl p,1per Retain on board. Destroy 
wh<.~n no longer requ 1.red 
for reference. 

d. Sys t-L•ms du< ·uml-!nt ,1 tinn lo 1.ncludP descru.,tion of Retdin nn ~oard Destroy 
d.1ta elem,~nt:::1, f.1le layout, cnde briolcs, ,1r1d oper,1tors and when ~ur;erseded or no 
user marn1t11 s. longer needed for refer­

ence 



24. SHIP EQUIPMENT CONFIGURATION ACCOUNTING SYSTEM (SECAS} 
System provides configuration statu~ dCcountiny for ship 
equipment for use by the Fle~t, Type commanders, and NAVSEA. 
System is maintct1ned at Naval Weapons Station, Concord, CA 
and supports/lJnks NAVSEA, Weapons Stations, and the 8 N~Vdl 
Shipyards. 

a. Mdst~r (J h.! ctnd h1:-;turica1 data tapes. Retain on board. Destroy 
after 3rd system backup. 

b. Input clat·c1 t"dµe:3 and paper n.l,·ord Retain on board. Destroy 
when no longer required. 

c. Output ddtct ctnd reports-COM and pcilJ<='r Retain on board. Destroy 
wtit•n no longer required 
for refc~rence. 

d. Systems document ,1t1 un to 1 nc l ude descr1pt .tun of Retain on board. Destroy 
ddLi l:!l •~ments, f1 lf.! l'lyout, code books I l1ml op~rators and wheri superseded or 110 

u:;;er manuctl s longer nl::'eded fnr refer­
euce. 



3. Daily voucher/invoice ◄ apes 

4. Inventory tapes 

5. Other tapes used by supply centers in connection 
with the reporting of financial inventory r-epor ting. 

21. CARDS, TAPES, OR OTHER RECORDS USED I~I'.IDENTALLY IN INVENTORY 
CONTROL PROCESSING 

22. MANUAL (NON-MECHANIZED) STOCK CONTROL RECORDS. Stock control 
and other records involving inventory accounting status and 
replenishment. 

a. Stock Control Cards. Cards used in inventory accounting. 

b. Stock Status and Stock Replenishment (Stock Account) Card 
Records 

c. Other Stock Record Cards, Lists, or Similar Records 

unless notified to hold 
longer. 

Destroy after third 
successive updating of 
the supply center 
inventory. • 

Destroy after third 
successive updating.

f{',f,,""f'n-'._ J,,.,--,t-, ..,,_'if S Jf I<:;. 
Apply A 4443. 

Destroy when superseded, 
related listings or 
reports have been pre­
pared, or purpose is 
served. 

Destroy when 1 year old 
or balance is recorded on 
a new card. 

Destroy when 1 year old. 

Destroy when superseded 
or stock is depleted. 
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2. AVIATION CONSOLIDATED ALLOWANCE LIST SYSTEM (AVCALS) 
System provides c1.v1.a.tion pctrts 1nform,1t.1urt (,.rnrl fundiny cita­
tions to requis.1lion these parts) necessary to support deploy­
iny c1.ir squa~rons abnard an aircraft c..:ctrr1er. 

a. Mastt::~r f1]r~ and lnstorLcal d,1ta tapes. Retain on buard. Destroy 
nfter 3rd system backup. 

1,. Input dc"11:t:i. tapes and IJdJ)(~r record Retain on Loard. Destroy 
when no longer requir8d. 

c..:. Output data and reports-COM dnd paper. Ret,11.n on board Destroy 
when no longer required 
for reference. 

d. Systems documentation to 1nclude de::;cription of Retain on board. Destroy 
dcil d el t-;ITH-~nt:s I fl le 1 c"tYUUt I cn<J1J l,ook!--. / ,111d_JJ.1..'.~ ·(ctt ors and when superseded or no 
user manu,-=.i.ls. • longer needed for refer­

encE~. 

https://manu,-=.i.ls


S{l[tPLY -LEVEf1!.'1 tU100B:05-

3. FtNAL TtTLE STOCK INVENTORY SYSTEM SystPm provides manage­
ment support cnncern.1.n•::1 on-hand c..1ssets, re:__;crvat 1011:_;, exl'esses 
and deficienc1 l!!-5 J n the vcarinus f ina 1 t 1 tl e stock 1nventory 
accounts. Provides capalnl.1 ty for reserv.1.tJ ()n, estt=iblishment, 
modif1cation and conv~rsinn of COSAL un.1.t loads. System mctin­
tained at FACSO, Port Hueneme and supports NAVFAC HQ, NAVSUP 
Program Manayer, anu ctll CB Centers. 

a. Master file and h1stor1rctl ddtd tctpes 

b. Input data tapes ..-md µaper revurd 

d. Systems l]ocumentc-1t.1.on tu include description of 
data elements. file layout. code books, and operators and 
user manuals. 

Retain on board. Destroy 
after 3rd sysl8m hackup. 

Retain on board. Destroy 
when no longer required. 

Ret~in on board. Destroy 
wh1:n no longer requ.1.red 
for reference. 

Retain on board. De~troy 
when superset.led or no 
longer neede~ for refer­
ence. 

https://l]ocumentc-1t.1.on
https://reserv.1.tJ
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4. PREPOSITIONED WAR RESERVE MATERIAL STOCK SYSTEM Sysy8m 
evalu,:ites assf•ts and def1c1.,mc1es 1.n the 2C cuy inventory ancl 
ena.bles the Navy to determln1::1 l t :J ri::!adiness to respond to 
cnntingcnc·y pl,1t1s. System is ~.,pc>n~..ored by CNO (OP-44); m,11ntc.11.n­
ed at FAC:SO, Port Hueneme; dll(] SULJ[JOrt~-;; c1.ll CB Centers. 

Ret,1.1n nn l>oi1rLl De~, troy 
ctfter 3rd system bctckup 

Rctct.u1 on Lo,1rLl. Destroy 
wh011 nc, lunyer required. 

c~ Ou l put dct 1 d d.rtrl repnrt ! , -COM Mhl pctp1..:' r. Rot-ct.in on hnard. Destroy 
when no longer required 
for reference. 

dt1 t ct 
user 

d sv~;t(•tn~, rlncumunt,1LLu11 tu 1r11·lwJ1;~ Llc~LrJpt LOil 
E• l ,:::imc-•nts, file l ctyout, code lionks, ,j nd opc=-r t=t. tor:_.. and 
fficttlllc1.] ~.. 

of Retc..1 .1r1 on l>o,1 rd. nest- roy 
when ::.upc-}r::;t-~dc.=-d or nu 
]onyer nuetleLl for refer­
ence 

https://Rctct.u1
https://Ret,1.1n
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5. MATERIAL REQUIREMENTS PLANNING SYSTEM System provides 
auc.ll t trail::; between Joint Ch1E1 f s nf S1 df f Cont .1ngency 
Plans and curnmt Naval Construction ForcE-' !_:tock as::iets 
System is md.U1td.1ned at FACSO, Port Hul:-'neme dl1ll support::; 
NAVFAC HQ dnd dll CB Center:; 

d. Systems document ctt ion tu 1 ur·lulle d(~sc"·ript 10n u1 
ll,-tt-~1 t-·1 le>m1~nt!.;, file~ laynut, code• book:..,, cu1L1 up,::.. rt1tnrs dnd 
user mctnUd 1 !3 

RE>t a1 n on boan.l. Destroy 
~fler 3r~ system backup 

Ret ,:1 lll on blh1rd. Destroy 
wh~n 11u lonyer required. 

Rt.1 1 a.ln on hr1t1rd. Destroy 
when no lunger required 
for reference. 

RE~tc-1 Ltt on l>cMrd. Destroy 
when superseded or no 
lnnyer neeueu for refer­
e11c~ 
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0: 
II.I ALLOWANCES RECORDS 
> t;.eJJE'i-AL .0 
C) l.A CORRESPONDENCE, STUDIES, AND OTHER RECORDS. Records that 
t­ document the establishment and development of allowance~ llsia~,
c( 

procedures, plans, and programs which are· maintained by NAVSUP,a MARCORPS activities, CNO, or their subordinate commands andw 
u commands and field activities. (Exclude primary program records:J 
a covered in par. 4000.1.)
0 
0: 
D. 
w 

SSIC 44420: 

SUPPLY LEVELS RECORDS 

1. CRITICAL ITEMS LISTINGS. Listings maihtained by inventory 
control points. 

2. REPORTS OF CRITICAL STOCK LEVELS (BALANCES). Reports accumulated 
by supply control activities. 

~8~ ;,-
SSIC 4443 

FINANCIAL INVENTORY CONTROL RECORDS 

1. SUMMARY REPORTS OF MONTHLY, QUARTERLY, OR OTHER PERIODIC 
FINANCIAL INVENTORIES o..,...,--d r ~ le.- kc/ c_,,-y-rc.s f)~d~,, 

2. PRICE ADJUSTMENT FORMS 

3. ITEM PRICE CARDS 

Riltta • i J Destroy 
when superseded, cancell­
ed or no longer needed 
for reference. 

Destroy when 3 months old 
or action has been taken. 

Destroy when 3 months old 
or action has been taken. 

Destroy when 2 years old. 

Destroy when 1 year old. 

Destroy when cancelled or 
obsolete. • 
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4. FINANCIAL DETAIL CARDS OR TAPE RECORDa. Financial summary cards 
or tapes, including daily store detail tapes and semi-annual voucher/ 
invoice tapes. 

S. OTHER TAPE RECORDS. Records created or used by supply activities 
or by activities performing supply functio~s in connection with the 
periodic processing and reporting of financial inventory accounting 
data. 

a. 
updated 

Stores Ledger Tapes. 
tapes. 

Tapes used c9 input data to subsequent 

b. Weekly Stores Summary Tapes and Fi1t1ncial Transactions Tapes 

(1) Master of end of September (end of fiscal year) tapes 

(2) All other tapes 

c. Other Records Used in Connection with or Incidental to Daily 
or Other Periodic Processing 

• SSIC 4450-4459 

Destroy when 6 months 
old. 

Destroy after preparation 
of third generation tape. 

Destroy 45 days after 
submission. 

Destroy after preparation 
and submission of the 
next monthly return or 
report, unless notified 
to hold longer. 

Destroy when superseded 
or successfully merged or 
updated and new tapes are 
verified, and/or until 
preparation of next 
periodic summary listing 
or report . 
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~E RECORBS IN THTs-{1t45"6 4459-}--56R¼&S--AU: REI,1'TED TO $TOPAQE RECORe~ 
MiD INCLYQB STANDAJ\DS AND PROCEDURES, SPACE CONTROL, OPSM'l'IONS, AND 
"HIS2ECTION AN6 MAINTEtfA~ICE BECOPT>S--J--

SSIC 4450 

STORAGE RECORDS 

1. REPORTS, RELATED CORRESPONDENCE, AND PAPERS. Reports concerning 
the storage of supplies and equipment incl"uding those relating to 
storage operations, storage standards and procedures, cross-servicing 
agreements, storage space utilization, storage facilities, and 
storage maintenance. 

a. Individual Storage Unit Reports 

b. Other Reports. Reports such as Supply Facility Management 
Reports Navy Format (DD Form 805), Reports of Household Goods 
Storage Activities (DD From 1166), and Explosive Storage Reports. 

c. Storage and Warehousing Facility Permits, Leases, and Cross­
servicing Agreements. Agreements such as Request and Authorization-­
Commercial Warehouse Service or Cold Storage Reports (DD Form 810). 

2. LOCAL STORAGE CONTROL RECORDS. Records such as space or location 
charts or cards, space or bin assignment recqrds, and other papers 
used for space assignment or control purpose~, or as locator media 
for supplies and equipment, or as record of· stock locations. 

Retain on board. Destroy 
when superseded or 
revised report is 
forwarded to baa NAVSUP . 

.ec otller hi~her 
a-Yth8~ity 

Retaift Oft board. Destroy 
when fHUiiGleta • .:J. 'I 'f!'o.r.J o// 

Retain on board. Destroy 
1 year after permit, 
lease, or agreement is 
terminated. 

Retain on board. Destroy 
when superseded or 
obsolete. 
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SSJC 4452 

SPACE CONTROL RECORDS 

1. SPACE ADMINISTRATION MANAGEMENT SYSTEM This system maintains 
a database of all Navy-controlled s~ctces The system accounts 
for the number of square feet of spacE! t>L... 1.ny ut.Llized by alJ 
Navy activlties ctruj some other selecteu non-owned spaces, the cost. 
of these r..p,1ce:;, tlw vacant $pc1CE..• c·ur r ,.. n I 1y avctilable, ~tc. 
Stctnd,1rd reports (ife produced for OP-04 use u1 manaq u11J N,1.vy /DOD 
space rc..~quirement~; and outputs of :jem.L-ctnnuct l cl1dnges are produced 
fr,r subnussion to DOD to meet Navy requ.LremQHts Tins system use:::-i 
the Navy's File MandgGment System (FMS) dt®s System is maintained 
a.tNARDAC, Waslu11yton, DC and supports -11 l Nctvdl Districts and N,1.val 
Fac1l1t.Les. 

a. Master file and historical data tapes. R~Ldin un board. Destroy 
dfter 3rd system backup. 

Reta.1n on bodrd. Destroy 
when no longer required. 

c. Outµut ll,1 l ,1 ,1.rhi rt..port s-COM ctrnl p«::1per. Re L-.1in on boa.rd. Destroy 
wlien no longer required 
for reference. 

d. Systems ducum1~ntl1tLun to include uos<.:1.Lpt".Lon 
ddtd elc~ments, Elle• L1vout. cnLle lJooks, and operators and 

c1f Retain on board. Destroy 
when superst•dell nr no 

user ma.nua.ls. longer needell for refer­
ence. 



3. SPACE LAYOUT OR PLANNING CHARTS, ILLUSTRATIONS, OR OTHER RECORDS. 
Records relating to storage space utilization, planning, or layout. 

4. WAREHOUSE RECEIVING AND DISPATCH RECORDS. Extra copies of 
arrival reports, copies of outbound shipping reports, work sheets, 
and other documents used as local warehouse- receiving or dispatch 
(shipping) records. These are maintained by depots, warehouses, 
or receiving platforms in connection with arranging for the receipt, 
packing, unloading, or dispatch of supplies and the assignment 
of labor and equipment for handling suppli~s at depots, warehouses, 
etc. 

5. STORAGE SPACE PLANNING AND LOCATOR RECORDS. Records used in 
connection with space or layout planning, or to locate supplies, or 
as check or inventory record of stock locations. Include bin tags, 
space location sheets or cards, and layout diagrams or space-planning 
charts. 

~ --------r"" 

SSIC 4460 

MATERIALS HANDLING RECORDS 

1. REPORTS AND RELATED CORRESPONDENCE. Correspondence concerning 
material handling operations. 

2. LOCAL OPERATIONAL RECORDS. Records maintained by depots and 
other activities relating to the operation and utilization of 
materials handling equipment including wor~ assignment records, 
working reports of materials handling equipment, dispatch control 
records, information on equipment loaded oc·unloaded, and other 
similar local operational (work control) papers. 

Retain on board. Destroy 
when superseded or 
obsolete. 

Destroy 3 months after 
material is received 
~ pw11pase is li•ai,raa, 

Retain on board. Destroy 
when superseded or 
obsolete. 

Destroy when 2 years old, 
provided summ4~Y,-:r~~ 
-fo£waceiea t:e NhYSYP. 

Destroy when 6 months 
old. 
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SSIC 4470 

DISTRIBUTION RECORDS 

1. PRIMARY PROGRAM RECORDS. Correspondence, reports, studies, and 
other records that document the establishment, development, and 
accomplishment of the naval distribution system policies, plans, and 
programs, maintained by ASN (S&L) , CNO, MARCORPS activities, t/-Q us ,r,C..,1 
SYSCOMs, ~~ ,a~s, and single manager agents under the operational 
control of B01h-- (See alsb pac.::::::4-fMlQ.) ~ Defo.r-t-,,k.~J-<g i-L-t. AJo.v'1• 

2.,-(..-J...r'f!.. 

a. Navy Permanent. 'kaR&fet to 
w"'t.CRcareo~ when 2 years

old. nH~ to NARA....~M~~ when 
20 years old. 

Pe..+,~
b. MARCORPS Permanent. 'P-cansf~ to 

WNRC when 5 years old. 
T?".c4"'s#J9fkt to NARA when 20 

years old. 

2. ACTIVITIES GENERAL CORRESPONDENCE. Files of all activities and Destroy when 2 years old. 
offices (departmental and field) and depart,,:1nts, divisions, or other 
organizational units of activities or offices relating to the opera-
tion and admini~~ation of the naval distribution system (eteer thaRExcuX 
records covered 1ner-pgr': 44 70 .1) ma i Qta-ined by AS~ (5&lr}, €NO, Mi\R80MS ;)~ recc > 

~i:ea-, SYSCOHe, ttwaa:rs, iiAd siegle-m-a-nagel' agents tmder opeEa= 
t-~anal 88At.r:ol ef DON. 

3. DISTRIBUTION SYSTEM REPORTS. Reports relating to all phases of Destroy when 2 years old. 
DOD distribution system and submitted to or summarized in reports to 
higher authority. 
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SSIC 4480 

MATERIAL EXPENDITURE RECORDS 

1. MATERIAL USAGE and EXPENDITURE DATA. Data accumulated by activi­
ties in determining material requirements~ 

SSIC 4490 

MATERIAL REQUIREMENTS, ADVANCE PLANNING, RECORDS 

1. MATERIAL (SUPPLY) REQUIREMENTS ESTIMATE FILES 

SSIC 4491 

REQUISITIONS AND OTHER MATERIAL OR SERVICE REQUEST RECORDS 

1. REQUISITION FILES. Requisitions, service requests, invoice/shipment 
orders, and supporting papers and correspondence. (See Chapter 7 for 
accounting copies) 

2. WORK AUTHORIZATION (JOB OR WORK ORDER) FILES. Work, repair service 
or job orders or requisitions, and other similar documents, supporting 
papers and related cor~espondence. (See Chapter 7 for accounting 
copies.) 

3. REQUISITION OR ORDER LOGS 

Destroy when 1 year old 
or superseded, whichever 
is later. 

Destroy when 1 year old 
or superseded, whichever 
is later. 

Dest~o~ ~en 1 year old 
or SYpe:a,~aar whichever 
is later. 

Destroy when 1 year old 
or superseded, whichever 
is later. 

See par. 4000(2). 
D t::..1 ~o '7 w k -t""" l 1 c- ...,­

ct a'. 
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SSIC 4500-4599 

REDISTRIBUTION AND DISPOSAL OF PROPERTY!& EFit 

SSIC 4500 

GENERAL REDISTRIBUTION AND DISPOSAL OF PRnP.ERTY RECORDS 
----------------------· ,-1-Q us...,..,c. 
1. PRIMARY PROGRAM RECORDS. Records of MMtCOftPS activities, NAVSUP,~ 
N!_ffl Fa~_lities Engineering Command (NAVFACENGCOM), and other 2~dt!,CAc/""1 

dapa,lle~l b~caaue aRd eiEiccs responsibie for the development, • 
establishment, and implementation of property redistribution and 
disposal policies, programs, and procedures. 

/2.ero·c... 
a. Navy Permanent. ~EaA&ier to 

l~Rf~when 4 years old. 
~,:0 NARA when 20 
years old. 

J<!c-h,e 
b. MARCORPS Permanent. Transfe-c to 

rr!!!~;~hen 5 years old. 
to NARA when 20 

years old. 

2. GENERAL CORRESPONDiNCE FILES. Files and other records relating Destroy when 2 years old. 
to the operation and administration of property redistribution and 
disposal functions (other than program records covered k, s a-'"'" de r- .r:51c 
4500.1) maintained by units responsible for· property disposal. 

SSIC 4510 

SPECIAL RESTRICTIONS ON DISPOSAL ACTIONS RECORDS 
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1. GENERAL CORRESPONDENCE F~_J.,ES. Correspondence and related papers 
on policies and procedures}t~eviat~ from normal utilization 
screening property sales conditions in the-disposal of excess and 
surplus personal property. 

SSIC 4520 

DONATIONS AND TRANSFERS RECORDS 
re!.~lddJ(,Vm~~~ 

1. GENERAL CORRESPONDENCE FILES. Correspondence and A¼:iied papers 
on request for donation or transfer of excess or surplus personal 
property. 

