NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-NU-89-004

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/12/2024

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These items, unless subsequently superseded, may be used by the agency to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:
5000 1/A/6, 1/B

5031/1

5032/1

5050/ 1/A, 1/C

5061/3

5070/5/C

5080/1

5100/1, 4/C

5110/12

5141/1

5200/1, 2/B

5211/ 2/A-D, 2/E/2, 2/F

5212 /2

5219/ 3/B/2

52301/ 2, 3, 4/A, 4/C-D

5233/1

5270/1

5290/ 2/A, 2/C

5291/ 1/A/1, 1/C/1/A, 1/C/1/B, 1/C/2, 1/CI3, 1/D, 2/A, 2/C, 3/A/1-3, 3/A/5, 3/B/1-2, 3/C/1, 3/C/4,
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

3/D/1, 3/D/4, 3/D/6
5351/1

5352/1

5353/ 1/A-D, 2/A-D, 3/B
5354/1-2,3/B, 4/B, 5
5355/2

5370/1

5371/1

5400/ 1/D-E

5420/ 1/A-C

5442 /1/C

5450/ 1

5452 /1

5512 /15, 16

5513/1

5527 /1/B/1/B, 3/C, 3/D
5528 /1

5529/1

5560/1, 2/B

5580/1

5585/ 1-3

5600/ 3/A-C, 4, 6/A-B
5602 /2

5700/ 2

5720/ 1/B, 2I/C/2, 4, 5/B, 8/B-D, 8/E/2, 8/F-K
5721/ 1/A

5723 1/B

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

5724 [ 1/A/2-3
5725/1-2

5728 /1/B

5730/2

5740/ 5/A

5757 /1/C
5780/1/B, 2,5
5800/ 2

5801/ 1/A

5810/ 2/A, 2/B/3, 3
5813/1

5814 /2/C

5860/ 2

5870/ 3/B, 4/B, 6/A/2, 6/B
5880/1

5890/1

5900/ 4, 5/A, 6-9
5930/1

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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All other items superseded by DAA-NU-2015-0005 except:
5000 / 1/A/1-5 were superseded by N1-NU-96-003 / 1-2;
5041 was superseded by N1-NU-02-001;
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

5100 / 3/B/2 was superseded by DAA-NU-02015-0012-0004;
5500 / 2 was superseded by N1-NU-01-003 / 3;

5510/ 1 was superseded by N1-NU-01-003 / 5;

5511 /1 was superseded by N1-NU-01-003 / 10;

5511 / 3 was superseded by N1-NU-01-003 / 11;

5513/ 2 was superseded by N1-NU-97-003 / 2;

5521 /1 was superseded by N1-NU-97-001 / 1/A-B;

5522 / 1 was superseded by N1-NU-01-003 / 18;

5527 / 1/A/1-4 were superseded by N1-NU-98-002 / 2/A-B, 5/A-B;
5527 / 1/B/1/A was superseded by N1-NU-98-002 / 13/A/1;

5527 / 1/B/2-3 were superseded by N1-NU-98-002 / 13/B-C;

5527 / 1/B/4 was superseded by N1-NU-98-002 / 13/D;

5527 / 1/B/5-8 were superseded by N1-NU-98-002 / 13/E-H,;

5527 / 1/B/10-11 were superseded by N1-NU-98-002 / 7/A and 2/K;
5527 / 2/A-B were superseded by N1-NU-98-002 / 12/A-B;

5527 / 2/B-E were superseded by N1-NU-98-002 / 12/B-E;

5527 / 3/A-B were superseded by N1-NU-98-002 / 9/D/2 and 2/M;
5527 / 3/E was superseded by N1-NU-98-002 / 2/E and 11,

5527 / 3/F/3 was superseded by N1-NU-98-002 / 9/D/1;

5570/ 1 was superseded by N1-NU-01-003 /6, 7 and 19;

5570 / 2/A-B were superseded by N1-NU-01-003 / 8-9;

5570/ 3 cancelled per N1-NU-01-003 (See 5510/3 & 4);

5603 / 8/C was superseded by DAA-NU-02015-0007-0021;

5830 / 1 was superseded by N1-NU-96-007 / 1;

5891 / 1 was superseded by DAA-0428-2017-0001-0003.
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REQUEST FOR RECORDS DISPOSITION AUTHORITY TeRToR LEAVE BLARK
(See Instructions on reverse) /V /,_ /Uf w- 8? - 5[
TO" GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 g/ﬁ,O / 8 9

1. FROM (Agency or establishment)

DEPARTMENT OF THE NAVY
2. MAJOR 5UBDIVISION

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved

NA MA MMZ2 except for items that may be marked “disposition not
VAL DATA AUTOMATION CO ND approved” or "withdrawn” in column 10, If no records
3. MINORSUBDIVISION

are proposed for disposal, the signature of the Archivist is
not required. /’ -
OFFICE OF CHIEF OF NAVAL OPERATIONS
4, NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. |DATE ARCHIVIST OF THE UNITED STATES

MS MILLIE STEWART 433-4217 - 7-75 gmé, %;y m
5 y

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of ________ page(s) are not now needed for the business of this
agency or will nct be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manua!l for Guidance of Federal Agencies, is
attached.

A. GAOQ concurrence: D is attached; or is unnecessary.

8. DATE C. St ATURE OF AGENGY, PRESENTATIVE D. TITLE
HEAD, DIRECTIVES, POSTAL AND
7/ v/ §9 |CAPT E. W. BALLER RECORDS MANAGEMENT DEPARTMENT ,
oy 9.GRSOR | 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO (With Inclusive Dates or Retention Periods) JOB {NARS USE

CITATION ONLY)

ADMINISTRATIVE MANAGEMENT AND MANAGEMENT IMPROVEMENT RECORDS
5000~5999
CHAPTER 5

The records described in this chapter pertain to perfor-
mance of office and other administrative management functions
throughout the Department of the Navy and to various techniques
and programs to develop, control, and improve management -
procedures and processes. These techniques and programs relatd
to organization and planning; management analysis; office
methods; records, forms, reports, and publications management;
mechanized and data processing systems; industrial engineering
and methods; management sciences; and overall civilian and
military personnel/manpower programs. The records also pertaip
to the administration and performance of legal, military
justice, and legislative functions and related matters.
These records are accumulated both by activities and offices
carrying out the above techniques and programs as well as by
activities (primarily at the departmental or command level)
deyeloping overall procedures, policies and programs.

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

Copos e ® Gppesy NSRS ANT, NSUACAGIE ShihSd -

[}
115-108 NSN 7540-00-534-4064 STANOARD FORM 115 (REV. B-B3)
Prescribed by G5A
FPMR (41 CFR) 101-11.4




CHAPTER 5

GENERAL ADMINISTRATION AND MANAGEMENT RECORDS
SSIC 5000-5999

THE RECORDS DESCRIBED IN THIS CHAPTER PERTAIN TO PERFORMANCE OF OFFICE AND OTHER ADMINISTRATIVE
MANAGEMENT FUNCTIONS THROUGHOUT THE DEPARTMENT OF THE NAVY (DON) AND TO TECHNIQUES AND PROGRAMS
THAT DEVELOP, CONTROL, AND IMPROVE MANAGEMENT PROCESSES. THESE TECHNIQUES AND PROGRAMS RELATE TQ
ORGANIZATION AND PLANNING; MANAGEMENT ANALYSIS; OFFICE METHODS; RECORDS, FORMS, REPORTS, AND
PUBLICATIONS MANAGEMENT ;» MECHANIZED AND DATA PROCESSING SYSTEMS; INDUSTRIAL ENGINEERING AND

.cﬂETHODS; INSPECTIONS; MANAGEMENT SCIENCES; INeREGRESNS AND OVERALL CIVILIAN AND MILITARY

ERSONNEL/MANPOWER PROGRAMS.4 THE RECORDS ALSO PERTAIN TO THE ADMINISTRATION AND PERFQORMANCE OF
LEGAL, MILITARY JUSTICE, AND | LEGISLATIVE FUNCTIONS AND RELATED MATTERS.

vnchons
THESE RECORDS ARE ACCUMULATEDI BOTH BY ACTIVITIES AND OFFICES CARRYING OUT THE ABOVE égﬁﬁﬁéegﬁﬁ*AND
PROGRAMS AS WELL AS BY ACTIVITIES (PRIMARILY AT THE DEPARTMENTAL OR COMMAND LEVEL) DEVELOPING
OVERALL PROCEDURES, POLICIES,{ AND PROGRAMS.

CERTAIN SPECIALIZED RECORDS LATING TO THE MANAGEMENT OF MILITARY PERSONNEL, CIVILIAN PERSONNEL,
LOGISTICS, AND FINANCIAL MATTERS ARE COVERED IN OTHER CHAPTERS OF THIS MANUAL.

o."m’ c-yder-ﬂq( and 10 ternal realations
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NI TION AND EMENT RECO

ZEFTIIES s oe e ip-srk —
2.% ACTIVITIES ADMINISTRATIVE OPERATIONS FILES. Destroy when 2 years old.
. Correspondence, reports, and other records relating to the '

internal administrative management and operation of the
individual activity or office. 1Include records covering
internal housekeeping operations (such as all office services,
personnel utilization, space and maintenance, administrative
announcements and administrative reports used for operating
purposes). These files relate to temporary needs. Material
relating to a531gned functional or program responsibilities are
covered elsewhere in this manual.

7 2. ROUTINE CORRESPONDENCE. Request for information (routine Destroy when 3 months old,e=
information requiring no special research or compilations), when—no—longer—needed,
publications, or supplies with the reply correspondence whi-ehever—is—socner.
forwarding forms or correcting reports. \

4,3' ACKNOWLEDGEMENTS AND TRANSMITTALS OF INQUIRIES OR REQUESTS Destroy when 3 months old, e
THAT HAVE BEEN REFERRED ELSEWHERE FOR REPLY. when-no—longexr-needed,

‘I‘ whiehever—is—seener.

S A. CHRONOLOGICAL (DAY) OR READING FILES. Extra coples of Destroy when 3 mdnths old.e®
correspondence and other papers accumulated for convenience or vhep—ao—tonger-needed,
routine administrative reasons, such as signature or action whichever—is—960ReBr—icifers

control or temporary informational purposes.

III-5-2
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1. PRIMARY PROGRAM RECORDS

A. Secretary of the Navy's Correspondence File.

Incoming and outgoing correspondence files of the Secretary of
Navy and Under Secretary of the Navy filed chronologically by
document control number and including enclosures and background
material. The records are maintained by the SECNAV Mailroom.

(1) Paper copies created prior to 1972

(2) Silver master microfilm of file created 1972 -
1990.

(3) Optical Disc file created after 1990.

(4) Paper records created after 1971 and filmed or
scanned to optical disc.

(5) Bulky file. Paper only file of documents 50 pages

1= 5=20n

Permanent. Transfer to
Naval Historical Center
when 3 years old. NHC
transfer to NARA when 50
years old.

Permanent. Retire to
Naval Historical Center
when 3 years old. NHC
transfer to NARA when 50
years old.

Permanent. Retire to
Naval Historical Center
when 5 years old. NHC
transfer to NARA in 5
year blocks when 45-50
years old. NHC will
convert file to archival
medium acceptable at
the time of transfer.

Destroy upon
verification of film
or disc image.

Permanent. Retire to



ﬂ,lzf@)

or longer.

(6) Correspondence Control Computer Tapes. Index to
the correspondence series maintained by NARDAC
Washington

B. Assistant Secretaries of the Navy and General Counsel DON

T —-$-2b

Naval Historical Centerxr
when 2 years old. NHC
transfer to NARA when 50
years old.

Permanent. Transfer to
NARA annually when 3
years old.

Retire Primary Program
Records under disposit-
ion instructions for
SSIC governing function-
al area of responsibil-
ity and described else-
where in this instruct-
ion.



L&. LOCAL ROUTINE CONTROL RECORDS NOT SPECIFICALLY AUTHORIZED
FOR OTHER DISPOSAL. Punched, 1lndex, or other card records;
internal route slips; work sheets; rough drafts; control
sheets; and other similar records used only to control or
facilitate local action or work in progress.

7. MATERIAL OF A GENERAL INFORMATIONAL NATURE NOT REQUIRING
ACTION BY THE RECEIVING ACTIVITY OR OFFICE AND NOT AFFECTING
THE PROCEDURES OR POLICIES OF THE RECEIVING ACTIVITY OR OFFICE.

4. POLICY, PROCEDURES, AND PRECEDENT REFERENCE FILES. Extra
copies of documents or operating procedures establishing
policies or precedents for continuing or future action.
Normally retained at the operating level, these consist of
copies of operating procedures, statements of policies or
procedures, examples of precedent-setting or of typical cases,
and other similar DPOD, Navy, or Marine Corps documents that are

duplicated in subject (functional) file.

9 8, UNIDENTIFIED RECORDS. Records relating to Navy and Marine
Corps general administration and management operations not
described in this chapter.

SSIC 5030

ECORD

‘I. AME D _SYMBOL

1. RECORDS OF THE DIRECTOR OF NAVAL HISTORY, BUDHEY-KNON—

CENPER TOR-NAVAL-HISTORY, Records documenting the assignment
of names and symbols.

III~5-3

Destroy when work is completed
or when no longer needed for
operating purposes.

Destroy upon completion of
routing.

Destroy when organizational
unit is disestablished or
documents become obsolete or
are no longer needed for
operation or reference.

D !/’ﬂﬁ/""'ﬂ

Ptspusai not authorized.
Submit SF-115 IAW, Part II,
para. 4.

Permanent. Cut off when no
longer needed for reference or
information in connection with

s

the Naval H orical Center’s
mission. ?%%%;%éf to WHNRC ;

years after cut off. to
NARA 20 years after to
WNRC. reftiremend-



SSIC 5031
SHIP NAMES RECOQRDS

1. RECORDS OF THE DIRECTOR OF NAVAL HISTORY, BUDEBY—HNGX
GENPER~FEQR _NAVAL -HISPORY-. Records documenting the policy and
procedures governing names, sources, and the assignment of
names to ships.

SSIC 5032
STREET, FACILITY, AND AREA NAMES RECORDS

1. RECORDS OF THE DIRECTOR OF NAVAL HISTORY, DUDLEY—KNO¥
CENFER-FOR—NAVAL-HISTORY¥. Records documenting the policy and
procedures governing street, facility, and area name sources
and the assignment of names to streets, facilities and areas.

SSIC 5040

NAVAL COMMAND INSPECTION PR RECORDS

1. PRIMARY PROGRAM RECORDS

a. Inspector General of the Navy. Files documenting
primary program responsibilities relating to survey plans,
inspections, policies, progams, procedures, and
accomplishments. (See SSIC 5040, par. 3 for report files.)

A NAV . )
b. SECNAV, gggg§£;§Q§§§=Q§§g§g§. and Headguarters, Marine

Corps (HOMC). Files that reflect survey and inspection
policies, programs, and general procedures (exclude routine
survey recommendations and accomplishments).

III-5-4

Apply SSIC 5030, par. 1.

Apply SSIC 5030, par. 1.

Permanent. Transfer to WNRC
when 6 years old. Offer to
NARA when 20 years old.

Permanent. Transfer to WNRC
when 6 years old. Offer to
NARA when 20 years old.



c. NO Area rdin MNAVBASES her
Activities and Offices. Files that reflect overall survey and
inspection procedures and programs and significant
accomplishments {(exclude routine recommendations).

2. ACTIVITIES GENERAL CORRESPONDENCE FILES RELATING TO
ADMINISTRATIVE AND MANAGEMENT ON-SITE SURVEYS, AND TO
ADMINISTRATIVE, MILITARY, AND OTHER SURVEYS AND INSPECTIONS.
(Exclude primary program records covered in SSIC 5040, par. 1.)

3. SURVEY AND INSPECTION REPORTS FILES

a. JInspec neral’s Report File Inspector General’s
official (departmental) file of reports of on-site surveys,
and inspections including industrial supply, and other surveys
made by or under the direction of the Inspector General of

Navy. Include master implementation files and other supporting
documents.
b. Einal mmar Re File M r Fi Only). Files

of departmental offices relating to surveys or major activities
that are not duplicated or essentially summarized in records
covered in SSIC 5040, par. 3a, together with correspondence and
other records implementing essential or important
recommendations and results.

c. CNO Area Coordinators, COMNAVBASES and Fleet Command
rters R il m mmand H rter

Copies of final reports of surveys and inspections of major
activities performed by the Command Inspector General’s Office
and supporting documentation ¢of action taken.

d. Militar 1if M Ins ion R rt Fil

Shipboard inspection reports, material inspection reports, and
reports of area command survey teams.

ITI-5-5

e e
Permarent. Tesensfer to nearest
FRC when 6 years old.

NARA when 20 years old. ﬁ Stroy

Destroy when 6 years old.

eﬁl —e
FPermanent. Sramsfer _WNRC
when 4 years old. *€0

NARA when 20 years old.

f%*"f
Fermermernt ., ZEroesfer to WNRC

when 6 years old

NARA, when 20 years W”"”’

Ze—'ﬁlrc'
Permarrent. TPrameder to nearest
FRC when<#4 years old with

Of¥€¥m§g;ﬁgﬂﬁ'when 20
d.

Destroy when 2 years old or
superseded, which ever is
later.

years ol


https://Pe:ma1n.e.ut

e. Other Activities’ Report Files. Individual activities’
files of copies of reports, surveys, and inspections, together
with reports of action taken, comments and recommendations,
other supporting documentation and related correspondence.
Include industrial survey reports, evaluation reports, reports
of investigations, check lists, charts and other similar or
related papers.

(1) Informational material, check lists, and working
papers summarized in final reports

(2) All other activities report files

f. Other Report Files. (Supporting documentation will be
disposed of with the records they support.)

4, SURVEY CONTROL RECORDS. Cards or other records maintained
as control, suspense, or status records of administrative,
management, or other surveys or inspections.