SSIC 4530 

SALES RECORDS 
SAL.ES 

1. fftd I PROGRAM P-Y FILES. Records relating to the sale of 
property involving transactions of $25,000 or more and documenting 
the initiation and development of transactions that deviate from 
established procedures with respect to the DON's disposal program. 
The records are accumulated primarily by departmeAt,: &¥ ■ ••~& and 
offices. ..:S4 ~ ~J c..,._tA,A.o..W4is 

2. SALES CONTRACT CASE FILES. Invitations, bids and awards, 
acceptances, and general sales forms and conditions (such as 
Std-114 and -114A, B, and C), lists of mat~rial (item descrip­
tions), evidences of sales and related correspondence and paper 
(other than those included in par. 4530.1). The transaction is 
considered completed for purpose of disposal when property has 
been removed from government premises and final payment has been 
made (any monies due to the government have been collected). 

Destroy when 2 years old. 
(GRS 4.4) 

Destroy when 2 years old. 
(GRS 4.4) 

~.. -Ar--e. 
~a• ■ aAIR~o Ti&R&iac to 
nearest FRC 1 year after 
closing of transaction. 
Offer t:o NAltA wheA 28 
yeec ~ o 1d , J) e. s ~ "'c.....e ""-
10 1e_c:,...rS O td .. 
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a. Sales Offices Case Files 
2.:,-

(l) Transactions of more than $.l-6",~00.an0 all eonstcuG~ieR 
oentEaet8 exceeding $2,800 

'2S-
(2) Transactions of $l=-6'",000 or less~aad eeAS~EYetioo CQA 

tucte ~nder $2,006 

(a) Actions pending 

(b) No actions pending 

b. Other Case Files 

3. SALES RETURN RECORDS 

SSIC 4535 

OUT-LEASES AND EASEMENTS RECORDS 

1. OUT-LEASES RECORDS. Records such as a lease documents, drawings, 
or site maps and other pertinent papers. 

2. EASEMENT RECORDS. Records consist of a right, now revocable at 
will, to use real property of the government for a limited purpose. 

III-4-61 

R-e ti,. re E /1 .._ -r~V-- i=L. C. ~ 
I ':t e o-,. 

ae~ak eft he~r~. Destroy 
6 years and 3 months 
after final payment. 
(GRS 3 . 4 a ( 1 )') 

Close at end of fiscal 
year. Destroy 3 years 
after final payment. 

Bring forward the next 
fiscal year's file for 
destruction therewith. 

Apply appropriate sub­
item of pas. 4200. 

ss JC.. - /~- --,Z-e-f,...,.~ ZS ;f ~~e.,,) 7- -,-'R,C a,.,.........__ 
lc,.s..-r.Ret a i "" nu J d ..-- Des troy 

6 years and 3 months 
after period covered. 

Rekai:: Oh beaut... Destroy 
3 years after lease is 
terminated. 

b:Lain Oh boafC}. Destroy 
when right is revoked. 
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x SSIC 4540 
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1-
z EXCHANGE OR SALE OF NONEXCESS PERSONAL PROPERTY RECORDS w 
~ 
z 1. INTERNAL INSTRUCTIONS, REPORTS, CORRES

0

PONDENCE, AND OTHER RECORDS. Destroy when 2 years old. 
~ Records related to implementation of the program to replace obsolete (GRS 4.4)
b or worn out nonexcess personal property by-selling or trading in the 
~ on-hand material and applying the proceeds·of sale or the trade-fn 
1- allowance to reduce the cost of the replacement item(s) (other thM 5 ,, 
~ primary policy files and record copies of instructions covered in~p;r: c 
~ +880,1). 
u 4-500 .. 1 
::> 
0 
O • SS"E@ .45!;,Q 
0:: 
IL 

~ lN'IEN!FORI.BS RBCQRDS (RESER'IBB) 

-SSIC 4§51 

...CONTRACTOR ItfVBN'l'ORY RECOftDS (RESERVEDf 

SSIC 455.l 

'J:.ERHINA"TION INVENTORY RECORDS (RESE?RYlffl")' 

SSIC,4555 

'6-PKCIAf. CLASSBS QF PROPi.R:r¥- RECORDS (RESERVED~ 
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SPECIAL BYREAH INS~RUCTIONS RECORDS (~SBRVEDt 

SSIC 4570 

EXCESS AND SURPLUS PROPERTY RECORDS 

1. CORRESPONDENCE AND RELATED PAPERS. Correspondence regarding 
surplus material available at naval activitJes, including lists of 
material certified as surplus by activitie~ and designated for 
redistribution within the DON. 

2. REPORTS OF EXCESS AND SURPLUS PROPERTY: Reports such as SF 120 
and reports of sales of government property, invitations, bids, and 
acceptances; and related correspondence and papers. 

3. PROPERTY DISPOSAL CASE FILES. Files relating to sales of excess 
and surplus property. 

4. EXCESS VESSEL FILES. Correspondence and related papers 
concerning the stripping and preservation of vessels excess to the 
Navy and awaiting disposal action. These records are primarily 
maintained by NAVSEA activities. 

$SIC 4600-4699 

TRAVEL AND TRANSPORTATION RECORDS 

Destroy when 2 years old. 
(GRS 4. 4) 

Destroy 1 year after 
final action has been 
taken. ,.J

Nl-Dn~ d,s~os,-,....~&.Maer 
Q,.yr..,- -$S',c.

ApplyJtP'M'. 4010.3.C 

Retain on board. Destroy 
2 years after disposal 
action is completed. 
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X SSIC 4600-4609 
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z GENERAL TRAVEL AND TRANSPORTATION RECORDS 
w {ee.,lo,--.J,-~s- ....,,,.'-,__ ss,c .f-G.c,f-~se_~-1-,-.... eo...-.d... .r~~~.Jl' 
z 'titE RE€8RD9 IN inlS~Qg 4fiQ9) SBRIES 1'.1R£ RELATBQ 'lQ GENERAi.: TR,11M, 
(t'.' KND TltAMSP8R~A4'IOH RECORBS AND INCLUDE TRA~SPOftTATION A~D SECURIT~;w 
> l'RANSPOR'i'ING NJ>.rZ.\RD009 MIETERIAb, AND TRIIINSPORTINt1 Midi:. RBCOR9S,
0 6 .SIC. ~C~-I -r~~~, ~ ~ M-a. ;!:a. ,- d. c,---o S "'"'- c-~10... /,., a_,._cJ J _r✓ C. 4(;. 0 3 -

-rr-O--.S/'<r7'1"'"'1 """-~• S't.rvld. b~ ,C';lec/v-~S'.S1c -4~~~.
.., 
~ 
c( SSIC 4600 
a 
w 
U GENERAL TRAVEL AND TRANSPORTATION RECORDS' 
:J 
a 

f
O t=.-7i'RIMMl-1f P8PGRP,M RECOPDB 

~£ NE.i!A <- Co i2. fl..i:S Po-.32:>.EA.Jc...E.. +=~LE.S . C;-lolllh' 

~ 1• ir. -General Correspondence-Files afld '.-0-t-her Reeerds of "• •1AJJ8UP, s J 
~RCOftPS Aet=tr.,ni 7s 1,I. and Other Depa~al ~ureaue ane Offie1 ■ .Havi "! 

¥cogram aae,aA&ib1Jity Records relating t~• the development and 
1mplementat1on of pans, policies, and procedures for the security and 
transportation of naval material (hazardous and-non-hazardous), ship­
ment of military and civilian household goods, mail, and for terminal 
transportation and procedures for the transportation of naval material 
and the shipment of military and civilian household goods, and for 
terminal transportation operations (land, sea, and air). TAio a~lies 
t:oQ the pcimJ,ry r::eoofde7£ a 'ajar gomma~~c=~clude 
C c,rr-esp~" e,.c-t!! ~ I~ CJ,, ~ - SS ,c ~c:,. /4, 

r'r1,.,,._o-r, p,oe,ro n"1 
/2c.-fcre_ 

( c:,...)~ Navy Permanent. 4'raRsfer, to 
WNRC when 4 years old. D~ror 
Offer te Nhlt.~ when 20 
years old. 

e.• .,C,r-e.. 
( b) (~ MARCORPS Perra z.. Tta11sfef' to 

WRNC when 5 years old. f.>c-.r 'tr., 
Offet t NARA when 20 ' 
years old. 

III-4-64 

http:I-'~o.rt


w 
Ul 
z 
l&J 
D. 
)( 
l&J 

t­
z 
l&J 

z 
~ 

Q: 
l&J 
> 
0 
C) 

t­
(( 

0 
l&J 
u 
J 
Q 
0 
0: 
D. 

"'0: 

2,... .,. rGeneral Correspondence Files and Other Records of the Naval 
Militari Personnel Command (NAVMILPERSCOM~. Records documenting 
responsibilities for the development and implementation of policies and 
procedures for the transportation of military personnel. 

-Q_ Cenecal Correspondence :E!-i-les of--tlle-eommandec, use (COMSC) ~ 
F-iles doettmeRtin~ ouerall respoi:lsibilities fer pceviaiftg sea 
~ran&pactation secvices foe DOD. 

'3j. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES RESPONSIBLE 
FOR TRAVEL AND TRANSPORTATION MATTERS. Files relating to their 
operation and administration. This applie~ to the records of 
individual organizational elements of NAVSUP and MARCORPS. 
(Information contained in such records relating to transportation 
policy, procedure, plan, system, etc., having applicability for a 
period longer than the specified retention period, is incorporated 
in an appropriate subject matter paragraph in this manual.) 

~- TRANSPORTATION REPORTS. Reports and copies of reports forwarded 
to or summarized in reports submitted to higher authority and not 
specifically authorized for other disposal in the 4600 series. 

SSIC 4610 

SHIPMENTS (CARGO AND FREIGHT) RECORDS 

1. RECORDS RELATING TO SHIPMENT (TRANSPORTATION) BY COMMERCIAL 
CARRIER. Shipping documents and related correspondence and papers 
pertaining to the transportation of material by commercial carrier, 
including copies of bills of lading, air bills, cargo lists, 
individual shortage and demurrage reports, manifests, and other 
supporting documents containing pertinent freight classification 
data; storage in transit records, including records of transit 
freight bills and tonnage credits; export certificates, 
transshipment tonnage data, car and car demurrage records. 

!2ef-i,..~ 
Pa,maAeR~. ~1aRs€e~ to 
WNRC when 4 years old. <o ~th-D 
9t£er te NARA when 20 j 

years old. 

Destroy when 3 years old. 

Destroy when 2 years old. 
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a. Issuing Office Memorandum Copies. ·copies other than those 
identified in par. 4610.ld. 

b. All Other Copies 

c. Registers and Control Records 

d. International Shipments of Househdld Goods Records Moved by 
Freight Forwarded 

-

2. SHIPMENT (TRANSPORTATON) BY GOVERNMENT CARRIER RECORDS. Govern­
ment bills of lading, cargo manifests, fr~ight warrants and waybills, 
and other documents supporting shioments by qovernment carri~rs. T:,,.~t~de 
m, l1+-a..r'1 i«a.l•~ r--"'--"---d C~r-~o 6"S A •/.1.,... ~ .... +~. (..s ~ ~ 5S ✓ It: 4~.?0 

a. Issuing Office Memorandum Copies.• Copies other than those 
identified in par. 4610.ld. 

b. All Other Copies 

c. Registers and Control Records 

d. International Shipments of Household Goods Records Moved by 
Freight Forwarded 

Destroy when 3 years old. 
(GRS 9. la) 

Destroy when 1 year old. 
(GRS 9. lb) . 

Destroy when 3 years old. 
(GRS 9. le) 
Ile. f• ;t!

hansfer to nearest FRC 
when 1 year old 
provided records are not 
required for daily 
operations. Destroy 6 
years after the period of 
the account. (GRS 9.ld) 

Destroy when 3 years old. 

Destroy when 3 years old. 
(GRS 9. la) 

Destroy when 1 year old. 
(GRS 9. lb) 

Destroy when 3 years old. 
(GRS 9.lc) 
/Le.+... re.. 
Traqsf&la" to nearest FRC 
when 1 year old 
provided records are not 
required for daily 
operations. Destroy 6 
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~ 
t. MARINE CORPS FREIGHT TRANSPORTATION SYSTEM Thiis system 
produces reports on a]l trans(Jortation control and movement 
llcwuments fur c>t1ch (],11. l y transaction Trctn~;i-ll t 1nn:; ti.re cross -
referenced to the purchase order file and esttmdt8J cost infor­
mdtion is used to control fund obli<J,=ttions. Re1Jort data 1::-; u:;1:::1 d 
to providG evJ dencf~ nf appropr La tA transportation cle,:trance 
authority am.l J s used by the Port Lidi!:-;on NCO to monitor incomincJ 
shipments at the milJtary l~rm.1.nal. A weekly report is forwarded 
to Marine Corps Voucher Cert1.f icc=1t1.on Bra.nch, Albany, GA. 

a. Master file and historical datrl tapes. Rc~t ai n on board. Destroy 
after 3rd system backup. 

b. Input data tapes and paper recnr~. Retain on boaru. Destroy 
wh•~n no longer required. 

c. Out·puC ua hl arnl repur t ~... -COM anll paper. Retain on hoard. Destroy 
when no longer required 
for reference. 

u. Systems documentatinn to include descr.1.pt 1.on of Retain on board. Destroy 
data elemPnts. f1le L.1.yout. cutlc=! books, and operators ctnd when superseded or no 
user manudls. longer needed for refer­

ence. 

https://descr.1.pt
https://icc=1t1.on
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years after the period of 
the accoun~. (GRS 9.ld)z 
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0: 
w 
> 3. COPIES OF SHIPMENT REPORTS AND RELATED· PAPERS SUBMITTED OR Destroy when 2 years old.0 I 

C, SUMMARIZED TO HIGHER AUTHORITY AND NOT SPECIFICALLY AUTHORIZED FOR 
t­ OTHER DISPOSAL. Includes tabulated listings, statistical data, and 
c( special reports (such as transportation (cargo) tonnage reports)
0 maintained by transportation activities for local statisti~al or 
u"' shipment management purposes.
:J 
0 
0 4. CANCELLED BILLS OF LADING Destroy when 3 months 
0:: 
Q. ... old. 
w 
0: 

5. HSC CAR68 RECORDS- Apply par. 46l9~ 

~ SSIC 4611 

"8IbbS OP LABIHC RECORDS Apply par. 4610.1, a, 
and 4. 

· SSIC 4612 

SHIPMENT ORDERS RECORDS 

1. SHIPMENT ORDERS OR REQUESTS SUPPORTING BILLS OF LADING Destroy with supported 
bills of lading. 

2. SHIPMENT REQUESTS AND RELATED ORDERS USED AS REQUISITIONS 

a. Navy Destroy 2 years after 
completion or can­
cellation of requisition. 
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b. MARCORPS 

3. LOST OR DAMAGED SHIPMENT FILES. Schedules of valuables shipped, 
correspondence, memoranda, reports, and other records re·la ting to the 
administration of the Government Losses iQ_Shipment Act. 

SSIC 46i3 

CONSIGNMENT INSTRUCTIONS ftECORE>S--

-SSIC -.461-4-

'1'R?ORI~Y INDICATORS AND DEADLINE DELIVERY DATBS RECORDSJ 

SSIC 4615 

ROUTING RECORDS 

1. ROUTE ORDER FILES. Orders and other records relating to the 
authorization and routing of freight shipments. These copies are 
used for statistical or other local informational purposes. 
Include routing requests, route orders, routing authorizations, other 
records of routings, and related correspondence and papers. 

2. OCEAN MANIFESTS AND RELATED PAPERS. R~cords used by freight 
terminal offices or other similar activities for routing management 
purposes only. (See par. 4610 for other copies.) 

3. SECTION 22 QUOTATIONS FILES AND TARIFF FILES 

Destroy 1 year after 
completion or can­
cellation of requisition. 

Destroy when 3 years old. 

- Apply par. 4 618. 

Apply pa£. 4610. 

Destroy when 1 year old 
or purpose is served, 
whichever is earlier. 

Destroy when 2 years old. 

Destroy when cancelled or 
superseded. 
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SSIC 4620 

SEA TRANSPORTATION RECORDS 

THESE RECORDS ARE ACCUMULATED BY MSC ACTIVlTIES, INCLUDING HEAD­
QUARTERS MSC AND SUBORDINATE COMMANDS AND OFFICES. MSC RECORDS NOT 
COVERED IN THIS (4620) PARAGRAGH SHOULD BE DISPOSED OF IN ACCORDANCE 
WITH PERTINENT SUBJECT MATTER PROVISIONS THROUGHOUT THIS MANUAL. 
RECORDS ACCUMULATED PERTAINING TO GOVERNMENT OWNED, NAVAL FLEET 
AUXILIARY, AND SCIENTIFIC SUPPORT SHIPS OPllHATED BY MSC ARE 
COVERED UNDER PARS. 4621, 4623, AND 4624. REGARDLESS OF THESE 
AUTHORIZED RETENTION PERIODS, ANY RECORDS PERTAINING TO UNSETTLED 
CLAIMS, TO MATTERS UNDER LITIGATION OR INVESTIGATION, OR TO GAO 
EXCEPTIONS ARE TO BE RETAINED UNTIL AFTER CASE IS FINALLY SETTLED 
OR CLOSED. 

1. PRIMARY PROGRAM RECORDS 
"'WIM,11a-"-Je,- ,11, /, ~,,,.., s~Cl...1, ,:._, (o>",,,.,,. ...~ .... d 

a. -IISC aod Area ~Ad G~eaEea QoM ■ ands Subject Files. Correspond­
ence, reports, and other records that document the organization of 
the service and the overall development an~ execution of plans, 
policies, programs, and procedures relating to the command's assigned 
mission of providing sea transportation for DOD goods and personnel; 
and related index records. (Exclude. internal operating records 
covered in par 4620.3.) 

b. Offices and Other Organizational Units of Headquarters, MSC, 
Subject Files. That portion of the files that document plans, pro­
grams, general procedures, the overall accomplishment of assigned 
functional responsibilities, and the performance of essential trans­
actions, when these files are not duplicated or essentially documented 

Apply par. 4810.=-l-. 

tf~ .,t, re 
Permanent. !Jlotansfet to 

,.Wtjij~~when 2 years old. 
r~-~ to NARA when 20 

years old. 

~,t."--~
Permanent. ?rans c to 
~<;_when 2 years old. 

,r"4"~ to NARA when 20 
years old. 
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c. Military Sealift Command Area and Suharea Commands Subject 
Files. Correspondence, reports, and other reords that document 
the t:149 e~;antsat .iiott a:t::tt»e euna:z.td f.lM the execution of plans,
policies, programs, and procedures relating to the commands 
assigned mission. (Exclude Internal 0pearations Records under 
SSIC 4620. 3). 

Retire to nearest FRC 
when 2 years old. 
Destroy when 10 years
old. 
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in files covered by par. 4620.la. Include program documentation of 
the transportation, fleet operations, engineering, and contracting 
offices. Include also Congressional liaison files of the legislative 

~O 

and public affairs office. : 
.6
fl• Legal Staffs of MSC Headquarters and Area or Subarea 

Commanders General Correspondence Files. That portion of the files 
that document policy decisions and the development and accomplishment 
of overall plans and programs relating to ~he staff's assigned ~espon­
sibilities and to the coordination of legal work under area and 
subarea commanders. 

2. OFFICES AND OTHER ORGANIZATIONAL UNITS OF HEADQUARTERS.MSC 
GENERAL CORRESPONDENCE FILES. Records that are essentially duplicated 
or summarized in the Commander's general correspondence files and that 
relate to the overall e.erformance of their' functional responsibili­
ties. (Exclude routinl"operating records covered in par 4620.3.) 

3. INTERNAL OPERATION RECORDS. General correspondence files of the 
COMSC: offices and other organizational units of Headquarters, MSC; 
and of subordinate commands and MSC offices, including legal staffs, 
divisions, or other organizational units of the command or office, 
relating to the routine internal operation and administration of 
their functions. Include copies of reports submitted to higher 
authority and not specifically authorized in this par. (4620) for 
other disposal. (Exclude primary program records covered in par. 
4620 .1 and UUO. 2.) 