5. SPECIAL FINANCIAL SURVEY, INVESTIGATION, AND INQUIRY
RECORDS. Special investigation reports, correspondence, and
other documents relating to possible violations or
irregularities.

6. SECURITY SURVEY AND INVESTIGATION RECORDS

7. INTERNAL AND CONTRACT AUDIT SURVEY REPORTS

8. RECORDS OF NAVY BOARDS, SUBBOARDS, AND DISTRICT SUBBOARDS
OF INSPECTION AND SURVEY

ITI-5-6

Destroy when superseded.

Destroy when purpose is served.

Destroy when superseded.

Destroy when superseded, action
is completed, or purpose is
served.

Destroy when 3 months old,
action is completed, or purpose
is served, whichever is later.

P Yre
Rewmearent. Twewsfer to WNRC
when 6 years old. Offev—ismg Destr
Yef- when 20 years old.

Apply appropriate sub-
item from SSIC 5527.
’ -
Apply appropriate sub-
item from SSICs 7510 and 7560.

Apply appropriate sub-
item from SSIC 4730.



9. INSPECTION REPORTS OF MARINE CORPS ACTIVITIES CONDUCTED BY
THE INSPECTOR GENERAL OF THE MARINE CORFS. Included with each
report are comments from interested HQMC staff agencies and
replies from unit commanders of corrective action taken. These
records are maintained by the Inspector General of the Marine
Corps, unit commanders, and interested HQMC staff agencies.

a. Marine Corps ff A ci Destroy when 6 years old.
b. Biennial Reports : Retain on board. Destroy when
6 years old.
. c. nual R Destroy when 6 years old.
SSIC 5041
1. INSPECTOR GENERAL SPECIAL INQUIRIES AND INVESTIGATIONS Pormanent. Pethicre i comee
wWhen 4'{&&.3-5 o AL,
a. ecial Inquiries; In r neral’ fFicial bestrey—6—years—after—date—of
mental) file of r nd_repor £ ial inguiri etosure—£for-cases—of—tegad/
cond d a he regue f retar f the Nav r Itstoricar—stomrtfitence. .. &
f the Nav hi v i Vi i sigrifieantr—offer—to—Nio——7Ff
Nava erations mmandan he Marin rpsS_an av WWW
Inspector General. WNRE—for—retention. to
. NARA when 20 years old.
b. vestigati I t neral’s official Apply—SSIC-5041,—parr—i-
departmental) file of recor n r f investi ions. Permancat . Petfre T uréc

w hhen £ Years o/d. Tronsk.
o/

III-5-7



SSIC 5050

MEETIN NFERENCE NVENTION DV RE

1. MINUTES AND REPORTS OF MEETINGS, CONFERENCES, CONVENTIONS,
AND VISITS

a. ficial Record Copi

b. fficial R r i Pr edin f R in
Nature
c. Al her ie

2. 5ecur';+y Provided 0(07 mct"rlnys, I"C/U'dlﬁ 5::'4:-.”"'-*‘{

pPlan, peqs [ a SSsignments, o folans
sfm.F/“r”,‘:_:wds. ? s, eumerg B 060

HONOR ND_CEREMONIES RECOR

1. GENERAL CORRESPONDENCE CONCERNING HONORS AND CEREMONIES.

SSIC 5061

PUBLI ERVICE AWARDS RE
1. GENERAL AWARDS RECORDS

a. Case Files. Files including recommendations, approved
nominations, memoranda, correspondence, reports, and related
handbooks pertaining to agency-sponsored cash and non-cash
awards such as incentive awards, within-grade merit increases,
suggestions, and outstanding performance.

b, r nden r . Records pertaining to
awards from other government agencies or private organiza-
tions.

III-5-8

NC1-NU-81-1
Destroy with related functional
subiject matter files.

Destroy when 6 months old.

Destroy when purpose is served.

De’sﬁ’-mtj When 3 monrs ol

Destroy when 2 years old.

Destroy 2 years after approval
or disapproval. (GREwiertamide))

Destroy when 2 years old. sR&
=i )-)



2. LENGTH OF SERVICE AND SICK LEAVE AWARDS FILE. Records
including correspondence, memoranda, reports, computations of
service and sick leave, and list of awardees.

3. LETTERS OF COMMENDATION AND APPRECIATION. Copies of
letters recognizing length of service and retirement and
letters of appreciation and commendation for performance.
(Exclude copies filed in the Official Personnel Folder (OPF).)

q. LIST OR INDEXES TO AGENCY AWARD NOMINATIONS. List of
nominees and winners and indexes of nominations.

S. DEPARTMENTAL LEVEL AWARDS FILES. Records relating to

awards made at the departmental level or higher (Presidential,
Secretarial, etc.).

SSIC 5062
CHRISTENING CEREMONIES AND PRQCEDURES RECORDS

NAME AND SPONSOR FILES. GENERAL CORRESPONDENCE PERTAINING TO
CHRISTENING CEREMONIES.

SSY 70
LIBRARIES AND LIBRARY SERVICES RECORDS

THESE RECORDS ARE ACCUMULATED BY LIBRARIANS OR OTHERS
RESPONSIBLE FOR MAINTAINING LIBRARY COLLECTIONS

ITT~-5-9

Destroy when 1 year old.
Ay )

Destroy when 2 years. old.
ISR )

(-

(GoR=

Destroy when superseded or

obsolete. { GRS mmiimamiufiv -}

Permanent. Transfer to FRC

when 4 years old. Offer
NARA when 20 years old.

e,

Petire

to
(6Re

Permanent. Twewsdex torWNRC
when 4 years old. Odeier t0

NARA when 20 years old.
SHEE RO R —C PSP St

Appiy



1. LIBRARY CATALOG AND SOURCE CARDS, LIST BOOKS, MAGAZINES,
REPORTS, AND OTHER LIBRARY MATERIALS

2. SHELF LISTS.
collections.

Records of all documents making up library

3. CHARGEOUT RECORDS. Chargeout cards or other records of
material on loan, waiting lists, overdue notices, and other
similar control records.

4. INTER-LIBRARY LOAN LOGS OR OTHER SIMILAR RECORDS

S. TECHNICAL PUBLICATIONS LIBRARY (TPL) RECORDS. Files
consist of publications designated as Code 4 publications in
the Navy (forms and publications) supply system and other
similar non-Communications Material System (CMS) distributed
publications and accumulated by commands and by other naval
activities and offices.

a. Transaction Files. Copies of all correspondence
pertaining to the handling of the TPL publications, including

local memoranda, allowance lists, and change entry
certification forms.

b. Custody Record Files. Files of TPL catalog cards for
each basic publication under control in the TPL.

c. Chan Entr rtifi igon Forms. Upper portion of
form used as receipt for change. (See also SSIC 5070, par.
S5a.)

d. Inventoryv Repor f TPL M rial on B

ITI-5-10

Destroy immediately after all
copies of publications are
withdrawn from the library
collection. vrra.sfr (&ﬁHL ggmsz

%ﬂféz L re?r ¢
Destroy when 1brary is

disestablished.

Destroy when document is
returned or inventoried, after
chargeout card is filled, or
after appropriate action has
been taken.

Destroy when 4 years old.

Destroy when 2 years old.

Destroy 2 years after
publication is transferred,
lost or destroyed.

Destroy when date of change
entry is made on TPL catalog
card.

Destroy when 2 years old.



VIL AFFAIR MILITARY

SSIC 5080
ENT RD

1. THE U.S. ARMY HAS LEAD RESPONSIBILITY FOR THE DOD CIVIL
AFFAIRS AND MILITARY GOVERNMENT PROGRAM

“l’ ENE E NMENTAL

SSIC 5090
TE

1. DRINKING WATER RECORDS. Forms and correspondence
documenting results of tests, analyses, and measurements.

a. B ri ical R

b. hemi Physi

R

2. HAZARDOUS WASTE RECORDS

a. Manifests and Copies of Reports Submitted to EPA
b. R 1 r Wa Anal

. Copies of manifests signed by the

C. ran rter R
‘generator, transporter and(rsSD) facility owner/operator.

TReatment Steroge D sposa.l

d. Inspection-and Maintenance Records of PCB Transformers
or Electromagnets

AOD@) o poy ZT=5 /) o

IT1-5~-11

Apply Army Regulation (AR) 340-
18-16 for descriptions of
records and disposal
authorities.

Destroy when S5 years old.

Destroy when 10 years old.

Destroy when 3 vyears old.

Destroy 3 years after waste is
sent to a TSD facility.

Destroy 3 years from date of
acceptance by original
transporter.

Destroy 3 years after disposal
of transformer/eletromagnet.

Destroy when 3 years old.



@

3. HAZARDOUS SUBSTANCE RECORDS. Includes reports and other records
required by the Comprehensive Environmental Response Compensation
Liability Act.

a. Management Plans and support documentation.

4. GENERAL ENVIRONMENTAL REPORTS AND DOCUMENTATION NQOT COVERED
ELSEWHERE IN THIS INSTRUCTION. Includes environmental assessments;
environmental impact statements; life-cycle analyses; documentation
of compliance/noncompliance; documentation required by the Army
Corps of Engineers; site inspections; communications with non-DOD
Federal, State, Local, and Foreign environmental authorities; and
all other documentation required by law, regulation, and executive
order, including reports to the EPA. Records include the affect
of activities on air quality; tideland and fresh water wetland
resources;wildlife; protected threatened, and endangered species;
woodland resources; costal and contiguous zone waters; noise
levels; farm land; private property; land/property of
historical/archeological value; and toxic waste sites.

Note: current edition of OPNAV INSTRUCTION 5090.1 contains up to
date lists of current laws, executive orders, regulations, and
directives.

pd'?e /-5 =/

Retire to nearest FRC 3
years after completion of
response action. Destroy
when 50 years old.

Destroy when Superseded or
obsolete whichever is later.

Retire to nearest FRC when 5
years old. Destroy when 30
years old.



SSIC 5100
SAFETY AND OCCUPATIONAL HEALTH RECORDS

THE RECORDS DESCRIBED IN THIS PARAGRAPH ARE ACCUMULATED
THROUGHOUT THE DON BY ACTIVITIES AND OFFICES CONCERNED WITH
SAFETY MATTERS FOR MILITARY AND CIVILIAN PERSONNEL. (See SSIC
6200, par. 2}

1. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES AND
OTHER ORGANIZATIONAL UNITS CONCERNED WITH SAFETY MATTERS
RELATING TO CIVILIAN AND MILITARY PERSONNEL.

2. SAFETY ENGINEERS REPORTS OF INSPECTION AND RELATED
CORRESPONDENCE AND PAPERS REFLECTING RECOMMENDATIONS AND
RESULTS

a. Naval Activities

b. Privatel wn F i A n i nizan

by DON

3. REPORTS OF INJURIES. (Exclude copies filed in the OPF and
copies submitted to the Department of Labor.)

a. Reports of Indury or Occupational Disease. Files
contain detailed information relating to each injury or
occupational disease case resulting in loss of time.

b. rvisor R r niuri mi L 1

Safety Office.

(1) When no compensation claim is involved

III-5-12

Destroy when 2 years old. (=8
)

Destroy when 3 years old or
upon discontinuance of
facility, whichever is earlier.

(SREEalameat-)

Destroy when 4 years old or
security cognizance is
terminated, whichever is

earlier. (R,

Destroy when 5 years old. {(S%g
Innget)

Destroy when 5 years old.



(2) When compensation claim is involved

4, ACCIDENT DATA AND ANALYSIS REPORTS

a. Monthly Injury Data Reports. Files showing monthly

accident statistics, classified by types of injuries and
classes of employees involved.

b. atistical A f . Files
include analyses of causes classified by nature of accident
{(such as Accident Cause Analysis Report and Motor Vehicle
Accident Summary).

c. Annual Accident Compilations. Summaries of statistical
data relating to accident experience accumulated by CNO (@@ _
et @NQf?FJ

5. INJURY COMPENSATION FORMS AND CORRESPONDENCE

6. DISPENSARY PERMITS PREPARED BY SUPERVISORS FOR EACH
ACCIDENT AND USED AS OFFICIAL NOTIFICATION TO DISPENSARIES TO
GIVE TREATMENT

7. VEHICLE OPERATOR’S EXAMINATION OF TEST RECORDS.
Examination or test forms for drivers operating naval vehicles.
(Exclude the copy of the Operator’s Qualifications and Record
of Examination filed on the temporary side of the OPF.)

B. STATISTICAL REPORTS RELATING TO NAVAL MOTOR VEHICLE
ACCIDENTS, INCLUDING MOTOR VEHICLE SUMMARIES

9. SAFETY AWARD RECORDS

10. FIRE PROTECTION AND FIRE FIGHTING RECORDS

III-5-13

W2t

Cut off and transfer to WNRC
upon settlement of claim.
Destroy 75 years after
transfer.

Destroy when 2 years old.

Destroy 6 years after case is

closed. (SREGINN

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

2810, Destrey Wl &
N Coirs d .

Destroy when 1 year old.

Destroy when 3 months old.
( GINENN.)

Destroy when 3 years old. ( "

— Ekrerds\Jﬁt(ff'

Appidg. SSIC 12450 ,—amcapasssinng

f"e-')‘- e ief'C:W"/Sf ades o f’f? I“u-:/’!
ApedsaSSIC 11320. rr=p

5‘-1-1 Sectiors ‘g.



11. SAFETY INSTRUCTIONS AND REGULATIONS

12. LOCAL RECORDS OF SAFETY EQUIPMENT ISSUED (SUCH AS
PROTECTIVE SHOES, RESPIRATORS, GOGGLES, ETC.)

SEFC—5PES-, herEs

cance ffeeo 1 SY f"—“-'

Destroy when equipment is
returned or inventoried.

SSIC 5102

ACCIDENT INVESTIGATION AND REPORTING RECORDS

1. REPORTS AND FORMS. Files which deal with various aspects
of personal injury, death, and property damage. These reports
and forms are developed through investigative findings into
such occurrences and are provided to NAVSAFCEN, as required,
where the information is stored on a computer tape for long-
term retention, or until no longer needed for research.

a. al Injury F

(1) Activity files

(2) NAVSAFCEN files

b. M Vehi Acci

(1) Activity files

ITII-5-14

Forward to NAVSAFCEN, as
required, where the information
is stored on computer tape and
retained until no longer needed
for research, then destroy.
Swbm* sEISES f AUARE A,
£ cHeri BeFoan fﬁ'beiﬁﬁrev.

Rosteoy when 5 gears ofd.

e e T

Destroy when no longer needed
for research.

m (‘-S ‘rr'u’ '“hf'l il""\’-: ‘,o/J.

7 . .
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(2) NAVSAFCEN files

SSIC 5103
OCCUPATIONAL SAFETY AND HEALTH RECORDS
SSIC 5104

INDUSTRIAL RADIOQLOGICAL SAFE AND NTRQOLS RECQORD

1. RECORDS CONCERNING ALL IONIZING RADIATION SOURCES USED BY
NAVY AND MARINE CORPS EXCEPT THE SOURCES ASSOCIATED WITH NAVAL
NUCLEAR PROPULSION, MEDICAL AND DENTAL, NUCLEAR WEAPONS AND
NAVAL RESEARCH LABORATORY. Items covered include radioisotope

and x-ray radiography sources; electro microscopes; calibration

and check sources; supply items; analytical x-ray equipment;
depleted uranium; and radioluminescent material.

a. Records Documenting the Establishment, Development,

Significant Transaction n mpl men f th rial
Radiological Safety and Controls Program at Naval Sea Svstems

Command Headguarters.

b. Records Documenting the Establishment, Management, and
Maintenance of Industrial Radiglogical Safety and Controls
Program at Field Activities

SSIC 5110-5119

THE RECORDS IN THIS (5110-5119) SERIES ARE RELATED TO MAIL AND
POSTAL AFFAIRS AND INCLUDE POLICIES, REGULATIONS, LIAISON,
TRANSPORTATION, LOSSES AND CLAIMS, COMPLAINTS, EQUIPMENT,
CUSTOMS AND CONTRABAND, AND POSTAL OPERATIONS RECORDS.

ITI-5-15

Destroy when no longer needed
for research.

= 2 P T B e
Bermanent. Thakeser to WNRC
when no longer required for_ymansk
program management. &&fer to
NARA when 30 years old.

Petfrre

Pevsanernt. Trome€er to nearest
FRC when no longer required for
program management. Offosaso DesFr
NaRA- when 30 years old.



SSIC 5110
MAIL AND POSTAL AFFATRS RECORDS '

1. GENERAL CORRESPONDENCE FILES, REPORTS, AND OTHER RELATED

DOCUMENTS PERTAINING TO THE OPERATION AND ADMINISTRATION OF

MAIIL AND POSTAL AFFAIRS. » = =

or units responsible for mail and postal services. (&w&ha#y
)

,{gadgbc‘.d—"“—'-‘-s Mol md/)aq(_"m("’/&ffn( Atbars

bty 2 .~ 2.1, 9.5 9.

1l Affair ffi

. CORRESPONDENCE PERTAINING TO THE
TATION OX REGUDRATIONS ANB POLICY AND
REPRQRTS, OR OTHER RELATED QOCUMENTS HAVINIG HIS
THE OPERATION OF LITARY/NAVY POSTAL SE

P al MWffaird Branch at NAVDA
W\ﬁ\\:::'!ll!!!.hi ‘T,l.l|II!!!!!.m4fl

233( MESSENGER SERVICE RECORDS. Records relating to internal
messenger service, such as daily logs, assignment records,
route schedules, delivery receipts, and other similar or
related records.

3 #&. RECEIPTS OR OTHER RECORDS OF MAIL OR PACKAGES SENT THROUGH
“ THE OFFICIAL MAIL AND MESSENGER SERVICE OR BY GUARD MAIL.
(Exclude classified mail delivery records covered by SSIC 5110,
par. §.)
4
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w0
Destroy when 2 years old.
( GReSndnlmpidey-)

Destroy when 2 years old. (68
ISy

NARA-when—20-years—old.