4. MEMORANDA OF UNDERSTANDING. Agreements between MSC and shipper 
services. 

5. OPERATIONAL INTELLIGENCE RECORDS (OPERATIONS OFFICE) 

Retain on board. Destroy 
when no l~nger needed for 
reference. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Retain on board. Destroy 
when no longer needed for 
reference. 
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a. Port Facilities Files. Copies of reports, brochures, regula­
tions, photograghs, and other records pertaining to port facilities or 
DOD installations of possible use to MSC for resupply, emergency, or 
other purposes, including copies of reports relating to foreign 
ports. 

b. Port Facilities and Operational Intelligence Matters at MSC 
Activities General Correspondence Files. files consist o( correspond­
ence and related papers concerning such matters as status of facili­
ties, ships schedules, anchorages and harbors, dredging, and ammuni­
tion handling and stowage. 

6. PLOTTING OFFICER RECORDS 

a. Ships Employment Schedules (Periodic) Schedules Received 
from all USNS Vessels. COMSC schedules for USNS vessels (passenger, 
cargo, tanker, and chartered vessels). 

b. Special Projects Files. Copies of daily position charts, 
messages, and other reports pertaining to specific operations or 
special projects. 

7. PASSENGER OPERATIONS RECORDS. Summary reports of passengers 
embarked by MSC. Include related index or control records, such 
as kardex records of passenger reports received. 

8. CARGO SHIP OPERATION RECORDS 

a. Ships Files. Correspondence and other records relating to 
individual MSC cargo ships. Include periodic vessel operation 
reports, departure and arrival reports, schedules, cargo assignments, 
certificates of performance, voyage reports, and other similar or 
related records. 

Retain on board. Destroy 
when superseded, can­
celled, or obsolete. 

Destroy when 1 year old. 

Retain on board. Destroy 
when no longer needed for 
reference. 

Destroy 3 months after 
completion of project. 

Re. -fr,-~
Permanen-t:. 'kaRsfe~ to 
WNRC when 1 year old.ves-H 
Of fer- t:e NAR..Z\... when ~ 
years old. S 

£ -e -;, r r=. t- >" ~°'r ~ • r- i=-£ c:_ u..1 IA. e 
~ ~-o..,- 01.d

Re lh Ou 6oard. Destroy 
when 5 years old. 
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b. Operational Statistical and Data Reports. Reports received 
periodically from MSC subordinate commands and offices consisting of 
saefi'areperts as continental port activity.and cargo summary, overseas 
cargo activity, operational report of MSC charter of USNS and USS 
cargo ships, and cargo and ship activity (message) report. 

(1) Cargo and ship activity message reports 

(2) All other reports 

c. Cargo Transportation Space Requirements Reports. ~eports 
received periodically from shipper services. 

d. Movement Report Cards. A continuous record of ship arrivals 
and departures. 

9. CONTRACTING OFFICE FILES 

a. Charter Contract Administration Files. Correspondence and 
other records relating to the general administration of charter 
contracts. Include material on general procedures and instructions, 
contract preparation, rate analysis, and r~lated matters. 

b. Ocean Terminal and Tarriff Files 

c. Ocean Manifests, Related Stowage Plans, and Dock Receipts. 
Information copies used for analysis of cargo loading on commercial 
vessels and related card records of manifests received. (See p.w.-. 
4610 for other copies.) ss•L.-

d. vessel Schedules 

Destroy when l year old. 

Retain en eea11~. Destroy 
when 5 years old. 

Destroy when 2 years old. 

Retain Oil board, Destroy 
wheR no longer nee4:'led--.fO£.. 
reference. 3 .rn c.,n "t "'- s v...!-~ 

er1d c,f- vo,o-r~ .. 

Retain on beard. Destroy 
when 5 years old. 

Retain on board. Destroy 
when no longer needed for 
reference. 

Destroy when 3 years old. 

Destroy when l year old. 
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e. Cargo Activity Reports (Overseas) and Port Activity and Cargo 
Reports for Continental U.S. Ports 

(1) Continental u.s. reports 

(2) Overseas reports 

f. Company and Commodity Files 

g. Cargo Distribution and Tonnage Lifting Reports 

10. TANKER OPERATION RECORDS 

a. Ship Files. Files consist of individual folders for each 
tanker, containing correspondence on the tanker's operation, mainten­
ance and repair, damages, crew articles, and other similar material: 
folders containing operational records, such as tanker voyage reports, 
gauging and inspection reports, vessel utilization and operation 
reports, and other similar reports; and folders containing messages 
on operation of each vessel. 

Re~aiR QA be•••· Destroy
when 4 years old. ~co­
v-iaed no longer Reeded 
£el' f'cference 01 

.s~allttl I i I a] FtH!)QO@&. 

Destroy when 1 year old, 
provided no longer needed 
for reference or 
statistical purposes. 

Retain on board. Destroy 
when no longer needed for 
reference. 

Destroy when 1 year old, 
provided no longer needed 
for reference or 
statistical purposes. 

Destroy when 2 years old. 
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b. Tanker Operations Schedules (Weekly) and Periodic Reports 
from Contract Operators Showing Ships Schedules and Names of Ships 
Masters and Chief Engineers; Loading and Discharge Reports 

(1) Loading and discharge reports 

(2) All other reports 

c. Port Information Files. Correspondence, reports on sailing 
harbor and other conditions, port facili t·ies and stowage information, 
reports of unusual conditions, and other ~imilar data.• 
11. MAINTENANCE AND REPAIR RECORDS 

a. Ships Correspondence Files. Corr~spondence, messages, and 
other records relating to individual MSC vessels and to repair, 
overhaul, and maintenance matters. 

b. Job Order Specifications and Final Cost Reports of Vessel 
Repairs. Reports include departure (final cost) reports for repairs 
to tankers. These document vessel repairs, maintenance, alterations, 
and conversions. 

c. Inventory and Condition Surveys for all MSC Vessels. Surveys 
include cursory condition survey reports and reports received when 
vessel is placed under MSC control, annual material inspection 
reports, and annual boiler inspection reports. 

d. American Bureau of Shipping and U.S. Coast Guard Inspection 
Reports and Certifications and Copies of Related Documents 

~ e. Ship Alterations (SHIPALTSf and Alteration Approval Records. 
l\iecords for all USS vessels and for CVEs under MSC control. 

'-....:,;;,. ~ lut/e 
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Destroy when 18 months 
old. 

Destroy when l year old. 

Retai-a-- 0A boa?d. Destroy 
when information is 
superseded or obsolete. 

Ret7:ftn a:: board. Destroy 
when ftO longer needed for 
~efecenee) 3 1 ~o-r.5 ~,d. 

Retain on eeac&. Destroy 
when 5 years old. 

Retain 011 boacd. Destroy 
when -ett-ror-,... 
re-f-e-r-e-nee. S t/ I!' ~ 1 S° 0 Id• 

~ -h re._ 

TiansfeE to FRC when 2 
years old. Destroy when 
20 years old. 

Retain ca baaed. Destroy 
when all applicable ships 
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f. Tanker Passage Report Files. Copies of voyage abstracts, 
abstracts of engineering logs, or engineer passage reports, and other 
similar records. 

12. ENGINEERING RECORDS 

a. American Bureau of Shipping and United States Coast Guard 
Copies of Reports and Certificates for MSC' Tankers, Transports, etc. 

b. Blueprints and Plans for MSC Vessel. Files maintained by 
the technical division, such as files or plans, specifications, and/ 
or data books for all categories of hull, machinery, structural detail 
plans for tanker stability plans, general arrangement plans, conver­
sional repair specifications, new design plans, and related 
documentation. 

c. vessel Files. Records relating to individual MSC cargo and 
transport vessels. Comprise records relating to engineering matters, 
such as boiler and other inspection report~, reports of ships under­
going repair or alteration, port and voyage abstracts, docking 
reports for MSC cargo and transport vessels (annual or biannual),
propeller data (measurement), and other similar reports or records. 

(1) Docking reports and propeller data 

(2) Other vessel engineering files· Jve-l.. ... :s ;}~/I ~oo"<::.s, 

L.-v ~J-..c.J, Loi_,-, ~,_cf .Y7~• la-.. ,e-c_,ycf.J . 

have been removed from 
MSC control or craft is 
stricken.. 

Retain on board. Destroy 
when no longer needed for 
reference. 

Retain on board. Destroy 
when vessel is scrapped 
(deleted from Register of 
United States Naval 
Ships). 

Retain gn lb1al!l4. Destroy 
3 years after superseded 
or vessel is removed from 
MSC control. 

Re Lain on :bmttd. Destroy 
when vessel is removed 
from MSC control. 

Re~•in 8ft h0arli. Destroy
when 5 years old. 
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d. Technical Progress Reports 

e. Engineering Calculations and Related Technical Information 
Regarding MSC Vessels 

f. American Bureau of Shipping Approvals of Technical" Machinery 
and Structural Plans for Ships 

g. Ship Design Files 

(1) New design plans for ships created by the technical 
division 

(2) All other design files 

h. Ships Electronic Files. Correspondence and other records 
relating to electronics matters aboard individual MSC ships. ~ 

•,PW =-=:9679-.... f &F-olhEt shipbeard =vlectr.011i:mr:=t-ecords d 

(1) Electronic equipment stock record reports received from 
subordinate commands and related tabulations and records. 

(2..L AJ 1- other cecerde 

Jk lmia en boar~. Destroy 
when 5 years old . 

Retain on board. Destroy 
3 years after data 
calculations are 
superseded by later data 
or when data becomes 
obsolete, whichever is 
earlier. 

ft: -1-, rt!.-
Jfransfer to WNRC when 3 
years old. Destroy when 
20 years old. 

Retain on boa:f.. Destroy 
3 years after superseded. 

Destroy when 2 years old 
or no longer needed for 
local reference, which­
ever is earlier. 

Destroy when 3 years old. 

Retai-ft ee baa cdc:=:Be:s:t r ey
when vessel i& removett­
fEa ■ .MSC Gaat~o.J......e,r, 
Eettapped. 
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13. MATERIAL RECORDS 

a. Ship Equipment Data. Data include copies of trial· trip 
reports, allowance lists, and other basic-material data. 

--a. Ship Material Status (Formal Reeerds) at Tlrne of Trans-Hr 
...,gf Vessel. Reeords such as builder's receipts and ship --inventor ie&. 

14. REVENUE, LIFT, AND ANALYSIS RECORDS • 

a. MSC Ocean Transportation Billing Substantiations. Records 
include paper copy or microfiche of data at the transportation account 
code level and magnetic tape of backup da~a at the shipment unit 
level. 

b. Revenue/Lift Input Data. Data include micrifiche of cargo 
manifests and listings of data submitted on passenger, per diem, and 
POL lists. 

c. Commercial Expense Reports. Repor~~ submitted by area com­
mands and summarized for COMSC analysis. 

d. Financial and Statistical Annual R~:,orts. Reports prepared 
for external distribution, such as MSC Report 7700-2. Includes 

-Retain on board. Destroy 
when vessel is stricken. 

Rl!tain 011 boa1:a De!itroy 
when oesoato. 

Destroy when 3 years old. 

Destroy when 3 years old. 

Destroy when 3 years old. 

,!.~Y"t-rt!_ 
Permanent. TraASfe-r to 
FRC when 2 years old. 

management narratives with comments on MSC operations during the ~s/4.Qffec to NARA when 20 
year. Includes details on volumes of caryo moved on a route by years old. 
ro~te-P.asis. /;t!!t:o~d Cort rn~,,,+o..,rat!!db•-✓ a~l'-i'ce.fJ,.e..po.r-,,,,,, ~~c/11~-l~d 
t" por- • (1) t!>'Th~r- l"l~n- ~c:- d Cc/J ,~ S 

e. statistical Tables or Lists. Tables or lists prepared 
primarily for internal analysis or special one time requests. 

f. Monthly Ship Activity Reports and Tanker voyage Reports 
Submitted by MSC Ships 

J;~ s "'1-ro 't ~ " ~ ,,, .,.. o lo-n q t- ,- rre~,.,,,,-,:s:J. 
Destroy when 3 years old. 

RetaiA on beara. Destroy 
when no longer needed for 
reference. 
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g. Revenue/Lift and Expense StatistiGal History. Records Retain on board. Destroy 
maintained on magnetic tapes as a basis for special studies. when no longer needed for 

reference. 

15. MSC INSPECTOR GENERAL RECORDS. Reports of inspection and survey ~etaia en bcaed. Destroy 
made of subordinate activities by area command survey teams. when 2 years.old or 
Include shipboard inspection reports. superseded, whichever is 

later. 

16. PASSENGER LISTS 

a. Master Passenger Lists with Arrival Dates Affixed (One Transfer to nearest FRC 
Official Copy of Each List) when f ilo& IHne serwed .,.. 

t!-he-i-~adRl-i ft is trat i ye 'i n • 
,;. 1 ~,,..rs~1dp1:1rpoee. Destroy 3 years 

~E---l:E-a.ASf-&htJ'1~,, .s-y~cv-S 
01d. 

b. All Other Passenger Lists 

(1) Comptroller offices of MSC activities Destroy accounting copies 
when 2 years old. 

(2) All other offices Retain on board. Destroy 
when purpose is served. 

17. LOCATOR FILES (SHIP AND PERSONNEL) Destroy when 1 year old. 

18. SHIPS AVAILABILITY REPORTS 

a. Operations Divisions of MSC Activities Destroy when 2 years old. 

b. All other Divisions and Activities Retain on board. Destroy 
when superseded or 
cancelled. 
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19. REVENUE AND LIFT RECORDS MAINTAINED BY AREA COMMANDS 

a. Source Data. Data used to prepar~ reports to COMSC on esti­
mated or actual cargo, POL, passengers, or· per diem lift. 

b. Ocean Manifests. Manifests on microfiche prepared by COMSC 
for backup to payments or for analysis of·~achine generated lift or 
income data. 

c. Data Reported to COMSC. Data such-as revenue/lift or com­
mercial expense input. 

20. MSC ENGINEERING OFFICE RECORDS. Records maintained for internal 
maintenance and repair planning and for progress control purposes. 
(See pertinent subject matter series for of_ricial contract and order 
files, inspection files, etc.) 

a. MSC Vessel (Ship) Case Files. Correspondence and related 
papers pertaining to MSC ships undergoing repair or alteration. 
Include such records as copies of alteration requests, bids, field 
orders, repair specifications, progress and inspection reports, 
departure reports, and other similar reports, papers, and related 
correspondence. 

b. Pre-voyage Vessel Condition Reports 

c. Reports and Abstracts. Reports, other than those filed in 
case files covered in par. 4620.20a, such as port and voyage 
reports and abstracts; engine department log abstracts; conversion 
progress reports; lube oil analysis · reports; boiler water condition­
ing reports; inspection of water or pressure vessel reports; periodic 
maintenance reports of vessels and reports of vessels undergoing 
conversion and repairs; and other similar or related reports 
pertaining to local maintenance and repair functions. 

d. Decommissioning Inventories 

Destroy when 3 years old. 

Destroy when 3 years old . 

Destroy when 2 years old. 

Apply paE. 4700.le. 
tz~ -f-t re T-'Y:J '-'-' A.JC....C.. l.oo...Jl,....e. v-..... 

4· '1 ~r-s. o Id . b ~ J+ro 't 
w L-. ,e_"-- 3 0 't ~ Q...,... ~ 0 I~ • 

Destroy when 1 year old. 

Destroy when 1 year old. 

Retain on boarth Destroy 
when 25 years old. 
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e. Ships Characteristics Data 

f. Records of Equipment Aboard MSC Vessels 

g. MSC Records Relating to Salvage and Disposal of Scrap by 
Private Contractors. Records include declarations from contractors, 
1nvo1ces, and memoranda approving payment. 

21. CIVILIAN MARINE PERSONNEL RECORDS 

a. Qualification Records 

b. Rosters of Masters and Other Civilian Marine Personnel 

c. Crew Lists 

22. OPERATIONS DIVISION RECORDS 

a. Deck Logs 

Re~aln •• ~eard. Destroy
when superseded or ship 
is removed from MSC 
control. 

Destroy wh~n superseded 
or vessel is removed from 
MSC control. 

ftetr·n n b2!!!ii- Destroy 
when 4 years old. 

Destroy 1 year after 
transfer or separation of 
employee. 

Destroy when 2 years old 
or superseded, whichever 
is earlier. 
/2..e -f• r c.. 

!J!f'ansfe-r to nearest FRC 
when 2 years old or 
after pertinent claim 
settlement, whichever is 
later. Destroy when 10 
years old. 

Apply appcepciate sttb 
item of pa£. 3188.S-: 
Re -I- ,; ~ ,'c, 11 ,-o.. r C!9$..,.. F/c_c:_ 

1-00-r -1- ~r ''! . D-e- ..f"l-,r~ wt...e If\ 

so r~c....,..~ ,J.o 
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b. Ships Data and Characteristics Records 

~ 

c. Ship Itinerary Cards or Other Records of vessel Movements 

d. Billet Assignment Aboard Ship Records 

e. Ship and Cargo Availability and Operational Records. Records 
such as ships availability reports and weekly MSC operation reports: 
vessel activity reports, port activity, and cargo forecasts and sum­
maries; space reservation reports and summaries of space available; 
Army consist lists indicating cargo on wharves available for ship­
ment; Mutual Defense Assistance Program (MD.AP) shipment reports; and 
other related documents. These are copies accumulated for operational 
planning and ship and cargo availability purposes. 

f. MSC Manifests and Hatch Lists. Records together with related 
bills of lading and other similar records pertaining to each sailing 
of individual vessels; and copies used for operating purposes. (See 
par. 4610 for official outbound and inbound shipment copies.) 

(1) After outgoing cargo is loaded within area of responsi­
bility. 

(2) After ship bringing in incoming cargo departs the area 

Destroy when superseded 
or vessel is removed from 
MSC control. 

Retain rm,hoaEd Destroy 
2 years aflet date of 
.ooselescence (ship is -
removed from MSC control, 
placed in reserve opera 
aon service (ft6S), er 
£er appea J. _.,__, "~ " S-y -c.o.,-Jc 

Destroy when 6 months 
old. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy when 2 years old. 
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g. Berthing Plans for MSC Passenger Vessels 

h. Vessel Movement Records. Records lncluding copies of 
operational orders and movements and supporting documents. tsee­
~lse par 4il0 ?2P.,l 

i. Ship Voyage Files. Cargo preplanning (ship voyage) files 
containing such records as rough shipping·orders, certificates of 
performance, stowage plans, copies of damage reports, and agreements 
of cubics of cargoes; claims (ship voyage) files, including space 
changer invoices and claims files containing such records as 
manifests, shipping orders, out-turn reports, invoices, status slips, 
and claim forms; ship voyage files (general) used for cargo operation 
purposes and containing such records as manifests, copies of bills of 
lading, sailing messages, out-turn reports, applications for berths, 
confirmation of berth assignments, and related correspondence. 

j. Time Charter Vessel Operative (Information) Files. Copies 
operational orders and movement reports, delivery and redelivery 
survey reports and certificates, port logs, condition surveys, 
and related correspondence. • 

k. Charter Contracts 

1. Berthing Lists and Bi-weekly and Other On-berth Shipboard 
Reports 

m. Daily Position Reports (Messages) 

Retain on board. Destroy 
when superseded or vessel 
is stricken from 
register. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Retain n ba ■,J. Destroy 
2 years after of delivery 
of vessel. 

,ttppr-tD,,.., ....--1-e_ 5e.-.!!.f.. a,....... q
Apply . ss ,c-4-2-00 

sc:ra~s. 

Destroy when 3 months 
old. 

Destroy when 6 months old 
or information has been 
plotted on position chart 
or otherwise recorded, 
whichever is earlier. 
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n. Condition Survey Reports, Arrival and Departure Inspection 
Reports, and On-hire and Off-hire Inspections 

o. Quartermaster's Notebooks Forwarded Annually to Home Ports by 
Individual MSC Vessels 

p. Other Vessel Operation Reports anB Records. Records including 
those relating to passenger and cargo handling matters, and to other 
MSC operational matters not specifically •;overed elsewhere in this 
(4620) series. 

SSIC 4621 

GOVERNMENT-OWNED SHIPS RECORDS 

THESE RECORDS ARE ACCUMULATED BY THE CARGO TRAFFIC DIVISION AND 
TANKER DIVISION, ASSISTANT CHIEF OF STAFF (ACOS) (TRANSPORTATION), 
AT HEADQUARTERS, MSC, WASHINGTON, DC. TANKERS IN THIS CATEGORY INCLUDE 
TS'S AND Tl'S. 

1. CARGO TRAFFIC DIVISION RECORDS 

a. Ship Operations Branch General Ships Files. Files including 
activity reports, correspondence, and messages pertaining to ships 
schedules, casualty reports, diversions, and special projects. 

b. Movement Report Cards. Continuous record of ship arrivals 
and departures. 

2. TANKER DIVISION RECORDS 

Destroy when 2 years old. 

Destroy when 3 years old. 

Destroy when 2 years old. 

Retain on board. Destroy 
when 5 years old. 

Retain on board. Destroy 
when no longer needed for 
reference. 

,s.S /t::­

Apply---pK.. 4620.10. 
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4. MSC SHIP REGISTER (DESIGNATED RECORD COPY),J-
A semi annual publication listing the princip~ 
characteristics of MSC ships and U.S. flag ocean-going 
merchant ships over 1,000 gross tons owned by the US 
government or American citizens. Princip# characteristics 
of each vessel include the building yard, current owner, 
capacity, speed, engine type, length, beam, draft, turning 
radius, crew compliment, etc. Publication is arranged in 3 
sections: Alpha listing of active and inactive MSC ships; 
Alpha listing of merchant ships and their operating status; 
and Tabulation of ships in the Maritime Administration 
National Defense Reserve Fleet. 

PERMANENT. Transfer to 
NARA in 5 year blocks when 
the oldest record in the 
block is 5 years old. 
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SSIC 4622 

MERCHANT MARINE (COMMERCIAL OCEAN CARRIERS,) RECORDS 

THESE RECORDS ARE ACCUMULATED BY THE MERCHANT MARINE ASSISTANT'S 
OFFICE AT HEADQUARTERS, MSC, WASHINGTON, DC" 

1. CARGO TRAFFIC DIVISION AND INTEGRATED SEALIFT SYSTEM DIVISION 
GENERAL CORRESPONDENCE FILES. Records reiating to the overall 
mission of the divisions and their organization and significant 
accomplishments, including liaison activtties with the Maritime 
Administration. (See par. 4820.2 or 3, as apprepriate, fer 
N3YtiAe int&£Rai opacatiAg records~ 

2. MERCHANT MARINE VESSEL FILES. Files include individual case 
folders for each active merchant marine vessel having previous ser­
vice with the Navy or the Army Transportation Corps, each major 
merchant ship built since World War II, each ship currently assigned 
to MSC, and each merchant type ship transferred to the Navy by the 
Maritime Administration, and related kardex and linedex records of 
merchant marine vessels. 

3. MERCHANT MARINE VESSEL PLANS. Plans including conversion plans 
for ships converted to merchant vessels. 

<iii]) 
'4. MSC SHIP AAGISTEB HlSTER PILE (ONE COPY E.J\..CH} 

Apply par. 4628.1, 
p r! s,t-r--.:, 1 w t- -e""" ..3'-f c-c,....r-S 

old. 

Retain on board. Destroy 
when vessel is sold, 
foreign (less those under 
"effective U.S. con­
trol"), scrapped, sunk, 
or no longer considered 
suitable for future ser­
vice in the American Mer­
chant Marine. 

Retain on board. Destroy 
when superseded, 
obsolete, or ship is 
removed from "effective 
U.S. control," sold, 
foreign, sunk, or 
scrapped. 

fl, f e 
PermaRertt. TEansfe~ 1:6 .• ~ 1 8c. 

~:::cr;~fl! ::e:A!.~Y:= 
3Q.- :years old. 
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5. AMERICAN BUREAU OF SHIPPING LISTINGS WITH SUPPLEMENTS AND LLOYD'S 
REGISTER WITH SUPPLEMENTS 

~ Ctitic~l ¥ear Issues 

b. All Other Issue& 

SSIC 4623 

NAVAL FLEET AUXILIARY FORCE SHIPS RECORDS 

THESE RECORDS ARE ACCUMULATED BY THE NAVAL--FLEET AUXILIARY DIVISION, 
ACOS (FLEET OPERATIONS), AT HEADQUARTERS, MSC, WASHINGTON, DC 

1. GENERAL SHIP/SUBJECT FILES. Records include weekly operational 
reports, messages, and correspondence pertaining to the ship's develop­
ments, conduct of mobile logistic support of the U.S. and Allied fleet 
operating forces by ships assigned, and procedures governing the opera­
tion and utilization of all other ships not readily identified with the 
routine point-to-point transportation of personnel, dry cargo, and POL. 

a. Paper Records. 

b. Microfilm Records 

~+e..,11. ""' h ~a. - cJ • o~J--1-n, 
c..,..J 1-r - S 1 ea.. r-S o tc' 

Retain 8A beatd. Bestcoy_ 
wheR no longec needed fGlt­

reference. 

Retain on board. Destroy­
-taen 5 yeat s eld, 

Destroy 2 years after r_,_ 
m.icrofilminqO"'\ '-'..,,..... ~-,...cA­

f:!J. 1~ 1 ft ue..r1. ~• ., J. I.A-I(..., cl-A~,~
~Ocn-tc!,-... 

Retain on board. Destroy 
when superseded, 
obsolete, or no longer 
needed for reference. 
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SSIC 4624 

SCIENTIFIC SUPPORT SHIPS RECORDS 

THESE RECORDS ARE ACCUMULATED BY THE ACos:(FLEET OPERATIONS), 
SCIENTIFIC SUPPORT DIVISION, AT HEADQUARTERS, MSC, WASHINGTON, DC 

1. SCIENTIFIC SUPPORT DIVISION GEN~L SHIP FILES. Files include 
weekly operational reports, 5sa1tlic3tr, ..lhip schedules, messages, and 
correspondence pertaining to ship operations. 

2. QUARTERLY EMPLOYMENT SCHEDULES. Sched~les for a 3-month period 
(@ellGCIJO~li: lllQ pertains) a 

3. SHIP LOCATION REPORT/EMPLOYMENT SCHEDULE. Records showing 
positions, port calls, and departures. 

SSIC 4625 4620 

SBALIP'f REl'tBINESS PROGRA"M ltECORDS. Thes~ recOtc.1S inclt1de Natioua-l 
<9efense Reser,re Fleet (NDRFJ7Reac.1y Reserve •·1eet (RRF) Racords;y 
M1Kit--it11e Pt:eposttionin~ Ships ('l'AKX) Records, aRd Rapie s,u:9e Fo~ce 
~AKRX) Recotds. 

SSIC 4630-~ 4~3~ 

AIR TRANSPORTATION RECORDS 
J2cltr1-eol rec-~c4s- u,.d~r- S.SI<: -4-631-~,_'"_..e---r-o~~ al 
THE RECORDS IN THIS (4630--f~,-..SSR-I.ES... A::U_ RELATBD 'fO lrllt tRANSPOR­
'PA'f'ION RBCORDS AND INCLtJD!! O6VERNMENT-OWt.lED-Al.RCRAF-1!-ANfrCOMMERei-Ae 
<AIR CARRIERS RBCORBS. 

a. ,r C.re;../-r.J c:.,..-- cl. .:sS / C.. 4 6 .3 2,_ -4 P'V'.// J~ re r,-,,,,e CL' ~..c er"~5 

S"°SI ~ 4h 3o 
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Destroy when l year old. 

Destroy when 6 months 
old. 

• Retain on board. Destroy 
when no longer needed for 
reference. 

Retain on boa£d. OestEoy 
~hen no longer needed for 
E--eferenee. 

https://4630--f~,-..SSR-I.ES
https://rec-~c4s-u,.d~r-S.SI
https://NDRFJ7Reac.1y
https://recOtc.1S
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SSIC 4630 

AIR TRANSPORTATION RECORDS 

1. PRIMARY PROGRAM RECORDS. Correspondence; reports, studies, and 
other records which document the establishment, development, and 
accomplishment of air transportation poli(}ies, plans, and programs. 

~~eh 8£& ,•iRta~ed by ASN(S&L), and NAVSUP. 
,, .es~~c:.,- s-°"""e ._,,."J-r:a.,A~d ~ ''1 

2. GENERAL CORRESPONDENCE FILES. Files of activities and offices 
(other than those covered by pars. 4610, 4630.1, and 4650) responsible 
for matters relating to the operation and administration of air 
transportation. 

3. AIR TRANSPORTATION REPORTS. Copies of·reports forwarded to or 
summarized in reports submitted to higher authority and not 
specifically authorized elsewhere for disposal. 

4. AIR PASSENGER AND TRAVEL RECORDS 

LAND TRANSPORTATION RECORDS 
/2.elc-kd' .,. e e u'ds ""~ s--s /t::.. 4-~ ~I - G:.o-v-~,,,., ,._ .-..._ 7'--~<='d 
'rHB RBCORDS IN --TftlS -tff-46'46''1 SBRl&S-ARE --RELATeB--4'-0-----LAND 
TltANSPORTA:TION RECORDS mm--tNCL0DE GOvERNMENT'-owNED EQUIP~, 

.RAU... CARRIERS, AND t40'fOR CARRIEftS RECORl)S • .; 
t!!!VI,"~--. -f-, S-.r,c. 4-1, 4 Z. - ~, / Co.. ,:r1 t:! ,.- S"" ✓ e,......,...-.d,_ s; .f / C .4'4 3 -

1110/-i;,y- Co.-rr,e-r-s, ~t-'vv/«""·,6~ rc::-,r:..,~~O""'?-',i~ S"f,,c -~-0 
SSIC 4640 

LAND TRANSPORTATION RECORDS 

j2.c-l,r~ 
Permanent. 'P-ransfe-,: to 
WNRC when 4 years old. 

rna~~!fec to NARA when 20 
years old. 

Destroy when 3 years old. 

Destroy when 2 years old. 
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1. PRIMARY PROGRAM RECORDS. Correspondenqe, reports, studies, and 
other records which document the establishment, development, and 
accomplishment of land transportation policies, plans, and programs, 
w+tieh are'\ maintained by ASN (S&L), and NAVSUP. 
~,ere C#rd.s~ ~l'1 

2. GENERAL CORRESPONDENCE FILES. Files of activities and offices 
(other than those covered by pars. 4610, 4640.1, and 4650) responsible 
for matters relating to the operation and ·administration of land 
tr anspor tat ion. • • 

3. LAND TRANSPORTATION REPORTS. Copies of reports forwarded to or 
summarized in reports submitted to higher·.authority and not specifi­
cally authorized elsewhere for disposal. 

SSIC 4650 

PASSENGER TRANSPORTATION/TRAVEL RECORDS 

1. ACTIVITIES GENERAL CORRESPONDENCE FILEfi. Files of Navy passenger 
transportation offices and of other offices 
travel and transportation functions related 
policies, procedures, directives, methods, 
departmental program records covered in par 
covered in pars. 4620.1 and 2.) 

2. TRANSPORTATION REPORTS. Reports related 

or activities performing 
to passenger transportation 

and practices. (Exclude 
4600.1 and MSC records 

to passenger transpor­
tation statistical data, transportation studies and proposals, and 
traffic management analyses. (Include reports of payments for travel 
expenses not shown on transportation requests, other similar reports, 
and related correspondence.) 

3. TRAVEL DOCUMENTS AND RECORDS 

111-4-88 
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Permanent. ~i;f&'r to 
1~BC when 4 years old. 

TIU~~ to NARA when 20 
years old. 

Retain on board. Destroy 
when Jf years old. 

3 

Destroy when 2 years old. 

Destroy when 3 years old. 

Destroy when 3 years old. 
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a. u.s. Government Transportation Requests (GTRs), Navy Meal 
Tickets (NMTs), and MAC Transportation Authorizations (MTAs). Records 
include cancelled copies and documents relating to issuance or sub­
custody thereof and related correspondence. 

b. Travel and Accommodations Arrange~ents. Copies of travel 
orders or authorizations; applications or requests for reservations or 
accommodations correspondence, reports, and related documents and 
correspondence for military and civilian personnel and their 
dependents to include group (10 or more) movements. 

c. Travel Expense Claims and Vouchers; Records relating to 
reimbursing individuals such as travel orders, per diem vouchers, 
transportation requests, hotel reservations, and all supporting 
papers documenting official travel by officers, enlisted, employees, 
dependents, or others authorized by law to travel. 

(1) Travel administrative office files 

(2) Obligation copies 

d. Passports. Authorizations for "no fee" passports and 
related correspondence for military and civilian personnel and their 
dependents. 

e. Area Clearances for Overseas Travel. Correspondence between 
activities requesting and granting authority for official visits to 
overseas theaters for military and eivilian personnel and their 
dependents. 

f. Time Extension for Travel and Transportation Entitlements. 
Correspondence related to requests for extensions of travel of 
retired/fleet reserve members and their dependents to a home of 
selection. 

Retain on board. Destroy 
3 years after date of 
requested t;avel. 
(GRS 9. Ja) 

Retain on board. Destroy 
3 years after date of 
requested travel. 

Destroy when 3 years old. 
(GRS 9.4a) 

Destroy when funds are 
obligated. 

Destroy 3 years after 
issuance of passport. 

Destroy after completion
of travel. 

RotaiA eA beatd. Destroy 
when 5 years old. 

III-4-89 



w 
Q. 

X 
II.I 

.... 
z 
II.I 
2 
z 
It 
l&J 
:> 
0 
C) ,_ 
~ 

a 
II.I 
u 
::> 
a 
0 
0:: 
0.. 
l&J 
It 

4. TRANSPORTATION ACCOUNTABILITY RECORDS.' Fiscal copies of 
vouchers and other records covering passenger transportation 
charters. 

5. PASSENGER LISTS AND PASSENGER REPORTS {PASSENGER INVOICE 
RECAPITULATION SHEETS) AND RELATED DESTINATION SUMMARY SHEETS; 
CARGO REPORTS {INVOICE RECAPITULATION SHEE'tS) AND RELATED SUMMARIES 
OF CARGO {OTHER THAN MSC PERMANENT (MASTER) FILES. (EXCLUDE OTHER 
COPIES ACCUMULATED BY MSC ACTIVITIES AND COVERED IN PAR. 4620.16.) 

SSIC 4651 

REGULATIONS RECORDS 

1. ACTIVITIES GENERAL CORRESPONDENCE FILES. Files relating to 
passenger transportation travel regulations. 

SSIC 4660 

TERMINAL OPERATIONS RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files created or accumulated by 
activities in connection with the operation and administration of 
cargo and terminal operation facilities, including stevedoring and 
ship loading operations, waterfront (_p~r} ~d port terminal) facilities, 
and transit and export operations (~ft~ primary program records 
covered in par. 4600.1). 

2. STEVEDORING CONTRACTS, CROSS-SERVICE AGREEMENTS, CARGO HANDLING 
SERVICE, AND SPACE SHIPPING CONTRACTS 

111-4-90 

~J~;lL 

Destroy 1 year after all 
entries are cleared . 

Destroy when 2 years old. 

Destroy when 2 years old 
or purpose is served, 
whichever is earlier. 

Destroy when 2 years old. 



SSIC 4680 

CONTAINERIZATION RECORDS 

1.PRIMARY PROGRAM RECORDS: Correspondence, reports, stlidies 
and other records that document the establishment, 
development, and accomplishment of naval logistics policies, 
plans, and programs for the shipment of cargo in Sealift 
containers, Airlift containers, MSCVANS, and MILVANS. These 
records are maintained only by the Office of the Chief of 
Naval Operations, Headquarters US Marine Corps, the Assistant 
Secretary of the Navy for Shipbuilding and 
Logistics. 

Permanent. Retire to WNRC 
when 5 years old. Transfer 
to NARA when 20 years old. 

2. GENERAL CORRESPONDENCE FILES: Files of all supply 
activities and offices, both departmental and field, 
relate to the administration and operation of the 
containerization program. 

that 
Destroy when 2 years old. 
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3. CARGO TONNAGE REPORTS, CARGO HANDLING REPORTS, REPORTS OF TRANSIT Destroy when 2 years old. 
UTILIZATION BY TRANSIT OPERATORS, AND OTHeR TERMINAL OPERATION 
REPORTS NOT SPECIFICALLY AUTHORIZED FOR OTHER DISPOSAL 

4. TERMINAL FACILITIES DATA FILES. Ships·characteristics, charts, Retain on board. Destroy 
maps, and other informational material regarding terminal facilities, when superseded, terminal 
handling cost, tonnage data, stowage plans, and other papers obsolete, or no longer 
reflecting terminal facilities informational data. needed for reference. 

. SSIC 4670 

TRANSPORTABILITY RECORDS 
~,far~ 

1. PRIMARY PROGRAM RECORDS. Correspondence, reports, studies, Permanent. ~raftsfer to 
guidance, and other records which document the establishment, ~N~C.."Pft€ when 4 years old. 
development, and accomplishment of transportabiltty policies, plans, ,~c&EfeT to NARA when 20 
and programs. They iAolYde tbo ~ecords maintainedAby W. ASN(S&L), years old. 
NAVSUP, and HQMC. o.,il~ 

2. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES (OTHER Destroy when 3 years old. 
THAN THOSE COVERED BY PAR. 4670.1) WHICH ARE INVOLVED WITH SUPPORT 
OF THE DOD ENGINEERING FOR TRANSPORTABILITY .i1 ROGRAM. 

3. TRANSPORTATION PROBLEM ITEMS. Transportability criteria, guidance Destroy when 3 years old, 
reviews, and approvals which are developed·by activities and offices superseded, obsolete, or 
responsible for design, engineering, construction, and transportation no longer needed for 
of transportability problem items. information, whichever is 

earlier. 

&SIQ UOQ~ 
GJWER A.L CON4'AINSB I Z:A41IeN-=ROCORDS =( RES~Rl!ED) 

111-4-91 

http:VC,M:NIV1I:.NT


w 
VI 
z 
w 
Q. 
)( 
Ii.I 
.,_ 
z 
w 

z 
~ 

0: 
w 
> 
0 
L!) 

( 

) 
LI 
J 
) 

l 
) 
C: 

SSIC 4700-4799 

MAINTENANCE, CONSTRUCTION, AND CONVERSION RECORDS 

SSIC 4700 

GENERAL MAINTENANCE, CONSTRUCTION, AND CONVERSION RECORDS 

1. CONSTRUCTION, ALTERATION, OVERHAUL, RgPAIR, SALVAGE, MAINTENANCE, 
OR CONSTRUCTION OF NAVAL FACILITIES, EQUIPMENT, AIRCRAFT, AND VESSELS. 
(EXCLUDE.ARECORDS COVERED IN PAR. 11013.) JS 

,S,-.tPre~-h.41 ~ ~~vc.+r.dt'> n r+s 4 ,1 d • n~~ ,-c..c.or.,-e.,-o 'I 

a. General Correspondence. Correspondence~pertaining to the 
execution of assigned functions; ~occespoReeAs&r•epocts, aAd 0~ho£ 
&eee,~s ralatiA9 ~Q. the planning of industrial operations; ~heee 
1:eg0£Eis 51artei11;cgr: to correlation of work with available funds/ 
preparation and issuance of designs: coordination of work assigned to 
private contractors; engineering procedures, wor~ scheduling (planning) 
programs;Randdt~ overa11i,supervision of th~se functions within the 
activity. ~t'ee,~~~~•"naval activities, departments, divisions, an2 
other organizational unitR· f ')Ccludc. pr_,,.,, 0..,..., pr-e>'l ro..-n t!-orrc Spcn-, e,,c.e_ 

f• JeJ v "Jer ss I~ -4 eu:,~.1 • 

(1) Public works activities Rete.iR on bear-d. Destroy 
when 5 years old. 

(2) All other activities ftetain &R seara-- Destroy 
when 4 years old. 

b. Correspondence Relating to the Routine Internal Operation Destroy when 2 years old. 
and Administration of the Activity, Department, Division, or Other 
Orqanizational Unit Concerned. ~Lggated a~ naval activities, 
departments, divisions, 1and ot)r organizational units. 

, /HC.. IA f<,,., ~ c " 
6 7

f~,,r~S 
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c. Ships Case Files. Files for submarines, non-combatant sub­
mersibles and support ships, boats and craft, carriers, amphibious 
and auxiliaries, battleships, destroyers, ~ruisers, and service craft. 

(1) Documentation of design and construction of new ships 
from concept formulation through delivery to fleet. Documentation 
includes conceptual studies, preliminary d~sign, support plan, 
logistics objectives, performance parameters, areas of ris~ alterna­
tives, SECDEF approvals, estimates of cos•~, life cycle costs, 
potential benefits, fiscal guidance, and r,.,iew confirming need. 

(a) Office of the ~f:d manager 
I?· --1, r<. 