Destroy when 2 months old,
superseded, or cancelled,
whichever is earlier. (GRS

1=y

Destroy when 6 months old. (eRS-
22580
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;?61 MAIL AND CORRESPONDENCE (INCLUDING MESSAGES) LOGS OR OTHER
RECORDS OF INCOMING AND OUTGOING MAIL (OTHER THAN REGISTERED
AND CLASSIFIED MAIL). Records used to facilitate the finding
of material in correspondence files.

5,87 CLASSIFIED AND REGISTERED MAIL LOGS, INDEXES, AND OTHER
RECORDS OF INCOMING AND QUTGOING REGISTERED AND CLASSIFIED MAIL
(CORRESPONDENCE, MESSAGES, PACKAGES, ETC.), INCLUDING
MICROFILM, PHOTOSTATS, OR EXTRA COPIES OF CORRESPONDENCE.
Records used to facilitate the findings of material in
correspondence files should be handled in the same manner as

.the correspondence files. ‘

¢ 7~ RECEIPTS FOR CLASSIFIED MAIL. Files include messages,
etc., (other than receipts for outstanding material where
reports of destruction or other accounting are required and
other than receipts for registered publications).

7,81 CERTIFICATES OR LETTER REPQORTS OF DESTRUCTION OF
NONREGISTERED CLASSIFIED MATERIAL

0. RECORDS OF REMITTANCES (CHECKS, CASH, AND MONEY ORDERS) AND
OTHER ENCLOSURES RECEIVED THROUGH THE MAIL ROOM IN INCOMING
MAIL

OMPILATIONS. Include statistical reports of outgoing mail

'}A/. PRODUCTION REPORTS OF MAIL HANDLED AND WORK PERFORMED WITH
(priority mail, registered, etc.).

III-5-17

Destroy when 1 year old.

Destroy when 1 year old. (S&&
RC— 2}

Destroy when 2 years old.

Destroy when 2 years old.

Apply—SIEC 524 G—per,—3-bridl.

Destroy when 2 years old.

Destroy when 2 years old.
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)¢es¥2. POSTAL RECORDS. Files consisting of U.S. Postal Service

forms and supporting or similar records (see SSIC 5119 for
copies held by Navy post offices); records of received or
dispatched registered mail pouches, applications for postal
registrations and certificates of declared value of matter
subject to postal surcharges; receipts and other records of
incoming and outgoing registered, insured and special delivery
mail; reports of the loss, rifling, delay, wrong delivery, or
other improper treatment of mail matters; and statements of
readings of metered registers.

#%. REQUISITIONS FOR STAMPS. (Exclude copies used as
supporting documents to payment wvouchers.)

A5 . NOTICES TO RECEIVE MAIL AND RELATED CARDS OR OTHER CONTROL
RECORDS

'6}3/ APPOINTMENT RECORDS FOR UNIT MAIL CLERKS OR MAIL ORDERLIES

a. L r her L m

b. A intment Form

SSIC 5119
POSTAL QPERATIONS RECORDS

1. MONEY ORDER RECORDS. Daily Military post office reports of

money order business.

III-5-18

Destroy when 2 years old.

Destroy when 6 months old.

STl )

Ly

Destroy 5 months after
individual is transferred or
separated or when notice
becomes ohsolete, whichever is
earlier.

Destroy when 2 years old.

Destroy when appointment is
withdrawn.

Destroy when 2 years old.



2. U.S. POSTAL SERVICE RECORDS ACCUMULATED BY NAVY POST
OFFICES

SSIC 5120

NIT ATE AVIN BOND E

1. PAYROLL SAVINGS AUTHORIZATIONS AND RECORDS OF PAYROLL
SAVINGS

2. REGISTRATION STUBS OR MICROFILM COPIES OF SAVINGS BONDS

3. BOND STATUS OR ISSUE LISTING

4. SAVINGS BOND OPERATIONS SUMMARIES AND OTHER REPORTS OF BOND
ISSUING OPERATIONS MADE TO THE NAVY COMPTROLLER

5. RECORDS RELATING TO RECEIPT FOR AND TRANSMITTAL OF BONDS
AND CONTROL RECORDS FOR BONDS PLACED IN AND RELEASED FROM
SAFEKEEPING

6. OTHER RECORDS. Files prepared for local controls or
administrative purposes, including punched cards, microfilm, or
type records used to accumulate local savings bond operations
data.

7. ACCOUNTABILITY (DISBURSING) RECORDS OF SAVINGS BONDS ISSUED
AND ISSUING AGENTS, INCLUDING REPORTS OF DEPOSITS AND PURCHASES
OF BONDS

8. MARINE CORPS’ RECORDS AND CORRESPONDENCE FROM INDIVIDUAL
MARINES RELATING TO RECEIPT FOR AND TRANSMITTAL OF BONDS PLACED
IN OR RELEASED FROM SAFEKEEPING

ITI-5-19

Apply OPNAVINST 5112.6 S</1¢S
(Department of the Navy Postal
Instructions).

Destroy 3 years after
superseded by new card or
separation or transfer of
employee.

Destroy when 2 years old. (W&
Sy

Destroy when 2 years old.

Destroy when 3 years old.

Destroy when 3 months old.
( EEDunigingels-)

Destroy when purpose is served.

Destroy when 3 years old. (RS
)

Destroy when 3 months old.

(cREER=0)



SSIC 5130

NAVY COMPONENT OF THE DEFENSE COURIER SERVICE RECORDS

1. GENERAL RECORDS OF THE NAVY COMPONENTS OF THE DEFENSE COURIER
SERVICE. Records consist of correspondence, messages, reports, and
publications in subject and serial files that record or reflect the
mission, functions, plans policies, doctrines, billets,personnel
management, and administration of the operations of the unit.

2. COURIER SERVICE OPERATIONS RECORDS. Records consist of sender
receipts, pouch listings, courier designations, delivery receipts,
receipts for controlled equipment, allowance lists, shipment lists,
Courier Station inventories, identification cards, channel and cost
reports, and similar records used in day to day operations.

B08 (AD from Poges ZZ~-&~2oc0, b,adc

SSIC 5200-5299

MANAGEMENT PROGRAMS AND TECHNIQUES RECORDS

SSIC 5200
GENERAL MANAGEMENT PROGRAMS AND TECHNIQUES RECORDS

1. GENERAL CORRESPONDENCE FILES.
programs and techniques.

Records concerning management

Retire to nearest FRC when 2
years old. Destroy when 5
years old.

Destroy records as directed

in approved schedules
contained in Director
Defense Courier Service

Directives.

Destroy when 2 years old.

ReprAcesmEn T PAGS /1-5-20



SSIC 5140

BAND RECORDS

1. BAND PRIMARY PROGRAM RECORDS. Primary program records
and general correspondence files that reflect the estab-
lishment of policies, plans, procedures, and significant
accomplishments of Navy and Marine Corps Bands. Records
consist of correspondence, administrative histories,
reports, commendations received for special concerts and
events, press clippings, printed programs, photographs,
promotional materials, and records relating to conduct-
ing conferences and clinics.

2. OPERATIONS AND ADMINISTRATICON FILES. Records relating
to routine administration and daily activities. Includes

administrative support for program activities. Exclude
Primary Program Records filed under SSIC 5140.1

a. Records maintained by the United States Navy Band,
Washington, DC and the United States Marine Band.

b. Records maintained by other Navy and Marine Corps
Bands.

3. TECHNICAL PROFICIENCY REPORTS of bands and musicians.

SSIC 5141

MILITARY MUSIC

1. ORIGINAL COMPOSITIONS.
by band personnel for use in official performances.
copyright material.

Library copies of music written

/\9@76 05~ ST~ 23 00

Exclude

Destroy when no

longer required for
reference and at least
5 years old.

Retire to WNRC when 2
years old. Destroy
when 5 years old.

Retire to nearest FRC
when 2 years old.
Destroy when 5 years
old.

Destroy 1 year after
next inspection.

Maintain in band
library. Destroy when
no longer required.

e



2. OFFICIAL MUSIC RECORDS. Documents relating to the
arrangement of music for official use. Included are scores,
licensing agreements, correspondence, and related
documents.

3. MUSIC REVIEW RECORDS. Documents relating to the review
of musical compositions submitted from other sources to
band activities. Included are scores, approvals,
disapprovals, and related documents.

4. BROADCAST QUALITY AUDIO AND VIDEO PRODUCTS. Records
consist of master recording or duplicate master, one
reference copy, and appropriate licensing agreements.

$§ 7. AUDIO AND VISUAL RECORDINGS OF SPECIAL EVENTS AND

CONCERTS.

a. Records maintained by Navy Bands.

b. Records maintained by Marine Corps Bands.

fLPhge v - ~20b

Destroy when no longer
required for band's
mission.

Destroy when 2 years
old.

PERMANENT. Transfer to

NARA when 20 years old.

Retire to nearest FRC
when 5 years old.
Destroy when 30 years
old.

Destroy when no longer
required for band's
mission, and upon
specific approval of
band director.

. .