1. Class-type ship Permanent. Transfer to 
i..u,..,~CA&afe&-!J~'!-hen 4 years

old. ~~ to NARA when 
30 years old. 
(NCl•NH 84 6)-
/Ze "hr e W ,-.JIZ_ C._ 

2. All other ships 'Pransfet to nearest FR€-
when 4 years old. 
Destroy when 30 years 
old. (NCl-NU-84-6) 

(b) All other offices and activ1ties Retain on board. Destroy 
when 2 years old. 
(NCl-NU-84-6) 

(2) Documentation of overall manag~nent construction (includ­
ing the duration of intensive management), technical direction, 
engineering and control, life cycle management including integration 
and test evaluation, planning, programming, budget and contracting 
support, managing procurement and producti~n acceptance, establish­
ment and implementation of logistics supportt training, technical 
data services, fleet liaison, and test and evaluation execution. 
Documents include work tasks, schedules, cost estimates, procurement 
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requests, control and planning documents,.test reports, progress 
reports, and contract administration documents. (Located at the 
office of the p~gjeot manager and all other offices and activities.) 

(JtYJJl'1,_N) 

(a} Cognizance of ship is transferred 

(b) Cognizance of ship is not transferred 

/ (3) Records documenting the overhaul, modernization, repair, 
activ)(ation, deactivation, maintenance, and logistics support of 
naval shi.J2~• the,?ffice of the NAVSEA Logistics Manager. 

c... iifiJ , /t +o,111eJ. "''1 
(a) Class-type ship 

(b) All other ships 

(4) Records documenting the maintenance, repair, construc­
tion of individual vessels. Consist of copies of repair, alteration, 
and other requests, copies of bids and specifications, inspection 
and departure reports, material inventories, and other similar 
reports and papers, related correspondence at naval shipyards, 
facilities, and other activities concerned with the upkeep, mainten­
ance, repair, alteration, and readiness of vessels and other craft. 

III-4-94 

Transfer to the new 
office. 

Destroy when 2 years old 
or no longer needed for 
reference, whichever is 
earlier. <•eanrias aAy
"'BtaEiaLef his~erieal 
•alYe to tbe pe1maaawit~
seetien ~f the £iM (paa; 
4780.lc(l} abewe,~ 

l!.e71r~ 
Permanent. Tr--anafcY to 

_l9!RC when 4 years old. 
Ti..._.v~ to NARA when 30 

years old. 
Rt1',rf

Tcane er to WNRC when 
4 years old. Destroy 
when 30 years old.)

(tJc I - NU - ~4- - "-
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(a) Summary of records relating to major alterations 

(b) All other records 

d. Job Control or Status Cards, Check-off Lists, or Other 
Progress or Status Control Records. Records relating to upkeep, 
maintenance, repair, construction, or alteration work. Located at 
naval activities, departments, divisions, or other organizational 
units. 

e. Cards or Other Local Control Recorijs. Records relating to 
to the status (readiness or other) of individual vessels, crafts, or 
the equipment under an activity's cognizance. Located at naval 
activities, departments, divisions, or otHer organizational units. 

f. Work Lists Covering Approved Alteration and Repair Projects. 
Located at naval activities, departments, divisions, or other 
organization units. 

g. Machinery or Equipment Histories. Cards or other similar 
records and related documents. Located at naval activities, 
departments, divisions, and other organizational units. 

h. U.S. Coast Guard Recommendations for Repairs to Vessels. 
Located at shipyards, facilities, and other activities concerned with 
unkeep, maintenance, repair, alteration, and readiness of vessels and 
craft. 

Transfer to nearest FRC 
when 4 years qld. 
Destroy when 30 years 
old. (NCJ 'JU 85 )4)

(,Jc, - AJV --&S-4 

Retain on board. Destroy 
when 4 years old. 
(NCl-NU-85-4) 

Retain on board. Destroy 
when action is completed. 

Retain on board. Destroy 
when craft or equipment 
is disposed of or 
transfer red. ~ S .s,c.

A-.P,;:/,-...:JJ '-vf-u-.- 0 
Apply /\ 4200. 

Retain on board. Destroy 
1 year after equipment 
or machinery becomes 
obsolete or is scrapped. 
Destroy when 2 years old. 

D c:s-1-.-0'1 Luk~,,, 3 r Ce,.._r--.,5 

old 
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i. Job or Project Order (Ship, Craft, ·or Equipment) Files. Files 
accumulated by shops performing maintenance services and other work, 
including rework, repair, and conversion ~ork for aircraft, USN and 
USNS ships, and other craft, and for naval weapons and equipment. 
These consist of copies of job and project· orders, together with copies 
of related plans, bids, repair specifications, schedules, invoices, 
completion and inspection reports, and similar or related papers, _ 
including correspondence. (Exclude copies to be filed in contract or 
order case files covered in par. 4200 and accounting copies of orders 
covered in par. 7303.) 

j. Specifications Reference Files. E~tra copies of specifica­
tions, including contract specification estimates for repairs, rework, 
overhaul, etc., to ships, craft, weapons, .ttnd materials. Located at 
naval activities, departments, divisions, or other organizational 
units. 

k. Engineering Drawings and Plans Reference Files. Copies used 
in connection with repair, maintenance, construction, and conversion 
operations. Located at naval activities, departments, divisions, and 
other organizational units. (See technica1. subject series for 
master files.) 

1. Engineering Instruction Sheets. IP~ormation and working copies 
only. Located at naval activities, departments, divisions, and other 
organizational units. 

m. Copies of Master or Other Contracts. Contracts including 
repair, rework, overhaul, conversion, or construction contract files 
(ships, aeronautical services, and others). Located at naval 
activities, departments, divisions, and other organizational units. 
(See also~- 4200 for contract case files.) 

SS le., 

Retain on board. Destroy 
2 years after completion 
of job or project. 

Retain on board. Destroy 
when 2 years old, upon 
completion of related. 
work, obsolete, or no 
longer needed for refer­
ence, whichever is 
earlier. 

Retain on board. Destroy 
when superseded, 
obsolete, or no longer 
needed for reference. 

. ~o
Retain on board. Desto-ry 
upon completion of job 
or when no longer needed 
for local reference. 

Retain on board. Destroy 
1 year after completion 
of repair or alteration. 

111-4-96 



NWML 

SSIC 1:JeO 

-GP.NERAI. MA:TNTEN.ANtE!, CONSCfRUCT-fON,-AND· ceNVER~IGN- RECORQ.S--

2. SHIPS DESIGN SERVICES ALLOCATION SYSTEM. Tl1is ~ystem, 
sponsored by OP 04 and executed by NARDAC Washington, provides 
informatinn for bud,;,et and allocation pLu1s and ship ,11 teratinn 
dr~veloprnen1 statw..".1:-; wel] dS generctt.1ny out yE:.--ar budge1 njports. 
The system also rnti1 n t t1 J n:.:; the ctl terl1 t.1on development stdtus, 
provides for the di::.:tr.1bution of design 1->roduc1s, and ma1nta.1ns 
t1 planrung ya.rd scltedulin9 matrix. System .Slll.JPOrts NAVSEASYSCMD, 
SUPSHIPS, and all 8 Nc:1val Shipynrds. 

a. Master f.110 and h1storicctl datd ldpes. 

u Input l.1'1 ta tapes ctllll JJdper recnrd. 

c- Output dt1 tc1 anu reµorts-COM ,1.n~l .ll.f!..12~.L 

d. Sy.st-em~; document.al 10n tn include description of 
udtct elcments 1 f.1le lctyout, code hool<.s, c1ml operators and 
user ma011nls. 

Retd.1r1 on board. Destroy 
after 3rd 8ystem backup. 

Retain on board. Destroy 
when no longer required. 

RetaLn on board. Destroy 
when no longer requ.1red 
for H!ference 

Retain on board. Destroy 
when superseded or no 
longer needed for refer­
euce. 

https://document.al
https://ll.f!..12


3. TRIDENT LOGISTICS DATA SYSTEM (LOS) Thi8 system; S):JOnsored 
by OP 04 drHl maintained by N,1 vy Fl l:.l~t Md tflr i,11 S11):Jpnrt Off J ce, 
Mechanicsburg, Pa. ; provides maintenance and supply inter f acc...l 
for the ref Lt of Trident submc.H H1E1 h 

ct. Mct::.:t1:-'r file and h.tsto11cdl dd1a taµes Retain on board. Destroy 
after '3rd system backup. 

lJ Input d,1t,1 t ctpes and papc•r J'P<:onl Retain on Luctrd. Destroy 
when no lonyer requ.tred. 

c. Out.put llc.1t c:1 and reports-COM ,111d pa.per Ret ,-110 ou brMrd. Destroy 
when no lunger required 
for reference. 

d . S v!.:it E.•m: ") , 1 n cum< • n t ,1 l J. on I. u 1 ri c ] U l 1P d c: ") < • r 1 ptJ n n n f Retain on bod.rd. Destroy 
d,'1ta el(:~mcmt s. f L le lL1you t, c oLle l>ook s. ,1nd npera. tea:::.; ctnt1 when su1;er!.;eded or no 
user mauu,11::: lunyt~r rweued for re.f:er­

enc.:t-.. 



craft (ships and 
Located at air rework 
other activities. 

l1J 
ti) 

z 
l,J 
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n. Manufacturing Work and Repair Orders and Requests. Located at 
naval activities, departments, divisions, and other organizational 
units. 

~ l t u..ntU:j C, • . 
o. Industrial M.ane:,emeM Project Files. Files concerned with 

the construction, repair, rework, conversion, and maintenance of naval 
aircraft), missiles, factlities, and material. 

facilities, air facilities, shipyards, and 

devel&pm&a.t--pc-ojec-t- f..i-1-es--· 

( i:t_--Othe.t:. project, file.. 

SSIC 4701 

SCHEDULING RECORDS 

1. GENERAL CORRESPONDENCE-FILES MAINTAINED AT VARIOUS SHOPS PERFORM­
ING THE WORK. Files relating to work scheduling and progressing, 
maintenance, upkeep, repair, construction, and improvement work for 
ships and other craft, equipment and material, and facilities and 
installations. 

2. OVERHAUL, ALTERATION, MAINTENANCE, AND UPKEEP SCHEDULES. 
Schedules consisting of shop and job schedules, equipment upkeep, and 
maintenance schedules and related control records at shops performing 
the work. 

tl-P~~yr«~ ... ~c.-k~ wt ~~ IC:. 
Apply -Pff,1 4200. 

De .J ~ '-J k ~ " 2 ._, "t:"' "'"'v- ~ 

olc!_ 

~enc. Transfer -t-o 
-i-ftact-rve preject fikr' 
u,poA oomplotien. 
Transfec to neacest FRe=5

l::~ ::t::~~i:::::· 
~t&E tcaAefe, te Pfte. 

Q.es;t1rey ·.•h111 2 years OHi. 

Destroy when 2 years old. 
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SSI-<:. 

-MA-I-N!f-E-NAN.cE ,--FON!:,TRUCTT<JJSt;; AND CONVER:H:ON SCHEDULING RECOROS-

4. SHIPYARD MIS: PRODUCTION SCHEDULE SYSTEM In t·ln:~ sy:;;tt·~1u, 
informdt.1on from PERT and CPM re!Jort ~) vrnv Llle product 1.on 
scheduler!:3 w1. th network information c..:nncernu1g schedule dc1tQ, 
cr.1t.1cc:1l Jol,s, and lJOtent .1al areas of n<~twnrk logic .1m1Jrovemt:>nt 
The system al:::.o accc,mmolL1tes manually devel upod sch~!dtJl o:..-. and 
provides for n~schedul 1.ng bdsed on key t:VL•nts Sy~,t~m .LS ma.tn -
tau1ed at NAVSEA Autom,:1ted Data System:...; AL·t1v1.ty, Irnl.1c:t.n Head, 
Md. and all Nrtval Shipyards. 

rt. MnSlPr !J l (-' dlld histor1cctl datc1 tdpes. 

b. Immt datc:t. tap,~s and Pt1per recnnl 

c. Out-put dt-:1ta a.nd reports-COM ,1nd __uc_1Per. 

d. Sy!::>t-t:..•m~, ll< 1L·umcmtl1 L 1 <,n 1o J rn..:l ude uc~:.:;cr1.pt inn of 
d,1ta elements, £1 le L=iyout-, coue liuok!:i, dtul operators and 
user manu;-11 s 

4 ?tr'i 

Rt=Jtd.111 on bodrd. Destroy 
after 3rd system backup. 

Retain on board. Destroy 
when no lunc::1er required. 

Retain on bodrd. Destroy 
when no lonyer required 
for reference. 

Rl::!ta1.n on lich=tru. De::;troy 
when supt~rseded or nu 
longer needed for refer­
ence 

https://AL�t1v1.ty
https://MA-I-N!f-E-NAN.cE


5. SHIPYARD MIS: WORKLOAD FORECAST SYSTEM This system consists 
of a t.otal man-day forecast and the d1slriln1t ion of this fore­
cast over time. The total man-day forecust is a prediction, by 
ship and shop, of the total man-d,1y:..~ required to accomplish ci 

particular availability. The workload report shows what the 
ant.lcipdtt::'rl sh1 pyan:l worklodd will be in the future l)ased on 
total man-day forecasts. Schedule load reports show shipyard 
workload based nu work that i!:i issu~~rl and schocluled. Force 
distribution reports shuw a compRriLon of actt1ctl deployment of 
personnel as ,1ssi,Jnell 

a. Ma~ter file and historical dat~ tctpes. 

b. Input d,1ta 1 ,1p,_1s drHi J.Mr.>1:.•r reconJ 

c. Output data and reporl:.;,-COM <1nd paper. 

d Sy!jtem:.:i t]o~·um,•nt ,1t 1<>r1 to 1ru l 11d1• dl· .1·ription nf 
d,1t,1 E•lements, f Llf-") L.1yout, ,·nLle book~,, t1nd nper,1tors c:tml 
user m,:1.nua.ls. 

Retain on board. Destroy 
after 3rd system bctckup. 

Retain on ~oard. Destroy 
when no lonyer required. 

Retctin on board. Destroy 
when no longer required 
for reference. 

Retain on board. Destroy 
when supersedeu or no 
longer needed for refer­
ence. 

https://m,:1.nua.ls


6. SHIPS FORCE OVERHAUL AND MANAGEMENT SYSTEM (SFOMS) Provides 
slups forces wi t..h the capalJ 1 l 1 ty to m,1nl1<;,e their own assigned 
work during a shipyard availability. System 1s executeu on 
ships using NAVSEA developed software 

a. Ma!::>h~r file and historical ddta tapes. R~tain on board. Destroy 
after 3ru system backup. 

l> Input dl1 t ct t,1pes ctnd paper reconl. Retain on board. Destroy 
when no longer required. 

Ret.,Hn on board. Des troy 
when no longer required 
fnr reference. 

Ll. Systems Llo,·umentat 1011 t..o 1ncluue Llo!...;cript.ion of Retctin on lJodr~. De~troy
Ll,1tct t:-'l emt.•nt s, file la.yout, code bnuks, ctntl OJJE~r«1t or:.;, ,:1nLl when ::a1perseded or no 
user mctnual::;. lonyer neede~ for refer­

eoce. 



a. Shop and Job Schedules Destroy when 6 months 
old. 

b. Equipment Upkeep and Maintenance Schedules Destroy when 1 year old. 

J. LOCAL WORKLOAD CONTROL, PROGRESS, AND STATUS RECORDS. Records 
including reports, cards, schedules, and related records that are 
prepared or maintained for local, internal production planning or 
scheduling and work progress reporting or control purposes. These 
records are accumulated by shops and other.activities concerned 
with the upkeep, maintenance, construction, and repair of aircraft, 
vessels, other craft, and naval equipment•and materials. Include 
progress control cards: production, distrihution and delivery, 
material erection, and other schedules; and other local records and 
correspondence used to schedule work or to.control work in progress. 

a. Job Status Reports and Listings Destroy when 1 year old. 

b. All Other Records Destroy when 6 months old 
or 6 months after 
completion of job, 
project order, or 
contract, whichever is 
later. 

SSIC 4710-47- 13 

RECORDS 

':PIIB aeeORDS IH TIH-S ( 4 710 4-7-1-9-)----SERi ES A-RE- ,PEI.ATED 'PO OVBRIIAUh/REWORK i 

RECORDS AND INCLUDE RESTRICTED AVAILABILlTY, TENDER AVAILABILITY, AND 
TECHNICAL AVAILABILITY RECORDS. 

/2e..lc.,,.f-ed' rccOY"d.f u,,~~, .::.>-S/c471I- iZc:.sJ'r;pr-e ✓ 1'/v&:4,~/4"'7.1 
S S°J C:- 4- 7 12.. - ✓-r'",, cLt::r /J-vA-~ /~/:5, /2 ~ I' o- J s-5 I tt:. 4 7 / ~ - 7~ -, , <o.. f 

/1-vc., 'lu 6, /, 'r'J .S- 4QL.I /ef l) ~ _h /d' L v,i ~ 5 ✓ /t'$. 4 7~ c, · 

OVERHAUL/REWORK 

111-4-98 



4. REFUELING OF NUCLEAR-POWERED VESSELS RECORDS. Shipyard 
prepared manuals, procedures, and test documents with 
verification signature statements recording data and 
verifying proper performance of designated actions for 
refueling work. Include records relating to the following 
activities: personnel and equipment safety; prevention of 
accidental critically; control of radiation exposure; 
assurance of proper operation of circuits or equipment which 
provides reactor protection, containment, plant integrety, or 
an engineered safeguard; verification that a condition 
specified in a step by step procedure as prerequisite to 
further testing or work has been satisfactorily achieved; and 
improper conduct of testing or work such that the worth of 
the testing or work is compromised. 
(NC1-344-78-1) 

5. OVERHAUL/REPAIR WORK ON NUCLEAR~POWERED VESSELS. 

A. Welding Records. Weld and non-destructive test 
records which provide objective quality evidence of the 
integrety of the reactor plant piping and structural welding 
work. 

b. Shielding Records. Records which provide 
objective quality evidence of the integrity of shielding 
installations and originals of completed shield surveys. 

c. Level I piping system material. Records of 
objective quality evidence, including material certification 
and receipt inspection, of proper material installed in level 

piping system applications. 

Retire to the nearest FRC 
one year after the 
completion of the 
refueling availability. 
Destroy upon completion of 
the next refueling 
availability or when 15 
years old whichever is 
sooner. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy 
when vessel is stricken 
from Naval service. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy
when vessel is stricken 
from Naval service. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy 
when vessel is stricken I 



d. SUBSAFE Program records. Submarine material 
certification records which provide objective quality 
evidence of the attributes certified in Reactor Plant Work 
Accomplishment Reports (SUBSAFE information). 

e. Mechanical and Brazed joint records. Mechanical 
joint records for any mechanical joint in a Level I system or 
Level III system which is inaccessable during reactor 
aeration; and any reactor plant brazed joint record for 
joints that are inaccessable during reactor operations. 

f. Propulsion Plant Test Procedures. Records of 
completed Propulsion Plant Tests. 

g. Arrival, pretest, and plant certification 
inspection. Records associated with ship arrival in a 
shipyard or repair facility, pretest and plant certification 
inspections and not covered in items a thru f above. 

h. Qualifications Records. Records of current 
qualifications of personnel required to perform naval nuclear 
work. 

i. Installation, overhaul, repair. and support 
records. Records supporting the installation, overhaul, 
repair, and support of systems, components, or equipment not 
included in items a thru g above. 

j. Overhaul Report. Overhaul report as required by 
NAVSEA 0989-037-2000 and NAVSEA 0989-043-0000. 

from Naval service. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy 
when vessel is stricken 
from Naval service. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy 
when vessel is stricken 
from Naval service. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy 
when vessel is stricken 
from Naval service. 

Retain on board. Destroy 
six months after the end 
of the availability or 
ship delivery. 

Retain on board. Destroy
when certification 
expires. 

cut off file at the end of 
the availability and 
retire to nearest FRC. 
Destroy when 3 years old. 

Retire to nearest FRC one 
year after completion of 
availability. Destroy 
when vessel is stricken 
from Naval service. 
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SSIC 4710 

OVERHAUL/REWORK RECORDS 

1. OVERHAUL USAGE DATA. Data relating to·aeronautical craft and 
materials maintained by activities concerned with overhaul 
operations. 