SSIC 5142
MUSICAL INSTRUMENTS, EQUIPMENT AND SUPPLIES

1. EQUIPMENT AND SUPPLY. Documents relating to band
instruments, hardware and supplies, instrument repair

and supplies, budget and fiscal plans and requirements,
inventory, and supplies. Includes purchase of non-
expendables (library sheet music, publications) and
expendables (reeds, repair supplies, manuscript paper).
Also includes documents relating to inspections conducted
to determine serviceability of equipment.

Destroy when 7 years
old, or, in the case of
instruments, 2 years
after disposal of
instrument.

ﬁgc%?e?zﬁlmnﬁ““iacsc:

k=M



2. WORKING PAPERS.
records such as studies,

reports.
a.
b.
ECORD

Files containing project background

analyses, notes,
Fi A n
No Acti 1 R
AGEMENT PROGRAM RD

drafts, and interim

SSI 21

1. FILES PERTAINING TC PROGRAMS, PLANS, POLICIES, AND
PROCEDURES FOR MANAGING AND IMPROVING RECORDS MANAGE-

MENT.

a‘

ECNAV N n MC Fil

All

MAIN

h

mman

iviti

Fil

SSIC 5211
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Destroy 6 months after final
action.

Destroy 3 years after
completion of the report.

Destroy 10 years after program
is cancelled, superseded, or no
longer needed for reference.

Destroy when program is
cancelled, superseded or no
longer needed for reference.



@

1. FILING, MAINTENANCE AND RETRIEVAL SYSTEMS. Filles
consisting of policies and procedures pertaining to file
maintenance and retrieval systems.

a. ECNAV N n Apply SSIC 5210.
b. Al her mman viti Fi Apply SSIC 5210.
2. PRIVACY ACT RECORDS

a. iy A R . Filles created in response
to requests from individuals to gain access to their records or
to any information in the records pertaining to them, as
provided for under 5 U.S.C. 552a(d) (1). Files contain original
request, copy of the reply, and all related supporting
documents, which may include the official copy of records
requested.

(1) Correspondence and supporting documents. (Exclude
the official file copy of the records requested.)

(a) Granting accessge—~to all the request records Destroy 2 years after date of
reply.

(b) Responding to requests for nonexistent records,
to requesters who provide inadequate descriptions; and to those
who fail to pay agency reproduction fees

1. Requests not appealed Destroy 2 years after date of
reply.
2. Requests appealed Apply appropriate subitem from

SSIC 5211, par. 2b

(c) Denying access to all or part of the records
requested

1l. Requests not appealed Destroy S years after date of
reply.

III-5-22



2. Requests appealed

(2) Official file copy of requested records

b. Priv A ndm Files. Files relating to an
individual’s request to amend a record pertaining to that
individual as provided for under 5 U.S.C. 552a(d) (2); to the
individual’s request for a review of an agency’s refusal of the
individual’s request to amend a record as provided for under
552a(d) (3), and to any civil action brought by the individual
against the refusing agency as provided under 5 U.S.C. 552a(g}.

(1) Requests to amend agreed to by DON. Files include
individual’s request to amend and/or to review refusal to
amend, copies of agency’s replies, and related materials.

(2) Requests to amend refused by DON. Files include
individual’s request to amend and to review refusal to amend,
copies of agency’s replies, statement of disagreement, agency
justification for refusal to amend a record, and related
materials.

3. Appealed requests to amend. Files created in response
to appeals under the Privacy Act for refusal by DON to amend a
record.

III-5-23

Apply appropriate subitem from
par. 5211, par. 2b.

Dlspose of 1n accordance with
approved agency disposition
instructions for the related
records or with the related
Privacy Act request, whichever
is later.

Dispose of in accordance with
the approved disposition
instructions for related record
or 4 years after DON’s
agreement to amend, whichever
is later.

Dispose of in accordance with
the approved disposition
instructions for related record
or 3 years after final
adjudication by courts,
whichever is later.

Dispose of in accordance with
the approved disposition
instructions for related record
or 3 years after final adjudi-
cation by courts, whichever is
later.



c. Priv Action n f Discl Fil Files
maintained under the provisions of 5 U.5.C. 552a(c) for an
accurate accounting of the date, nature, and purpose of each
disclosure of a record to any person or to another agency,
including forms for showing the subject individual’s name,
requester’s name and address, purpose and date of disclosure,
and proof of subject individual’s consent when applicable.

d. Priv A ntrol . Files maintained for
control purposes in responding to requests, including registers
and similar records listing date, nature of request, and name
and address of requester.

(1) Registers or listings

(2) Other files

e. Priva A R rt Fi . Recurring reports on one-
time information requirement relating to agency implementation,
excluding annual reports to the Congress of the United States,
the Office of Management and Budget, and the Report on New
Systems.

(1) Annual reports at department or agency level

(2) Other reports

f. Privacy Act General Administration Files. Records
relating to the general agency implementation of the Privacy
Act, including notices, memoranda, routine correspondence, and
related records.

III-5-24

Dispose of in accordance with
approved disposition for
related record or 5 years after
the disclosure for which the
accountability was made,
whichever is later.

Destroy 5 years after date of
last entry.

Destroy 5 years after final
action by the Navy or final
adjudication by courts,
whichever is later.

Permanent. Offer to NARA with
related Navy records approved
for permanent retention or when
15 years old, whichever is
earlier.

Destroy when 2 years old.

Destroy when 2 years old or
sooner 1f no longer needed for
administrative use, whichever
is earlier.



SSIC 5212

DS DI TION PR N TRANSFE RETI ENT
STORAGE AND DESTRUCTION) RECORDS

Tre ” SF(*/
1. £ffi f th r vy Fi . One copy of Permanent. ©Offer to NARA when
each DON instruction or other documents which issue DON policy 20 years old. (GRE=en3a)
and procedures for disposition of records with DON, together
with supporting documentation.
2, 1 DON mman Activ ffi Fi . Copies of Destroy upon final disposition

records disposition related forms such as Standard Form (SF)
135s and other documentation sufficient to identify the
disposition/location/status of the command’s records until
their final disposition has been accomplished.

of the records referred to in
the forms/documentation.

SSIC 5213

RMS MANAGEMENT (INCLUDE FORMAT RECORD EXCEPT IN
CORPS)

1. FORMS MANAGEMENT CASE FILES. Activity case files of forms
it requires, including copy of form, requiring directives,
background material, justifications, usage data, and other
supporting papers.

a.—Hesdguarters Tevei-—Office Files— Bermanent. Place in-inaetive-

. Place in inactive file when
-{ form is cancelled. Destroy
inactive file when # years old.

2. mmandan f Mari r

ITI-5-25



a. NAVMC, MAVMC HQ, AND DD (MC) blank forms

3. Non-Marin r F
SSIC 5214
PORTS MANAGEMENT D
1. REPORTS MANAGEMENT CASE FILES (PEXCRPFI—VARMIBE=ESPES)
a. Activity Case Files of Reports It Reguires. Files

include requiring directives, background material,
justifications, usage data, and other supporting papers.

(1) Headquarters level office files

(2) All other activity and office files

III-S5-26

Transfer annually to the WNRC.
Records will be recalled from
the NWRC and folders will be
destroyed 10 years after
form(s) become obsolete or use
discontinued by the Marine
Corps.

Destroy 10 years after the form
is superseded, cancelled or use

discontinued.

Pexrmemert. Place in inactive
file when report is
discontinued. Tranefesr LodRIRC
when na.longex. reewi-red-for
raference . Offer<to— MR-
vears after tramefer . -HOMG
widdNestroy 2 years after
report is superseded, cancelled
or discontinued.

Place in inactive file when
report is discontinued.
Destroy inactive file when 2
years old.



b. mitti Pr i Activi Files. One copy of Destroy when 2 years old.
each report that an activity or office is required to prepare
and submit to other field activities or offices, to
departmental bureaus or offices, or to others.

SSIC 5215
I ANCE SYSTEM N DE D TIVE RECORD
1. DIRECTIVES FILES
’)b(_,__,gﬂ.q; Ao d IS Cont AT . Zc‘ﬁ"{

] fficial Fil h ffi f_ _SECNAV N ND Permanent. Fransfer to WNRC
CMC,” Files contain the official green copy (or other hen cancelled or inactive.
designated official copy) of the basic directive (containing ﬁm»%hﬁ%m to NARA in S-year blocks
clearance initials or names) and the original or copy when 20 years old. { GRrSendefymmd-ac)

containing the actual signature or other authentication. - The
official green copy and/or signature copy (or other designated
official copy) of any change, cancellation, cross-reference
sheet or revision of the basic directives.

b. All Echelon 2 Acti fficial Fil Destroy 5 years after directive
Above). A Hitons (_émma--u& retere odoree I‘*td‘"‘){ o 5 is cancelled, superseded or no
) - 7/-;( o s¥v S CTC ey U"l — e e c %
r :-.mﬁl ':7: G IATIAD = fprep” /° 4 longer needed for reference.
c. All her Commands/Activities. Official copy of each Destroy when superseded,
directive originated by an activity. cancelled or no longer needed

for reference.