2. PROJECT CASE FILES FOR TYPES OF CRAFT OR EQUIPMENTS. Correspond­
ence, copies of specifications, data, and related records pertaining 
to the overhaul and modification of types ~f craft. (See also par. 
4 700. ld.) 

3. OVERHAUL AND REWORK REQUIREMENT SCHEDULES. These records docu­
ment working plans and requirements for major rework and overhaul 
work scheduled or programmed. Include master work schedules, 
~ether with any changes thereto, and related papers. 

. OTHER OVERHAUL REWORK RECORDS 
&, • 

SSIC 4720 

ALTERATIONS AND IMPROVEMENTS RECORDS 

1. COPIES OF SHIP ALTERATIONS (SHIPALTS), ORDNANCE ALTERATIONS 
(ORDALTS), AND NAVAL ALTERATIONS (NAVALTS), AND OTHER ALTERATIONS 

AND REPAIR SPECIFICATION OOCUMENTS OR MATERIAL LISTS. Records main­
tained by maintenance, construction, and repair activities or 
facilities, or by supply activities for inventory control and other 
supply management purposes or to facilitate local maintenance, con­
struction, or repair action. 

Destroy when 2 years old. 

~aiA e.F beare. Destroy 
when craft or equipment 
is obsolete. 

Retaifl=.On eea~. Destroy 
1 year after superseded 
by new schedule. 

Apply appropriate sub­
item of~- 4700. 

S's,c.-

Retain on board. Destroy 
when superseded, can­
celled, upon completion 
of alteration of repair 
program, when craft or 
vessel is stricken, or 
when material is deleted 
from supply system, (.aJh,ehever 
1 S t:ifp J1c tJ.h I e. 
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2. PROJECT (CASE) FILES. Files relating.to the major alteration Retain on board. Destroy 
of individual vessels or craft. when vessel or craft is 

stricken. 

Apply apprepriate s~b• 
i..tem oE par. 4799. 
t>es-r.-0'1 u,.:JI\ e>,) Z. ...,ea...-s 
old. 

SSIC 4730 

INSPECTIONS, EXAMINATIONS, TESTS AND SURVE.YS RECORDS 

1. BOARD OF INSPECTION AND SURVEY, WASHINGTON, DC, RECORDS 
p,.,,,.,,o.r1 Profl r~,.,, ie-far~ 

a. SeA@E-.al4 Correspondence Files of the President of the Permanent. ~ransfer to 
Board. That portion of the files that documents the Board's WNRC when 4 years old. 
organizational and functional history and the development and ~,..,'l:fl'f.f.e-r to NARA when 20 
execution of plans, policies, procedures, and essential transactions years old. 
pertaining to the Board's primary function. of providing for periodic 
and special inspection of ships and other craft~ supervision and 
review of sub-boards, participation by the Board itself in inspec-
tions, execution of directives from highe~ authority, and the develop-
ment and issuance of instructions and procedures relating to 
inspections, and related index records. (Exclude files relating to 
the routine administration of the Board covered ifi pat;\4730.2.) 

vfltd-t!.r- ss,c.. 

b. Ship and Craft (Case) Files. Individual inspection case Permanent. Place in in-
folders for each vessel or craft that has undergone inspection by the active file when ship or 
Board. Consist of inspection reports, commissioning and decomission- craft is stricken. 
ing data, instructions to regional and sub-boards, schedules of eeh'~7Eanofiec inactive files 
inspections, specification and construction data, blueprints, pre- in annual blocks to WNRC. 
cepts for inspections, related correspondence, and other supporting 7 r.:aAJk~ to NARA when 20 
papers. years old. 

111-4-100 
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c. Control Records (Kardex or Other) of Ship and Craft 
Inspections and Trials. Summary records sliowing dates of trials 
and inspections and other data filed by fleet organization. 

d. Board's Reference File of Data Books and Ships Plans 

(1) Obsolete and duplicate records and files 

(2) All other reference records 

e. Message Files. Information copies of messages relating 
to inspections, surveys, alterations, damages, and repairs of 
vessels and craft. 

2. GENERAL CORRESPONDENCE FILES. Files relating to the internal 
operation and administration of boards and sub-boards of inspection 
and survey. 

3. WORKING PAPERS OF BOARDS AND SUB-BOARDS OF INSPECTION AND SURVEY. 
Working papers including drafts and backgro11rttd data and other data 
or information summarized or incorporated iri final reports. 

4. REPORTS OF BOARDS, SUB-BOARDS, AND DIS~RICT SUB-BOARDS OF 
INSPECTION AND SURVEY. (Other than those maintained by the Board of 
Inspection and Survey, Washington, DC, covered in par. 4730.lb.) 

a. Acceptance Trial Reports 

b. Material Inspection Reports. Inspection reports for active 
and inactive aircraft, vessels, and other craft for naval facilities 
and general aeronautical, ordnance, and other equipment, related 

Retain on board. Destroy 
when ship or craft is 
stricken. 

Retain on board. Destroy 
when no longer needed for 
reference. 

Retain on board. Destroy 
when 5 years old. 

Destroy when 2 months 
old. 

Destroy when 2 years old. 

Retain on board. Destroy 
upon final approval and 
issuance of report. 

Retain on board. Destroy 
when superseded by new 
inspection report. 

Retain on board. Destroy 
when superseded or craft 
or equipment is removed 

III-4-101 
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-I:HSPEC'fION~, EXAMfflA'TIONS; TESTS,-- ANO-~URVEYS REee-ROS 

7. SHIPYARD MIS: PERFORMANCE MEASURES SYSTEM. This system 
compares actual and planned manhours against performance 
standarus for a Vdriety of shipyard Jobs Stctndctrds for 
this system cffe developed by the responsible planning yanL 
System is executed ctt ctll 8 Naval Sh1pyarus. 

a. Master f1 le and t11stnr1 ca] datc.1 tapes. Retain on board. Destroy 
after 3rd system backup. 

Retctin on uoard. Destroy 
when no longer required. 

c. Output data ,1nd n:ports-COM t1nu µctper. Ret,11n on una.rd. Destroy 
when no longer required 
for referonce. 

d. Systems ~ocumentcttion lo include description of Rett1.in nn board Destroy 
,lct tct el c•m1:m t· :~, f 1lc.=• l ,1~out, r-ndP bunk:..,, "' 111 l >~Lt tors and when superseded or no 
user mctnuals. longer needeu for refer­

ence. 

https://Rett1.in


8. SHIPYARD MIS: PRODUCTION CONTROL SYSTEM This system provides 
the information needed tu control prrnluct1ve work on a da.ily 
ba~as and is of two general types: specific kC-:!Y nperc1tion (KEYOP) 
status and cumul~tive status by type of overhaul 

a. MctslPr file and htstnricctl <1ctta tapes. Retain on board. Destroy 
after lrd system backup. 

Retain on board. Destroy 
when no longer required. 

c Output- dL1 td dnd reports-COM ctrlll Jh11.Jl~r. Retain on board Destroy 
when no longer required 
for reference. 

d. Sy!.:item:j docurn1•ntat1<>n tu JncluLle rk~~.wr.1ption of Retain on hoard. Destroy 
dc1.tct elt::~rnent:;, fl le layout, corh~ bonk:..;, LU1<J operators and when !:iU).Jerseded or no 
ust~r manuals. lnnyer ne(~ded for refer­

ence. 
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)( check lists, correspondence, and other records. These reportsw 

relate to condition of craft, equipment, or other material and to the 
need for rework or changes, etc. 

5. EQUIPMENT OR MATERIAL INSPECTION OR TEST REPORT FILES. These are 
copies maintained by activities performing.maintenance, repair, 
inspections, serviceability, and constructioh functions or related 
operations. Files consist of reports of inspections or tests and 
related data, control sheets, or check li~ts, correspondence, and 
supporting papers. (Exclude records of boards of inspection and 
survey covered in par. 4730.1.) 

6. UNSATISFACTORY EQUIPMENT REPORT FILES. Copies of reports indica­
ting defective equipment or equipment failures. Contain information 
such as description of defect, cause of trouble, recommended action, 
and other related information. (Exclude copies to be filed in contract 
or purchase order for material or services·case files when reports 
relate to contracts or orders.) 

a. Quality Control Copies 

b. All Other Copies 

SSIC 4731~ 
EQUIPMENT OIL ANALYSIS RECORDS 

e GENERAL CORRESPONDENCE AND DIRECTIVES PERTAINING TO NON-DESTRUCTIVE 
CONDUCTED TO DETERMINE EQUIPMENT CONDITIONS TO AID IN 

ENANCE OF OIL WETTED SYSTEMS. 

C,A./ nw,c J/JJVL J2. "I (o 1 ;,1 PoAJE,v ·, - '::, 

from naval custody, e.g., 
sold scrapped or 
stricken, whichever is 
earlier. 

Retain on board. Destroy 
when 2 years old, super­
seded by new report, or 
material or equipment is 
disposed of (removed from 
naval custody), whichever 
is earlier. 

Apply par. 4855.1. 

Destroy when 2 years old. 

Retain on board. Destroy 
when no longer needed for 
reference. 
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SSIC 4732 

SHIPBOARD WEIGHT HANDLING EQUIPMENT INSPE~~ION, TESTING, AND 
MAINTENANCE RECORDS 

1. CORRESPONDENCE, TESTS, M.~~Q~i.J\fl!}AEPORTS. Records dealing with 
inspection and test result~tshi°pyards and SUPSHIPS. X::/1...,/~Jt:-

l~c..J je= f'~ 5 ,~ t, C%n'Y' 5, w, nc.>. PS' C r~,1 e:"S, dc.-,,,,-fs, r~1,/l7 l,rT.) q 'd O ~~ 
~ o ,, ".,.J. , CL7 .c=. j_ v,J°m-e,,~ 

2. MAINTENANCE RECORDS. Records covered u~der the 3M system. 

SSIC 4733 

MARINE CORPS CALIBRATION PROGRAM RECORDS 
GE ,uE /:LAL C 0 11.e..£..s P0u :t>J; ~~ 

1. PRHL\RY PltOGftAH RBCORDS-. General correspondence files of HQMC 
and other MARCORPS field activities and offices that document the 
da.ua:l.QplleRti-, execution, and accomplishment of plans, policies, pro­
grams, and procedures pertaining to the development and readiness of 
the MARCORPS calibration program.:. cJ~ise files consist of correspon­
dence, reports, plans, studies,~aata, and other records maintained at 
the headquarter's central files or in officially authorized 
decentralized offices.-E;~cludc. pr,r>-14'1 f}rt:Xj-n:un ~rr-csp,nJencc h/ed 
vi\ dt!r ss JC. 4Dot:J,J~ 

2. INTERNAL OPERATING RECORDS. Correspondence, reports, and other 
records relating to the routine internal operation and administration 
of activities performing functions and relating to the MARCORPS 
calibration program. • 

3. PERIODIC REPORTS RELATING TO THE MARCORPS CALIBRATION PROGRAM. 
Activities' copies of reports submitted to higher authority and not 

Retain on board. Destroy 
after next inspection and 
test of equipment. 

ss,c
Apply pa.. 4790. 

2e-f,r-c
~rmaAeft~. ~ansfeE to 
WNRC when 5 years old. D.:.-.J .,..,,..0 1 
effer tg HARA when 20 
years old. 

Retain OR boaEd. Destroy 
when 5 years old. 

Retain on board. Destroy 
when 5 years old. 
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. 
specifically authorized for other disposal in this manual 
reports such as monthly and quarterly calibration status 

SSIC 4734 

NAVY CALIBRATION PROGRAM RECORDS 
GE""AJE.'2.A-'- ~o fl 2.S~Po-vbE,,,.Jc-E 

and include 
reports. 

1. PRHh'tRY Pft68Ri-ifl rmeeftDS. Files of systems commands and off ices 
that document the da 11,,ment, execution~ and accomplishment of plans, 
policies, programs, and procedures pertaining to the development and 
readiness of the Navy calibration progra~~ dJ;..tlese files consist of 
correspondence, reports, plans, studies~;aata,sand other records. 
They are maintained at the headquarter's central files or in officially
autho,:ized decentralized offices.E'l-<:/'-.Jcle. i:,,.., ,., o..ry fJro9ro..m cerr-~SfJt7t-tde-nce 

h lctl ,.,.,,J~r- ss,c. .:,..c,oo. 111. r 
2. INTERNAL OPERATING RECORDS. Correspondence, reports, and other 
records relating to the routine internal operation and administration 
of activities performing functions relating to xhe Navy calibration 
program. 

3. PERIODIC REPORTS RELATING TO THE NAVY CALIBRATION PROGRAM. 
Activities' copies of reports submitted to higher authority and not 
specifically authorized for other disposal in this manual. Include 
reports such as monthly and quarterly calibration status reports. 

SSIC 4740 

SALVAGE AND TOWING RECORDS 

1. REPORTS OF SALVAGE OR OF SALVAGEABLE MATERIALS. Copies of 
reports submitted to higher authority. 

2. RECORDS RELATING TO REDISTRIBUTION AND DISPOSAL (BY SALE OR OTHER 
MEANS) OF SALVAGEABLE OR SCRAP MATERIALS. 

;?ef-,re 
Pe£maneat. Porward to 
WNRC when 4 years old. 
Offer to NAAs.~ when 20 
years old. 

~~eett~a~i~A~O~A~ha8t:tc:1a~c~E1.~ Destroy 
when 5 years old. 

Retain on board. Destroy 
when 5 years old. 

Destroy when 2 years old. 

~;o,~r/(:.. re Jee:.~ $Sit:._ 

Apply .1\ 4010. 3. 
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SSIC 4750 
i 
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I 

i UPKEEP RECORDS 

1. EQUIPMENT UPKEEP AND PREVENTIVE MAINTENANCE RECORDS. Logs, 
tapes, charts, work sheets, and other form~ used to record daily 
equipment performances, periodic services, or technical inspections 
of equipment; engineer equipment performance logs or sheets or other 
local equipment operation or installation maintenance logs. 

2. UPKEEP AND PREVENTIVE MAINTENANCE SCHEDULES 

SSIC 4760 

CONSTRUCTION AND CONVERSION RECORDS 

1. PROJECT (CASE) FILES. Copies of job and project orders, together 
with related plans, specifications, correspondence, and other records 
regarding conversion jobs for individual ships or other craft. These 
case files are maintained by shipyards or other activities concerned 
with the conversion of nav31 vessels or craft . ..c:-r,G 

1
vclt:::_ cc.p~e ~ cr 

~~';5;;J~~u,;•;;;~~;~ms"' A~~o;;;:;., ;~~4~~~~ 
6 

I 
~TSRI~, FACtb-£TIE~TC. \ - L / 

• SSIC 4770 

RESERVE FLEETS AND INACTIVE SHIPS OR AIRCRAFT RECORDS 

1. SHIPS RECORDS. Routine correspondence· relating to the day-to-day 
administration of the office/activity. f,Bee also par. 3503.~ 

Retain on board. Destroy 
upon completion of next 
periodic maintenance ser­
vice or inspection. 

Destroy when 1 year old. 

Retaift en beard. Destroy 
2 years after completion 
of conversion. 

Destroy when 2 years old 
or no longer needed, 
whichever is earlier. 
(GRS 2 3 .1) 
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, 2. AIRCRAFT RECORDS. Routine corresponde·nce relating to the day-to­ Destroy when 2 years old 
day administration of the office/activity. ~paE. 54◄ 2.) or no longer needed, 

whichever is earlier. 
(GRS 2 3. 1) 

SSIC 4780 

SERVICE CRAFT AND RELICS RECORDS 

1. REPORTS, MEMORANDA, AND RELATED CORRESPONDENCE. Records concern­ Destroy when 1 year old. 
ing the cleaning, inspection, and maintenance of service craft and 
the care of their equipage and stores. 

'8n\tN'fE?HANCB AND MATERIAL HANAGEMENT RECORBS 

TIIE RECORDS IN THIS (4790 4799) SERIES ARE RELATED---1!0---MA-IN!!!B-NANCE -ANO 
.MATERIAL MANAGEMEM'P iu:coags ANf) INCLtJDE NAVAL TELECOMMUNICATIONS,, 
G0MM1\Nfl MAIHTENI\NCE ASSIS'P#\HCE SUPPORT PftOORftM- -(NIW'PELGOM-MASP.~ 
'PB€HN ICAL AdS ISTAHCB, COMMUN ICA'f IONS, AND ehEeTRON-IC-EQll..IRMEm-,- AND ~ 
-'f'BCHN !LAL ASS IS'l'PdfCR (OTHl!!ft) MCORBS • 

SSIC 4790 

MAINTENANCE AND MATERIAL MANAGEMENT RECORDS 
?~r--rY'la...t1c.n + IZeY:.,.,-~ 

1. PRIMARY PROGRAM RECORDS. Correspondence, reports, instructions, Pezmanerrt'. Transf-er to 
studies, and other records that document the establishment, develop­ WNRC when 4 years old. 
ment, and accomplishment of naval maintenance and material management ~ rtA/f Eer l&llARA whan l4 
policies, plans, and programs. These records are maintained by years-Md. o(:k.,- +- o 
ASN(S&L), and MAftC0RP6 activities-;- H~➔u"',A,.,_-/c.,-:::,. us n, c::::. N It- I<. A Lu k. t! ,, :;J. O '1 ~o.J--S 

c, Jd. 
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2. ACTIVITIES GENERAL CORRESPONDENCE FILES. Files of all activities 
and offices (departmental,Jlent, and field) relating to maintenance 
and material management~ o {; Tb~PJD primary program records~,,~J v,1J.er-
ss 1c__ 47CJO•/ ■ 

3. MAINTENANCE DATA SYSTEM OF THE NAVY MAINTENANCE AND MATERIAL G 

MANAGEMENT (3M) SYSTEM. These records are accumulated by fleet and 
field activities in accordance with gover~ing OPNAV instructions for 
the aviation and ships 3M systems. The records may be accumulated 
in various physical forms, such as punched cards, tapes, microfiche, 
printouts, lists, logs, etc. In general, however, they are accumu­
lated as mechanized records. 

a. When Data or Information is Accumulated on Magnetic or 
Punched Tape 

b. Records used Merely as a Working Media for Transmitting Data 
to Tape Records 

4. CENTRAL DATA BANK OF THE MAINTENANCE AND MATERIAL MANAGEMENT (3M) 
SYSTEM. These data files are retained in the central data bank of 
Navy Maintenance Support Offices (NAMSOs) and are used to prepare 3M 
reports for distribution. 

5. MARCORPS EQUIPMENT OPERATION AND MAINTENANCE MANAGEMENT FORMS AND 
RECORDS. Files maintained as specified in the current edition of the 
Equipment Record Procedures Manual (TM-4700-15/1).. 

Destroy when 2 years old. 

Destroy after the same 
period of time specified 
for the conventional 
paper record serving 
essentially the same 
purpose. 

Destroy as "working 
papers" after data has 
been converted to the 
tape and the tapes have 
been verified in 
accordance with 
acceptance procedures. 

Retain on board. Destroy 
when obsolete or no 
longer needed. 

Retain on board. Destroy 
when superseded, obso­
lete, or when no longer 
needed . 
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I .... Iz 
w ' CURRENT PRODUCTION AND INDUSTRIAL PREPARED~ESS PLANNING RECORDS 

z 
~ 

0:: THESE RECORDS ARE ACCUMULATED BY MAJOR CO~NDS AND FIELD PRODUCTION 
w AND INDUSTRIAL PREPAREDNESS PLANNING ACTIVITIES. THEY RELATE TO> ICURRENT INDUSTRIAL PRODUCTION, INDUSTRIAL PREPAREDNESS AND MOBILIZA­

TION PLANNING, AND TO THE DETERMINATION OF CURRENT AND POTENTIAL 
0 

...." PRODUCTION CAPACITIES OF INDUSTRIAL FACILITIES OR THE PRODUCTION OF 
ITEMS OF SUPPLY. RECORDS ARE MAINTAINED FOR INDIVIDUAL FACILITIES 

<( 

a 
w (COMMERCIAL CONCERNS OR PLANTS) AND FOR !'Tf.!CIFIC ITEMS OF SUPPLY.u 
:::) 

a 
0 
0:: SSIC 4800 
Cl. 
w 
0:: GENERAL CURRENT PRODUCTION AND INDUSTRIAL PREPAREDNESS PLANNING 

RECORDS 

1. INDUSTRIAL PRODUCTION AND INDUSTRIAL PREPAREDNESS PLANNING 
RECORDS. Primary Program records that document development and 
establishment of production and ind~strial mobilization readiness ) sf 
plans, policies, programs, procedur~, and essential transactions 
and accomplishments.~(Master production planning and reserve 
program case files ar retained by the Office of the Secretary of 
Defense.) ,ue.orJs ~..-e- Mc...,~""'-c::t.-,,. t!.d b 1 e:> l+,ce ~ ~ S-e:.£-r~ 

C!> f-~ IV a....,1 • 
2. GENERAL CORRESPONDENCE FILES. Correspondence, reports, and other 
records of activities pertaining to production and industrial pre­
paredness planning, scheduling expediting, £ontrol, analysis, and to 
supply sources a~~1~~trial capabilities. (Exclude primary program 
records cove reef'~ 4098, l a .. d 4800. l..l 

Per-m-'le ,,-J-- 12..e -f-,r-e.._ 
Permenen=t. r.r-ransfet to 
WNRC _p.hen 4 years old. 'f'ha.n5,Le.. 

1a£fer ie NARA when 20 
years old. 

Destroy when 2 years old. 
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SSIC 4810-..-. 

REQUIREMENTS RECORDS 

1. PRODUCTION REQUIREMENT REPORTS AND RELATED PAPERS. Copies of 
current and/or projected requirement reports submitted or summarized 
in reports forwarded to higher authority. • 

SSIC 4812 

MOBILIZATION/EMERGENCY REQUIREMENTS RECORDS 

1. GENERAL CORRESPONDENCE AND INDUSTRIAL PREPAREDNESS PLANS AND 
REPORTS FOR ACOUISITION OF PROGRAMS· J;-v-clvJt!;.. t • 1 J rro.,,-,..,,.,., ;;>1<.,Jt~'"-r1 

d" c:.v-~, L S' v;;~- s .s Jc 4 '8 o a, I• .,. 

a. Recor-do of-.a -Routine Natute 

-b-;--"""1tecords- ef H-i-s-tor-ieel- S-igni f i ee-nee .~-ReeoE-ds-de t e [IAi nee by 
~Ae Diceetec, Na~al Histocieal Cent&~ that WML.a.nt 9reserQation. 

• SSIC 4813 

BILLS OF MATERIAL RECORDS 

1. BILLS OF MATERIAL (SUCH AS DD-346 AND -347), INCLUDING STANDARD, 
DETAILED, MODIFIED, AND SUMMARY BILLS OF MATERIAL AND SIMILAR MATERIAL 
DATA RECORDS. Records contain data such as name, form, size, quantity, 
and description of material, assembly data, and specifications. 

Destroy when 2 years old. 

Retain OR eeard. Destroy 
when 5 years old. 

Permanent . •r nmsf-e-E---t-e­
WNRC when 5 yeacs ol~. 
-e-£-fer to NARA when ~ 
years +id 
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w a. Copies used as Supporting Documents to Requisitions, Job 
1- Orders, Contracts, or Other Records 
z 
w 
l: 
z 
Q: b. Reference Copies Used for Material Developments, ~roductions, 
w or Mobilization Planning Purposes
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SSIC 4814 
0 
w 
u 
:, MATERIAL AND PRODUCT CLASSIFICATION RECORDS 
0 
0 
Q: 
0.. 
w SSIC 4830 
Q: 

PRIORITIES AND ALLOCATION RECORDS 
. llk4ft:F~ 

-i. ~RIMA.RY PRO8RAH RECORDS, Raoores docwnenting~e overall 
development, direetioA 1 an~ aosgmpliamne~t• ef t~e;~fenoe ma~eiria~ 

... BJStena ancl clai@noe prisrities saystero • 

Jr. GENERAL CORRESPONDENCE FILES. Correspondence, -repqbts, and other 
records of activities pertaining to operatjons of thei8efense 
materials system and defense priorities system program functions. 

SSIC 4831 

PREFERENCE RATINGS RECORDS 

1. COPIES OF CORRESPONDENCE ADVISING CONTRACTORS OR OTHERS OF 
RATINGS APPLICABLE TO SPECIFIC CONTRACTS. Files include infor­
mation.copies of related documents. (See-~. 4200 for copies in 
official contract files.) SSI~ 

Retain on board. Destroy 
with the documents which 
the bills support. 

Retain OR eeard. Destroy 
when superseded, 
cancelled, or obsolete or 
wJa «Yi $'-f~r& el~ u..J/t. ,'c.hevl!i'r 

1$ ear 1,e.-. 

Rei' :g-­
Pe;aaaftent. Trans fee -t-e­
WNRC wl1e;i-=4::-y.eaa;:;;=-m.d. 

~P.l"'f'lll:J1rit fer te NARA -IO:-=C"" 
ye-Ee eld. 

Destroy when !j' years old. 

Retain on board. Destroy 
1 year after completion 
of related contract or 
purchase order. 
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I 2. SPECIAL PRIORITIES ASSISTANCE CASE FILF.S. Files consist ofI 

request for special priorities assistance. in obtaining materials and 
components directives and memorandum of agreements issued, and 
related documents, control ledgers, report.c;, and correspondence. 

I (Exe] 11de pr imeary program records cosrereEI in par:-tl"fH--8-.·l.t 

SSIC 4832 

CONTROLLED AND UNCONTROLLED MATERIALS ALLOCATION RECORDS 

1. CONTROLLED, UNCONTROLLED, AND CRITICAL MATERIALS FILES. General 
correspondence files, reports, and other tecords relating to require­
ments for and the allotment and allocation of controlled, uncontrolled, 
and critical materials under the defense m~terial system program. 
Include such records as controlled materials program allocations and 
allotments, allocation determinations, materials requirements steel 
and nickel alloy, reports of controlled materials allotments, and 
allotment worksheets and tabulations. (-EHelt1d~ pr-i-macy pro9ram 
r.eoerds ee·.,ered iA piu: 4830 ld Records ,•lso relate to subject 
areas in industrial manpower, plan performance awards, records on 
current requirements, material and product classification, and product 
expediting. • 

SSIC 4840 

MATERIALS RECORDS 

1. GENERAL CORRESPONDENCE FILES, INSTRUCTIONS, AND NOTICES ON 
MATERIALS, PLANS, AND REPORTS ON ACQUISITION OF MATERIAL 

a. General Correspondence P./~s "'F ~-f+,,:es deo-/,,,1 f r,,,,.,o..r-,·Jlj 
l.u ,'r"'- n,,0,--f~-,·o-1.s ac~ v; s ;-I ,'on , r2 Sufpor+ eJ~ n'I ~, ;/; &.......,_;C'Y7 
pro'I re-ms. 

Destroy when 3 years old. 

Destroy when j'
.s: 

years old. 
fCR9 2Ja 1) 

Retaia oe bgar-d. Destroy 
when 5 years old. 
Ute J c~i i3'9:::::m at c ri ii1 
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b. Instructions and Notices 

SSIC 4841 

STOCKPILING RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files relating to the internal 
administration of the storage, handling, and care of strategic and 
critical materials under the national stockpile program. 

2. NATIONAL STOCKPILE REPORTS. Reports such as national stockpile 
storage reports and other records pertaining to the maintenance and 
security of strategic and critical materials. Include records of 
material on board; receiving, shipping> and inventory reports; and 
related correspondence. 

SSIC 4850 

GENERAL PRODUCTION PLANNING, PROGRESSING, EXPEDITING, AND SCHEDULING 
RECORDS 

1. GENERAL CORRESPONDENCE FILES. Correspondence, reports, and 
other records of activities pertaining to production planning and 
scheduling: production expediting, analysis, and controls: production 
engineering: and production surveillance. Include local production 
plans, schedules, and related data. 

s:-tac•l d be ::m~u 1-· i:» 
-c§ year i neN!11011' s £ ac 
hiet!czit al pYrposear when 
apps a:p w4:att e . ) 

Retain on bOard. Destroy 
when superseded or can­
celled . 

Destroy when 2 years old. 

Retain on board. Destroy 
2 years after final 
outshipment of national 
stockpile material. 

Destroy when 2 years old. 
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2. PRODUCTION MANAGEMENT RECORDS. Correspondence, reports, and other 
documents relating to management and surveillance of production pro­
grams, including production progress and status reporting, actions to 
resolve actual or potential problem areas, and for controlling, faci­
lities, and expediting deJJ.xery of materials or services required by

I defense contracts. {See•• 4200 for copies of production reports 
1 included in official contract files.) 

a. Production Progress Reports 

b. Local Production or Industrial St1~us Control Records 

0/V
3. PRODUCTI'I& OPERATIONS, CORRESPONDENCE, ·REPORTS, AND OTHER 
RECORDS. Records relating to production operations of an activity 

G.~n~~o the supervision and operation of the technical production
rv;,fnf''; 5utilization of equipment, applicatio1• of safety measures, 

and to meeting production quotas. Include -reports and statistical 
compilations . 

...ti:..::=ffl\naa:m1tmce:, k 1Jb1STIUJC'PIQN, ANQ CONVBRtHON SCl:IEDOtrHIC RECAR:Ss 

48. JOB ASSIGNMENT CONTROL OR PROGRESS RECORDS. Card ticklers, 
chits, or other documents or records used as an internal assignment 
or progress control record. 

-t,:-/1 • SHOP ftEf 8RT6 ANAliYil HfG EA80R AIU> fl11<p.g f,U ~L 8 MP liNQIW.URtm 
(~CHflULA'PEB !J1 PRODOCf IOH E>IU~Aft!:HENTS QP=i\C"J'Pv4'PIBS 

SSIC 4853 

PRODUCTION ANALYSIS RECORDS 
/. .:;, i...o f Oy...... cl d._,f~ 'f-,.,.. e-. -Ir,../ r'-:j!_~ -1-.r_ a~/'( i!- '"7 L~i.,-Md 

/Vt._,,/~r•/ ~/'__,__ J, -it..J,,.., s. 

• 111-4-113 

Destroy when 2 years old. 

Retain on board. Destroy 
when superseded or obso­
lete. 

Destroy when 2 years old. 

Apply pa,, 47Gl... 

Retain on board. Destroy 
after completion of job. 

Apply par. 4859-:= 
l) e-& ~d I l.u l,._a. "' Z '7 -..r S' 0 Jcl. 
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I SSIC 4855 
! 
I 

J QUALITY ASSURANCE/CONTROL RECORDS 
I 

1. QUALITY ASSURANCE AND CONTROL RECORDS ..Correspondence, reports,I and other records relating to the quality assurance and quality con­
trol programs, including copies or reports-of damage of improper 
shipment, reports of defective or unsatisfactory equipment, notices 
of defective material, special survey reports, and other similar 
papers used for quality control purposes iA connection with the 
production and acceptance of materials (acceptance quality control 
levels) and the classification of defects and the correction of 
deficiencies reported. (Sea al se rar:::=5-iiHL=). 

SSIC 4857 

MILITARY URGENCIES SYSTEM RECORDS _ n=. olZ_p'5 
A~ t> 0 -rt+t= ,l. ,~ c -

1. AN¥ T¥FB 9P CORRESPONDENCEAPERTAINING TO TECHNIQUES, OPERATIONAL 
PLANS, RESEARCH AND DEVELOPMENT, ACQUISITION, AND STAFF STUDIES OF 
MILITARY URGENCIES SYSTEM 

a. Consolidated or Summary Records Reflecting Documentation of 
Different Systems 

All Other Records. zncll ,de L ...:;rr~·fc!:,11 dr,,ce. /,/es, S 1-c...# S'h.Jd1c:5_Jb. 
a,,cf'ul,;, +,lJYJ c/oc 1.1 men +s, ?~ e.ct~ ,- re/J.:tr+-S , ~cl 6 ✓ .,,.,,/a...,-

Joe~ ,t1er1 f~ 

SSIC 4858 

VALUE ENGINEERING RECORDS 

Re-taiA on boara. Destroy u.1hera 
2 years after e8E£eetive 
0, other aetion has beM 
completed. o lcJ. 

R•-r-,r-e.. 
ll(?C~AQAI!-. POt'. ward to 
FRC when 4 years old. 

t>4~,r0 70Ef.er t.e NA&". when ...2-e-
years old. 10 

Retain on board. Destroy 
when .Jl!f!f years old. 

3 
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1. INSTRUCTIONS, NOTICES, REPORTS, STUDIES, AND GENERAL CORRESPOND­
ENCE. Records pertaining to value analysis, value control, value 
improvement, and value management . 

t"'d-ert!ACe 

a. Compiled Reports and Studies Retained for iii t • ■ 1 Purposes 

b. Instructions and Notices 

c. Other Records .5 &JC~ ~.t ~ec c1~.- ;--c fUV'" f- s a,,A
d ., l!"n •r-a.. I 

Cc, rr•St''" de -,cc., 

SSIC 4860 

COMMERCIAL/INDUSTRIAL (C/I) ACTIVITIES PROGRAM RECORDS 

1. GENERAL CORRESPONDENCE FILES. Files pertaining to contracting of 
civil service performed commercial/industrial type activities opera­
tions which include public announcement of .reviews, statement of 
work, obtaining OSD and CNO approvals, in-house cost estimates, 
advertising for bids, issuing RIF notices, and commencing contracts. 

SSIC 4861 

NAVY AND MARINE CORPS MANUFACTURING FACILITIES RECORDS 

1. GENERAL CORRESPONDENCE FILES. Correspondence, reports, and other 
documents relating to Navy~and MARCORPS~operated manufacturing 
plants, facilities, or shops. 

a. Ordnance Type Production or Manufacturing Activities 

Retain on board. Destroy 
when no longer needed. 

Retain on board. Destroy 
when cancelled or 
superseded. 

Destroy when 3 years old. 

Retain on board. Destroy 
3 years after completion 
of project. 

ssi<:. 
Apply appropriate~8000a 
subject matter series for 
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b. Shipyards and Other Ship Facilities 

c. Aeronautical Facilities 

d. All Other Facilities Records 

2. ORIGINAL AND/OR MASTER MICROFILM NEGATIVES OF PRODUCTION DRAWINGS 
AND RELATED ENGINERING DATA AND SPECIFICATIONS FOR NAVAL WEAPONS AND 
MATERIALS. These are generally accumulated by activities having 
design and/or production cognizance of 1 ~ms or materials. 

3. MANUFACTURING AND ENGINEERING DATA WORKING FILES. Records 
containing engineering and manufacturing data for items of naval 
materials and equipment. These are conveni,~ ·,ce files accumulated 
by manufacturing facilities or other interested activities in 
connection with the manufacture, production, scheduling, or pro­
curement of naval materials and equipment ·~ich consist of copies 
of drawings, tracings, manufacturing specifications and standards, 
commercial or government manufacturers' operating instructions or 
catalogs, or process sheets, test data, and other pertinent papers. 
(See par. 4121 for master specification ~iles of design cognizant 
activities.) 

handling of activities' 
~·• 1r program records. 

Apply appropriati~boo..­
subject matter series for 
handling of activities'
P•••'•Y program records. 

sS'C.
Apply appropriateA13000.6 
subject matter series for 
handling activites' 
p ■ imary program records. 

Destroy when 2 years old. 
,. • Ct~ ,,.J,~p '-, --«rbfr'~ .5~+.ll-1 
PermeAeRt. KaAtlie ~ ~ .s.s ,c 
p.ro•Jiaed in par. 4121 .:3 -'1-1 ZJ • z. 
aAd iR per~inent 
teehRieal 9ttbjeet •a~•er 
ru;ea&. OffeE le H,CRft 
wheR 28 years 8ld, 

Retain on board. Destroy 
when material is 
superseded or item 
becomes obsolete. 
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i 
SSIC 4862 

I INDUSTRIAL AND INDUSTRIAL RESERVE FACILITIES RECORDS 
I 

1. INDUSTRIAL FACILITIES CASE FILES. Correspondence, reports, Destroy when 3 years old. 
copies of contracts, inventory documents, surveys, and other records 
relating to the routine management of indw~trial facilities in 
possession of private contractors and of Navy-owned/contractor­
operated industrial reserve plants. 

SSIC 4870 

MACHINE TOOLS AND INDUSTRIAL PRODUCTION EQUIPMENT RECORDS 

1. EMERGENCY PRODUCTION SCHEDULING. Records relating to emergency Destroy when 3 years old. 
production schedules and preliminary produotion information. 

2. MACHINE TOOL RECORDS. Records ind~cating assignments of tools Retain on board. Destroy 
to responsible individuals. 1 month after return of 

equipment and clearance 
of individual. 

3. TOOL REPAIR RECORDS. Records providing the history of Retain on board. Destroy 
repairs made to each tool. when tool is disposed of. 

4. SPECIAL TOOLING RECORDS. Manufacturing data for special tooling 
(e.g., dies, jigs, fixtures) used in production. Consist of such 
material as copies of drawings, tracings, sketches, photograghs, 
reproducibles, and copies of operation and process sheets prepared by 
commercial or government manufacturers. They are accumulated pri­
marily by ordnance production activities. (See .paa:... 4121 for master 
specifications files.) s5,e-

a. Microfilmed Records 
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(1) Original hard copy 

(2) Master negative 

b. All Other Records 

SSIC 4871 

RESERVE PRODUCTION EQUIPMENT RECORDS 

1. RESERVE PRODUCTION EQUIPMENT CASE FILES. Correspondence, 
reports, copies of contracts, inventory documents, and other 
records relating to production equipments (government-owned or 
privately-owned) being retained in lay-away or storage to support 
future procurement or mobilization requirements. 

SSIC 4880 

EXPANSION OF PRIVATE INDUSTRY RECORDS 

1. EXPANSION OF PRIVATE INDUSTRY CASE FILE~. Correspondence, 
reports, copies of contractor proposals and documentations, and other 
records relating to assessment proposals for the expansion of 
privately-owned industrial capacity, involving either real or personal 

Destroy after microfilmed 
and microfilm verified 
for accuracy. 

Retain on board~ Destroy 
when superseded, 
obsolete, or manufacture 
of item is discontinued. 

Retain on board. Destroy 
when superseded, 
obsolete, or manufacture 
of item is discontinued. 

Destroy when 
to
i years old. 

Destroy when 1 years old. 
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Iproperty to improve productivity or reduced cost in support of current 
production or mobilization requirements for naval needs. 

SSIC 4890 

COMMERCIAL COMMODITY ACQUISITION RECORDS 

1. GENERAL CORRESPONDENCE FILES. Correspondence, reports, studies, Destroy when 2 years old. 
analyses, and other records concerning the. acquisition of standard 
commercial commodities in lieu of similar ~terns having military 
specification requirements. 

SSIC 4900-4999 

FOREIGN MILITARY ASSISTANCE AND MUTUAL SECURITY PROGRAMS RECORDS 

DISPOSITIONS IN THIS (4900-4999) PARAGRAGH APPLY TO RECORDS ACCUMULATED 
OR CREATED BY DOD JOINT MILITARY ASSISTANCE ADVISORY GROUPS (MAAG'S) OR 
MILITARY ADVISORY GROUPS (MAG'S). THEY COVER: (1) PRIMARY PROGRAM OR 
MISSION RECORDS AND OTHER RECORDS OF JOINT MAG'S OR MAAG'S UNDER THE 
EXECUTIVE CONTROL OF THE NAVY AND (2) INTERNAL HOUSEKEEPING RECORDS OF 
NAVY SECTIONS OF MAAG'S UNDER THE EXECUTIVE CONTROL OF THE ARMY OR 
AIR FORCE. PRIMARY MISSION RECORDS OF MAAG'S UNDER THE EXECUTIVE 
CONTROL OF THE ARMY OR AIR FORCE ARE HANDLED IN ACCORDANCE WITH 
INSTRUCTIONS ISSUED BY THOSE DEPARTMENTS. 

PRIMARY PROGRAM OR MISSION (OPERATIONAL) RECORDS OF MAG'S OR MAAG'S 
ARE THOSE RECORDS THAT DIRECTLY RELATE TO THE ASSIGNED MISSION OF THE 
GROUP. HOUSEKEEPING OR INTERNAL ADMINISTRATIVE AND ORGANIZATIONAL 
RECORDS ARE THOSE THAT RELATE TO AND ARE ACCUMULATED IN SUPPORT OF THE 
INDIVIDUAL SERVICE ELEMENT (NAVY, AIR FORCE, OR ARMY), BUT THAT ARE 
NOT CONNECTED WITH THE PRIMARY MISSION OF TffE JOINT MUTUAL DEFENSE 
ASSISTANCE PROGRAM (MDAP) AGENCY. 