SSIC 5216
CORRESPONDENCE MANAGEMENT RECORDS
Files consisting of policies and procedures pertaining to PPPFEF=SSFL=RI). Dey Frey e
correspondence management. Coince tfeed € SogerSaded

RAPP Lyt T=52 10
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EFFECTIVE WRITIN IN E D TIN D_REVIEW RD

1. Files consisting of policies and procedures pertaining to
effective writing.

® i

SSICBAERT

ATH-MANAGEMENT (EXCLUDE POSTAIL AFFAIR RECORD
THESE FILES ARE_MAINTAINED BY THE CNO CENTRAL MAIILL, ROOM AND
REFERENCED AND CORN®ROLLED BRY MEANS OF AN AUTOMATED
CORRESPONDENCE STORAGE~RETRIEVAL SYSTEM AND MICROFICHE FILE
SYSTEM
1. INCOMING CORRESPONDENCE

a. Mi fich jie

. (1) Silver master and one copy

(2) Reference copy maintained in central mail room

b. Referen nd Contr m Tape

ITI-5-28

Appiy—=S0Fa=521.0 .

Permanent. Retire to WNRC in
6-month increments (Jan-Jun/

RQec) when 2 years old.
Offer To-NARA when 20 years
old.

Destroy when 2 years oid.

Permanent. ©Qffer to NARA when
20 years old.



c. Microfich i
ncoming Correspondence

2. OUTGOING CORRESPONB

f nthl mputer in

NCE

a. Microfiche Copies

(1) Silver master and one cOp

(2) Reference copies maintained in central mail rodr

and in action offices

b. feren nd r r T
c. Microfiche Copies of Monthly Computer Listing of
i rr nden

SSIC 5219

PUBLISHING MANAGEMENT RECORDS

PAMPHLETS, REPORTS,
OR PROCESSED DOCUMENTS,
PUBLISHED,

LEAFLETS,

FILE MANUALS,
OR THE LAST MANUSCRIPT REPORT,

RELATING TO MANAGEMENT PROJECTS

IXI-5-29

OR OTHER PUBLISHED

IF NOT

Permanent. Retire to WNRC in
6-month increments (Jan-Jun/
Jul-Dec) when 2 years old.
Offer to NARA when 20 years
old.

Permanent. Retire to WNRC in
6-month increments (Jan-Jun/
Jul-Dec) when 2 years old.
Offer to NARA when 20 years
old.

"Destroy when 2 years old.

Permanent. Offer to NARA when
20 years™~qld.

Permanent. Retire_to WNRC in
6-month increments M¥an-Jun/
Jul-Dec) when 2 years ®vld.
Offer to NARA when 20 yead
old.



Le e

1. REGCARBB=86PY. Files with the supporting papers which Eosmemwent—~ Traweder to FRC
document the inception, scope, and purpose of the project. upon completion of project. < S¥rey
Offer—po—NARA when 20 years
old.

2. WORKING PAPERS AND BACKGROUND MATERIALS

a. Final Action on R I 1 d Destroy 6 months after final
action.
b. Final Action on R mpl Destroy 3 years after
. completion of report.

3. PUBLICATIONS AND PUBLICATIONS REFERENCE FILES.

Publications issued by the Department of Defense (DOD) or naval
activity or office, and publications issued by other government
agencies or non-government organizations. They include
instructional and informational manuals, catalogs, and other
similar published materials.

a. Issuing Office Master Copy. One copy of each Permanent. Forward to FRC when
publication issued by the originating naval activity. superseded or obsolete. Offer
to NARA when 20 years old.
b. All Other Copies. Maintained for reference purposes on Pestrey (Cliew e &tngcﬁf
a need-to-know basis and consisting of publications essential ,~¢?ﬂ,,,e<j

to operations. These are arranged in a manner that will best
serve reference requirements, generally by source.

(1) Communications Security Material Systems (CMS)
Material
y S
(a) General correspondence files pertaining to Destroy whenrﬁ'years old.
registered publications, transactions, administrative
procedures defective publications, destruction of publications,
clearances, discrepancies in inventories, audits, and related
subjects.

ITI-5-30
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Z
(b) Reports relating to registered publications Destroy when Aryears old.
including transfer reports, destruction reports, inventory
reports, issuing office’s reports, and flyleaf reports.

2

(c) Logs of transaction numbers. Destroy when A'years old.

(d) Copies of messages relating to CMS distributed Destroy when 18 months old.
publications or CMS policy maintained by CMS offices.

{(e) Ledger records for superseded publications. Destroy when 2 years old.

. ’ (f) Local custody receipts for publications Destroy when 2 years old.

transferred or destroyed.

(g) Transfer orders and stock requests and logs or Destroy when 1 year old.
other records of shipment numbers.

(h) Replaced Section V pages of custodian’s records Destroy when 1 year old.
or CMS distributed publications, issuing office’s inventories
of non-registered publications, and quarterly activity reports.

(1) Receipts for office messenger mail and for Destroy when 1 year old.
courier service mail.

(2) Current and usable publications Return to nearest publications

supply office for reissue when
no longer needed.

SSIC 5220-5229

WORKLQAD/PERFORMANCE MEASUREMENT RECORDS

THE RECORDS IN THIS (5220-5229) SERIES ARE RELATED TO WORKLOAD/
PERFORMANCE MEASUREMENT RECORDS AND INCLUDE ADMINISTRATIVE
WORKLOAD MANAGEMENT; OFFICE TECHNIQUES, METHODS, AND
PROCEDURES; MANAGEMENT STUDIES, ANALYSES, AND REVIEWS; AND
MANAGEMENT IMPROVEMENT PROGRAMS, PROCEDURES, AND ACHIEVEMENTS
RECORDS.
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SSIC 5220

WORKLOAD/PERFORMANCE MEA RD

1. WORK MEASUREMENT FILES. Statistical records and analyses Destroy when 1 year old,<t «’hen
used in compiling workload, work measurement, machine abstracted, or consolidated,
utilization, work production, or work performance reports or whichever is earlier.

data; work measurement cards or listings; weekly, monthly, or
other periodic workload or production reports used to compile
summary reports; copies of statistical work measurement or
performance reports that are duplicated in activity or command
files; workload data; related papers; administration workload
management; office techniques, methods, and procedures; manage-
ment studies, analysis, and review; and management improvement
program procedures and achievements. (Exclude summary records
described in SSIC 5220, par. 2.)

2. PERFORMANCE AND WORK MEASUREMENT RECAPITULATIONS AND Destroy when 5 years old.
SUMMARY REPORTS, GRAPHS, AND CRITERIA

SSIC 5230
TOMATIC DATA PR NG AND INF TION TEMS RECORD

2 L

F~c LI & e
1. PRIMARY PROGRAM RECORDS. Files of the Offices of SECNAV, Permanent. ?fansiegggg%WNRC
CNO, CMC, bihnNawBae; and Director of the Department of the Navy when 4 years old. 2¥ro
ADP Management which document their primary mission responsi- NARA when 20 years old.
bilities for the development, establishment, and accomplish-
ment of automatic data processing management plans, programs,
and procedures.

L 2e frre

2. GENERAL CORRESPONDENCE FILES. Records of activities and Tranefer to nearest FRC when 4
offices relating to automatic data processing (ADP) programs years old. Destroy when 20
and operations. years old.

II1-5-32



3. OFFICIAL RECORD COPIES OF MAGNETIC OR PUNCHED TAPE RECORDS.

Records created/used in the accumulation of operating and
reporting data concerning the functions of activities and
offices.

4. ADP APPLICATIONS DATA TAPES.
into or through the system.

Tapes used to introduce data

a. In Ta . Include raw data, source document data,
and general input data extracted or connected from unit record
facilities that have been verified.

b. Working Tapes. Tapes that have been verified and used
to move data into/through a system from one step to the next.

c. rim Master Tra n T . Tapes containing
detailed/summary transaction data through the latest update/
merge process.

: depen den s
Muwﬁi’?"jznz/@;;s.
d. Final Master Transaction nggg?} Tapes containing
detailed/summary data or cumulative transactions for a program,
account, etc.

ITI-5-33

T 71! cyt Bt‘d

Dis Pesotenrl v

whea~4myeéfswe;d-~éﬁﬁ%nrﬁﬁr

NARA—when—16—years—old.
SO bmir S F 6 2 AL

Destroy when 6 days old or
after 3 generations, whichever
is earlier.

Destroy when 3 days old.

Destroy after preparation of a
third generation approved and
verified tape. (Minimum reten-
tion period is 6 days or 3
generations, whichever is
earlier.)

Destroy when all reports
reflecting data contained on
the tape have been produced,
verified, and approved.
(Mimimum retention period is 1
month or 10 generations for
dailies, 5 generations for
weeklies, and 3 generations for
others.)



e. Printing Tapes. Include source data print tapes used
to produce printed output.

SSIC 5231

Destroy when printouts are
prepated and approved (mini-
mum retention period is 3
days) .

DATA SYSTEMS DEVELOPMENT RECORDS #52 SyS7Sm ¢ Schedil/ecd as 7Tembrer -y
= e ———t

1. RECORDS PROVIDING GUIDANCE FOR THE DESIGN AND DEVELOPMENT
AUTOMATED SYSTEM

2. PROCEDURAL DOCUMENTATION FOR ADP SYSTEM REQUIREMENTS.

(Exclude hardware or systems software specifications covered in

SSIC 5236.)