111-4-119 
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[t SSIC 4900 
I.LI 
> 
0 GENERAL FOREIGN MILITARY ASSISTANCE AND MUTUAL SECURITY PROGRAMSC) 

RECORDS.... 
ct 
0 1. RECORDS OF JOINT MAAGs UNDER THE EXECUTIVE CONTROL OF THE 
hi DEPARTMENT OF THE ARMY OR AIR FORCEu 
:J 
0 a. Primary Program (Operational) Records. Records of Joint Dispose of in accordance0 
0:: MAAGs under the executive control of the Department of the Army or with instructions ofll. 
hi Air Force. These consist of all records that pertain to the assigned the executive agency.
0:: mission or program of the agency (MDAP). (Instructions for disposal 

of primary program (operational) records when Navy is the executive 
agency are contained in par. 4900.2.) 

b. Housekeeping or Internal Organizational Records. Records Destroy when 3 years old. 
that relate solely to naval administrative matters and are not 
connected in any way with the assigned mission or program of the 
joint agency (MDAP). 

2. RECORDS OF JOINT MAAGs UNDER THE EXECUTIVE CONTROL OF THE OON 
Pr,hlor-""1 Pr~ro.t'Tl (of4'ro..+1<Jfla..l) '<'ecordS Jo -u- 19-11-s i~+•rC.. 

a. GenetaJ. CorzeopeAdence (Subject} Files. Files of 001AmaAds, Permanent. Transfer to 
including both classified and unclassified matter, relating to the ~RC when 3 years old. 
development and execution of their assigned missions and programs. 7P~~ff6 to NARA when 20 
<~f;,~"PJdi~!rrRJl_ bou&ekeeping --ceeord& covQ.Eed in per, 4Q00, lh. > years old. 

:---.._ - • /??C;f,,c t' 
~ Program aAd Plans Project ~J.l~&-.> Correspondence, studies, Pe~•anant. Transfer -4!-e-

reports, and statistical data used in planning for supply and train- WNRC w~eA 3 yaa,11 old. 
ing of foreign national forces. ,__../"'1:>ffe!-:■ ro 'H1t,AA when 29 

yeare oJ:d-. 
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~ Armf, Navy, and Air Force Sections General Correspondence
I (Subject) Files. Reacrds ,-elo..+,n';/ j-o 'fL-a-e o..d;,,,,,,,.s~htm ~ s~,-.u, -:e 

~~ft?4~#ft-s #>,l -rA e. /clA..,. ~"9-.-9-S • ..:z::.n c. lucle-5 lrnp /eh'I en~~,, 'I , nS-1-r,.,c+~•un.st 
t<_or Jci47 di "9-A-G Pro9,-,o.,.,. ,,...e c-1-rv e.s o..s l.VC// c:1..:s ✓.,,,, t-e,-r,o..J ~ r1ea.,,, -I Jzd....,.,,,.,,~, ,-.ee~rJs. .

I 
l 

~ Training Files. Files relating to the training functions 
of the Army, Navy, and/or Air Force sections. (A'hese tiles 8re net 
-P'? eviou~!Y iflJ,1.ud~ ?;: ~up!ie~!zd

1 
};-A,;~z:1,[.0~s , crerrera\ sobj ect 

f: 11-es .-f TX ol~ _, 'r0 -r « • ~ ,,:;a d T ~,ve - Q =-• 

1 . . . . f21:!cords ..3 /2 d _1d~• Ind1 v1dual Tra1n1ng St.atus Car us .~,c:Js 1no.1A ··h:1Me O)'I ~,nees,.. 
Xric/uoZcl a....,c:'~.. :st--a-.-+v, c~r-ds.J-tra.,,,ee ,4:,/o/t:!'r-sJ "tro.,,,,I!'~ eva.h.J"--f101S 
a."" d 't- ua.. /I ~,ca.. '1-t~ s ,-,:: po ,--t;- ~ • 

4 

U". Planning Files. Staff studies, minutes of conferences, and 
other papers relating to defense planning. 

7Y'--"'~ 

~K• Pier Operation Files. Files relating to loading, unloading, 
departures, and arrivals. 

~- Equipment Maintenance and Inspection Records. Reports, check 
sheets, and related correspondence concerni:1".J the use, maintenance, 
and storage of furnished equipment. 

h.¥. Foreign Aid Program Accounts File~. Documents showing 
signatures of foreign government officials or representatives 
receiving foreign aid supplies, including signed supply manifests 
and bills of lading, together with supporting papers. 

i-3'. Convenience and Transitory Files. Extra copies of 
correspondence, reports, and documents maintained for reference 
purposes: nonaction and informational copies and working papers; 
and "personal" files and material which do not document action. 

j Jc"'. Reference Publications. Publications received from outside 
sources. (Exclude directives on which action has been taken and 

ilef.re. 
Permanent. hanaier to 

-~RC when 3 years old. 
Tr-•~fer to NARA when 20 

years old. 
Pe~m •,, ~,,+ fle_,f./re.
Pe:a.maaeut. Transf-c!I to 
~){Cr whe2....J..,x..ears old. 

~ca""fft.4er«t~,.fiARK" when U t • ,;Jo 
years old. 

Retain on board. Destroy 
upon disestablishment. 

~- 'l·vc 
Permanent. Transfae-r to 

~WNRC when 5 years old. 
~e-r to NARA when 20 
years old. 

Destroy when 3 years old. 

QctaiA OR eea1d. Destroy 
when ,t years old. 

7 

-Reeatn on beard. Destroy 
when 5 years old. 

Retain on board. Destroy 
when A years old. 

3 

Retain on board. Destroy 
when publication is no 

I,vi1 ~ r- rc-1.,u ,-e..c;//4 
;cf-<:.rc.,,,& u ~-e. 
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made part of the appropriate subject folder.) pJa9 erceded 1 OE 

caasa:H:1il:1'. 
,,.,. ~+-,rep,b J,ca..+.1cJnS 65...,e,d b., op,rD.kAo./ 1-,e/J Cgyy\ w,'-'nc:t'.S 

J/,.X. Reeotd Copies. z0f._Locally .Genetated PuDli:eation.s. Include Permanent. T-EaRefer to 
superseded, amended, and cancelled publications, directives, manuals, WNRC when rescinded, 
instructions, notices, and other general orders. -~A-'A~rseded, or cancelled. 

, 8~r to NARA when 20(t) C:o pies rfJoi ,at41ned J, 7 ,,,,,., , ~ s.;.,-,.., ~+,v-i i-,c..s. ye ars ald . . ' , _ , 
~ h._.c "tn~J.aa5e~et11 «J, CA.nllll~ot

--TuJ't:. re.ct~~ 
/ . .Jf(. Re<iistered or Accountable Publicat·ions. Any publication for Retain on board. Destroy 

which receipt or location is registered for security purposes. in accordance with 
issuing office instruc­
tions, when superseded, 
obsolete, or no longer 
needed. 

SSIC 4905 

SECURITY ASSISTANCE MANPOWER RECORDS 

1. SECURITY ASSISTANCE MANPOWER ACCOtmTING SYSTEM (SAMAS) AUTOMATIC Destroy when 3 years old. 
DATA PROCESSING (ADP) RECORDS. Records relating to full-time and 
part-time military and civilian manpower e~pended in support of 
Foreign Military Sales (FMS) and the Military Assistance Program (MAP). 

2. ALL OTHER RECORDS PERTAINING TO SECURITY ASSISTANCE MANPOWER Destroy when 3 years old. 
PROGRAMMING ACTIONS. Records including those supporting the Program 
Objectives Memorandum (POM) process. 

SSIC 4910 

GRANT AID RECORDS 
~~-1-,~c 

1. POLICY FILES. Record copies of Grant Aid policy documents Permanent. ~raRefer to 
orginated by DOD and Navy. WNRC when no longer 

III-4-122 
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f 2. DIRECTIVE FILES. Documents related to preparing, coordinating, 
issuing, and interpreting directives, regulatory instructions, and 
comparable instructional material . 

3. BUDGET MATTERS. Documents which estw1 l>l ish budgeting principles, 
policies, systems, and procedures covering.Grant Aid formulation, 
management, and execution processes within the Navy. Economic 
analysis and studies concerning budget impact and documents which are 
used to prepare fiscal reports, financia·l ·statements, charts, and 
graghs to support budget presentation, studies, and economic analysis. 

a. Analysis and Studies of Budget Suevort Data 

b&JJqot 
b. All OtherADocuments ,. 

4. AGREEMENT FILES 

a. Documents Relating to Agreements Between Navy and Other 
Come9nents Within the Defense Department fur the Exchange of 
Administrative Services 

b. A~reement with Foreign Government or International 
Organizations Concerning the Operations or Support of Overseas 
Forces or Eguipment~c.,~1t-o en agreements between nations 
negotiated by the State De artment which may have an impact on 
national defense, ,,,~ lvtl e ~&a-••·"r SI-a..,,,?,~ ~I'-"✓/~ ..s 

7a~1~s,4,-current. r to NARA 
when 20 years old. 

·~~ Permanent. ~ aRsfer- to 
~~ when 5 years old. 

..,-r"" ~ to NARA when 20 
years old. 

12...~ ../-, r c:.... 

Permanent. Transfer to 
~RC when 5 years old. 

rr4 ""-•~ to NARA when 20 
years old. 

&:1',re. 
Peaaanent. T-EiUl&fec to 
WNRC when &~pcrseded.Zyo..rJot:' 

Dcsfroy Offer to N•Al'_ when •JG 
years old. 

Retain on board. Destroy 
2 years after the agree­
ment has been terminated. 

Re./-ir-t.
Permanent. T+aASf.e-r to 
WNRC when no longer 
required for-,-r~~~1j__~
reference. ~ NARA 
when 20 years old. 
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SSIC 4920 

FOREIGN MILITARY SALES RECORDS 

1. FOREIGN MILITARY SALES (FMS) POLICY FILES. Record copies 
of policy documents originated by DOD and Navy. 

2. FMS DIRECTIVE FILES. Documents rela~ed to preparing, coordina­
ting, issuing, and interpreting directives, regulatory instructions, 
and comparable instructional material. 

3. FMS CASE RECORD FILES. Records documenting sales to foreign 
countries, including correspondence and related papers requesting 
the purchase of equipment or materials or instructions r~lating 
to requests. 'ike.s~ ,-eett¥-d. ,;- a-..e ~A-• ,t.-t-""-"", .... 4' P,'7. NA-1.Jv, .r::rrl--1to..'t-,v,~....J
L~~, 1--Ftc s ~--+-,-.. ( o ~"' c-e.. (N ~v-11.-co') pJ,, la.cl'e l,n J...--, P-4 

4. FMS IMPLEMENTATION RECORDS. Documents such as case directives, 
production or repair schedules, international logistics supply 
delivery plans, requisitions, shipping documents, bills of lading, 
work orders, contract documents, billing and accounting documents, 
worksheets, and related feeder information. 

a. Procurement Action Documents 

b. All Other Documents 

5. BUDGET MATTERS. Documents which establish budgetary principles, 
policies systems, and procedures covering all budget formulation, 
management, and execution process within the Navy. Economic analysis 
and studies concerning the budget impact and documents which are used 
to prepare fiscal reports, financial statements, charts, and graghs 
to support budget presentation, studies, ana economic analysis. 

Pe+• r C..
Permanent. ~•ns~er to 
WNRC whe~gP...J~nger
needed. ~ to NARA 
when 20 years old .,~
Permanent. TY~ to 
WNRC when 5 years old. 

~~Mer to NARA when 20 
years old. 
lle+i.---e. ,=JZC ?Hll1H>ELPQd} 
~aRakr to WMRe when 
supply is complete. 
Destroy 15 years after 
transfer to WfilRC. FR.c_ 

r- L q $°~1,C'l'ff'1"'._.f~ ,1ec..n ~ 0 
Apply ~ /\ 4200,.ser,~..s , 

Retain on board. Destroy 
1 year after completion 
of required action. 
Perma"' -e,,+ ee+,re. 
:Per ■ anaAt. TraA&fer to 
WNRC when 5 years old. })a V , 
Offer t~ Mi:len:- 26'-" 
yeaI'• ela . , J2.;t--A..J s :l'f-,ll_ 

Tb ~A2A Lc..J}'I~.-, 2..o 
~ ~e...rS o Id, 

III-4-124 



S'SIC -4920 

8. EXPORT CASE FILES. Case and subject files pertaining to 
Navy's review of and response to export applications submitted 
to the State and Commerce Departments by u. S. firms/persons 
for export of defense articles on the U. S. Munitions List and 
items on the Commodity Control List to foreign 
firms/governments. Export requests submitted by foreign 
governments for export of items on the COCOM Lists to the PRC, 
USSR and Warsaw Pact are also included. File contents are 
applications, internal Navy coordination actions, Navy 
recommendations and related subject information 

J!..e.ll-,~e 
~rensf-1!-r to the Washington 
National Records Cinter 

0 after completion of 
recommendation to State-...t 
Department. Destroy when 7 
years old. 
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w 6. AGREEMENT FILES 
z 
~ 

?~"'1~,tt!VI+ ~-1-..r--e. 
0:: a. Documents Relating to Agreements wi.th Foreign Governments or ....PermaReAl. ~anefer tow 

International Organizations. Documents concerning the operations or WNRC after 5 years . ...,...,,,.o.,..,kr I> 
0 support of overseas forces or equipment. Comments on agreements ~ff.er to NAiM when 28 J'6i5C) 

between nations negotiated by the State D~partment which may have an N years old. :LDt­
c( impact on national defense. 
a 
I.LI b. Documents Relating to Agreements Between Navy and Other 'ftetaiR on hear~. Destroyu 
::::> ComP?nents Within the DOD for the Exchange of Administrative 2 years after the a 
0 Services agreement has been 
0:: terminated.0.. 
I.LI 
0:: 7. STAFF VISIT FILES. Documents relating to scheduled or special Re~ia en ~ea,d. Destroy 

visits for the purpose of performing staff or technical supervision 1 year after completion 
or for conducting studies. Thi.s definitio·n is not applicable to of next comparable visit 
visits made in connection with a specific process or case which or on completion of 
should be filed with documentation of the case or process. Included related study. 
are requests for permission to visit, reports of visits, recommenda­
tions, and other directly related documents. 

<£,o!r SSIC 4940 

PACKING, HANDLING, TRANSPORTATION, AND STORAGE RECORDS 
,4-tl.,,., "' ,,? f,,CA.. TW e 12 e {i_,.~ 

1. PS e, FILES. Records consisting of decisions, guidelines, and e.t!u~~~~••e&t. 'Prana:Eer to 
supporting documentation relating to the initiatioc, deveJopA1eA~,'it~& WNRC 5 years after 
eBtahlishment of FMS and Grant Aid transportation and warehousing cancelled or superseded. /),c.sfr 
policy. Included are FMS prl;ar matters concerning traffic manage- i::J!fez te NARA when -N- /o 
ment, containerization, material handling, international transporta- years old. 
tion, postal transportation, single manager supervision, vehicles, 
storage, and warehousing preservation and·packaging. Correspondence, 
memoranda, and other communications are filed with applicable policy 
matters . b,,, cAUJ.r!! F /f} $ J>n ~7 l7r~ 7'.ro-"'1. ~e ,,,-d's ,4/ed ~ ~ 

&:Z I C 4 ~~a, 4. 
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w 2. IMPLEMENTING DIRECTIVES AND INSTRUCTIONS RELATING TO FMS AND .,_ I 

GRANT AID TRANSPORTATION AND POLICYz 
w I 

a. Activity or Office Having Cognizan~e Retain original or other 
record copy pecw:e~!~,l -.. until no longer nei~,r~

0 
' 

for reference. ~Eans~,...._
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Q. 
w 
0:: 

record copy to WNRC 1 
year after cancelled or 
superseded. Offe& to l)c...5+-A> 

Hftll\ when 2-ff years old.,s-
b. All Other Activities Retain on board. Destroy 

when superseded, can­
celled, or purpose is 
served. 

sz.... 
SSIC 4950-49M: 

TRAINING RECORDS 
/dc-lo...feJ J2e~5 '-""'c!.,,__ °S'S IC.. 4<j.,S-/- Tr~m'":•t (~~S~ <;)t.,a'fc:..JI 

4'IIE RECORDS IN 'fll-I-S----t4-950--1'~9-)- SERIES AR& REtATEf>-'1'6--'P-RAINING 
'1FCORDS AND INefatmE--r-RlrifttNG---COURS-ES--fO{JO'PAS--AND DURATION) I\ND­
ORDBRS TO POR£IGN MILI-T-ARY TRAI-NEES- -RE€8ROS-._ 

o..--d. .s;- s 1c 4 .:,Sz... or~~ G5 Fo r-,Ji ~ -,-1-0...,1-1 ii:e s s~/d' ~ {? 

l'efued ~"'-"---- S~JC4~~o, V 

~SIC 4950-....-

TRAINING RECORDS 

1. TRAINING JACKETS FOR FOREIGN MILITARY TRAINEES (FMT'S). DON 
major claimants involved in foreign training are: CNET (NB), 
Pensacola, FL; CINCLANTFLT, Norfolk VA; CINCPACFLT, Pearl Harbor, 
HI; CNAVRES, New Orleans, LA; COMNAVOCEANCOM, Bay St. Louis, MS; 
BUMED (0011), Washington, DC; COMDT COGARD (PTE), Washington, DC; 
CMC (OTTI), Washington, D~. 
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b. ~Appropriate Directives Not Issued by DON Claimantt­
c{ 

a 
l&J 
u 
:, 
a 
0 
0:: 
11. 
l&J 
0:: 2. INVITATIONAL TRAVEL ORDERS (ITO'S) FOR FMT'S. Forward to CNET 

(N64). CNET will screen to ensure that their records are complete for 
the purpose of tracking and billing. CNET may then destroy duplicated 
information. 

3. CORRESPONDENCE FILES ON FMT'S 

4. MEDICAL RECORDS OF FMT'S 

5. MESSAGE TRAFFIC/CORRESPONDENCE ON INDIVIDUAL COUNTRY TRAINING 
PROGRAM {!- )l,.C-ludc:.. -,ro..,,, ,,, J ~eccrdS h-1 .a.,n --J-~, l'1 ~.,/ by ;n/f,,9,G s, 

LI I" d~ r- ..s s' C 4. 900, :z C.) 

6. CNO OPERATING PROGRAM CARDS (WCN CARD DECKS). Required for pur­
pose of program analysis, response to OSD/Congressional inquiries, 
FMS case closeouts, and related objectives. May be converted to 
microfiche, if desired. These records are retained by the CNO 
(Op-63) . 

Retain on board. Destroy 
iR aegordance wit-II t>J"~" "o 
~ftstruetieA& prouided 13¥ 
major clairnantp~

I D'Ylt:;e t"' .,.~v• 
Forward to the CNO 
(Op-63) for determination 
as to further disposition 
on a case-by-case basis. 
Op-63 will retain on 
board and destroy when no 
longer needed. 

Destroy when 1 year old. 

Destroy when 1 year old. 

Apply appropriate 6000 
series authority. Refer 
questionable cases toCNO 
(OP-63) . 
/?.e. +• r C 
~•anafiec to FRC when 1 
year old. Destroy when 
5 years old. 

Retain on board. Destroy 
when no longer needed. 
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• 
SSIC 4960 

FOREIGN NAVAL EXPANSION PROGRAMS RECORDS 

1. SAUDI NAVAL EXPANSION PROGRAM (SNEP). · Plans and program data 
related to U.S. actions to support expansion of the Royal Saudi 
Naval Forces (RSNF) and the development of an integral and self­
contained naval establishment. 

a. Policy Files. Record copies of policy documents that are not 
included in other 4900 series permanent p:1es. 

b. FMS Case and Implementation Records. Documents applicable 
sales cases related to SNEP. 

2. OTHER FOREIGN NAVAL EXPANSION PROGRAMS.· Plans and program data 
related to U.S. actions to support expansion of other foreign country 
naval forces and the development of an integral and self-contained 
naval establishment. 

Fe-I-' r-c=. 
a. Policy Files. Record copies of policy documents that are not Permanent. T"'Ltsfcc to 

included in other 4900 series permanent files. WNRC when ~ longer cur­
rent.'~ ,..to NARA when 
20 years old. 

b. FMS Case and Implementation Records. Documents applicable to 
sales cases related to ~a"~l.:ffa•alAExpansion Program~(SNEP). 

o 1 ""~rF'or-eL.,"' ,Aft....u-. I 
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