3 LFE CNCLE MACACE R ENT DECMECTATIoN . fDecords sa
gu,},)/r‘!‘ ? /f}c. TV o o LA A*"m.:tﬁ e T3 ”éggg’gzsé;'eg/r(‘f s

EVALUATIONS AND REVIEW RECORDS

1. OFFICE OR ACTIVITY RECORDS CONCERNING READINESS REVIEWS,
PERFORMANCE EVALUATIONS, ETC.

SSIC 5233

. JSTALLATION MANAGEMENT RECORDS

1. OFFICE OR ACTIVITY DOCUMENTATION STANDARDS, INSTRUCTIONS,
AND GUIDELINES

ITI-5-34

Destroy when no longer valid or
current.

Destroy when no longer valid or
current.

De Strey A Cars e fe. - TErmnteraitfocy,

et a f{c/ﬂ’.LO/S'EAg‘fArr)} O TOeT Y Cens
0»'/-74:2'* ?‘:Cf-.:nu«c-.‘!( Ay /-3,‘2/(,_7‘;
NEeT Lietded

Destroy when no longer valid or
current.

Transfer to nearest FRC when 2
years old or no longer current,
whichever is later. Destroy
when 15 years old.



2. ACTIVITY OR OFFICE PROCEDURES AND REPORTS. Files
concerning performance monitoring, installation organiza-
tion, personnel management, and all other aspects of
installation management not specifically identified under
another SSIC.

SSIC 5234

SQFTWARE STANDARDS RECORDS

1. OFFICE OR ACTIVITY PROCEDURES, REPORTS AND ANY OTHER
MATERIALS RELATING TO THE USE OF STANDARD HIGHER LEVEL
LANGUAGES

2. OFFICE OR ACTIVITY PROCEDURES, REPORTS AND ANY OTHER
MATERIALS RELATING TO THE RELEASE OF SOFTWARE AND SOFTWARE
INVENTORIES. (Software acquisition is covered in SSIC 5236 and
software sharing in SSIC 5237.)

SSIC 5235

e fare
~Tranefer to the nearest FRC
when 3 years old. Destroy when
5 years old.

Destroy when 2 years old or no
longer current, whichever is
later.

Destroy when 2 years old or no
longer current, whichever is
later.

DATA ELEMENTS_AND CODES RECORDS F2i2 Lecerls 5che dule
1. OFFICE OR ACTIVITY DOCUMENTS AND OTHER RELATED GUIDANCE ON
STANDARD DATA ELEMENT, CODE IDENTIFICATION, AND USE

2. DATA ELEMENT DICTIONARY AUTOMATED FILES ON TAPES,
CARDS, OR OTHER ADP MEDIA

DISKS

ITI-5-35

Destroy when 2 years old or no
longer current, whichever is
later.

Destroy when 2 years old or no
longer current, whichever is
later.



SSIC 5236

PR REMENT OF ADP RE RCE RD

1. OFFICES OR ACTIVITY DOCUMENTS AND GUIDELINES. Files Destroy when 2 years old or no
concerning requirement specifications, selection, and longer current, whichever is
acquisition criteria for ADPE, software ADP services, and ADP later.

supplies procured by contract.

2. ACTUAL REQUIREMENTS SPECIFICATION, SELECTION CRITERIA ‘ Destroy when 3 years old.
DOCUMENTS, AND ACQUISITION DOCUMENTATION FOR ADPE SOFTWARE, ADP
GIRVICES, AND SUPPLIES PRCCEDURED BY CONTRACT

SSIC 5237
REUTILIZATION AND SHARING RECORD
1. ACTIVITY OR OFFICE GUIDELINES. Files concerning ADPE Destroy when no longer valid or
reutilization and sharing and any operating documentation for current.
correspondence related to that subject.
SSIC 5238
RESQURCES ACCOUNTING RECORD
1. ACTIVITY OR OFFICE DOCUMENTS AND GUIDELINES ON PREPARING Destroy when 3 years old.
STATISTICAL AND COST REPORTS CONCERNING ADP
9. STATISTICAL AND COST ANALYSIS REPORTS ON ADP AND ADP Destroy when 3 years old.
UDGETING AND FINANCIAL MANAGEMENT
SSIC 5239
DATA TRANSMISSION AND PROTECTION RECORDS
1. ALL ACTIVITY OR OFFICE DOCUMENTS, GUIDELINES, REFERENCE Permanent. Transfer to WNRC
MATERIALS, AND ANY OTHER MATERIALS RELATED TO DATA when 4 years old. Offer to
COMMUNICATIONS AND TRANSMISSION NARA when 20 years old.

ITI-5-36



2. ALL ACTIVITY OR OFFICE DOCUMENTS, GUIDELINES, REFERENCE Permanent. Transfer to WNRC

MATERIALS, AND ANY OTHER MATERIALS RELATED TO DATA PROTECTION when 4 years old. Offer to

AND SECURITY NARA when 20 years old.
SSIC 52490

IN RIAL METHODS RECORD

1. INDUSTRIAL CORRESPONDENCE FILES, INSTRUCTIONS TECHNICAL
REPORTS, STATUS, SAVINGS, ECONOMIC REPORTS, AND STUDIES. Also,
procedures and guidelines for manufacturing equipment,
machinery, etc.

a. Reports , Destroy when 5 years old.
b. General Correspondence /e — ~—:-meee '

) —Selestive-material of -historical-significance Retaimonboard—in—S-year
inerements—Dbestroy when
higstorical—significance—is-+re
lenger—vaiids-

{2r—Alri-other-Material. Destroy when years old.

c. nstr ions and Noti A Destroy when superseded or
cancelled.

QDD@f frovnt j25 =S 737% ssIc 52
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SSIC 5250

GENERAL MANAGEMENT SCIENCES RECORDS

1. GENERAL RECORDS. Reports, studies, tasking orders, and similar Destroy when 5 years old.
records generated by analysis of an organization and its management

and/or command systems. Reports are usually informal and

unpublished. Records may be generated at all activities. Exclude

Operations Analysis/Operations Research Records filed under SSIC

5280.

poge W70 T



SSIC 5270-5279

GENERAL QFFICE INFORMATIQON SYSTEMS PROGRAM MANAGEMENT RECORDS

THE RECORDS IN THIS (5270-5279) SERIES ARE RELATED TO GENERAL
OFFICE INFORMATION SYSTEMS PROGRAM MANAGEMENT RECORDS AND
INCLUDE INFORMATION RESOURCES AND AUTOMATED OFFICE SYSTEMS

RECORDS.
SSIC 5270
. ENERA FFICE INFORMATION ROGRAM MANAGEMENT RECORD
RECORDS CONCERNING MANAGEMENT PROGRAMS AND TECHNIQUES Destroy when 2 years old.
/95U7Qij fyvuﬂ,/0¢4aif‘%7‘3‘5cu SSIC 5280
2 2 Feren—
Bermanent . Fewwerd to-
when -4
NARA—when—20-ypeara—erid

d9ve%e?ment-anﬂ~aeeem§%&shmantu¢£ms&gaiflsant~management—plans

3% —by
(' A - Pt - LI o WO & i & S 5 - : ~x) 7

. T RS Ssg1C_5290-52091
VISUAL INFORMATION REQQRDS

STILL AND MOTION MEDIA ARE AN INTEGRAL PART OF NAVY AND MARINE
CORPS OFFICIAL DOCUMENTATION; THEIR PHYSICAL CHARACTER MAKES
THEM NO LESS OFFICIAL THAN DOCUMENTATION IN OTHER FORM. THEY,
AS OTHER NAVAL RECORDS, ARE EVALUATED AND DISPOSED CF ON THE
BASIS OF THEIR CONTENT, PURPOSE, ORIGIN, AND USE, AND IN
ACCORDANCE WITH DISPOSAL AUTHORITY PROVIDED IN THIS (5290)
SERIES.

III-5-38
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SSIC 5280
OPERATIONS ANALYSIS/OPERATIONS RESEARCH RECORDS

1. RECORDS GENERATED AS A RESULT OF ANALYZING THE OPERATIONS OF
PLANS, POLICIES, PROCEDURES, TECHNIQUES, SYSTEMS, WEAPONS,
EQUIPMENT, OR ORGANIZATIONS. Records consist of formal reports and
studies produced by the Center for Naval Analysis (CNA) and Marine
Corps Operations Analysis (QOA) Activity. Exclude Lessons Learned
Publications, Tactical Memos and Notes, Operational Tactical
Guides, Revisions to NWP's, and NWIP's, and other issuances filed
under SSIC's 3510-3516.

/.1.75_ 2 —5 ~36 o

PERMANENT. Retire to WNRC
when 4 years old. Transfer
to NARA when 20 years old.
Send second copy to Defense
Technical Information
Center, Cameron Station, VA
22314 immediately after
publication.



S5SI 2

VISUAL INFORMATION MANAGEMENT, GENERAL AND PRIMARY PROGRAM AND
RELATED ADJUNCT RECORDS

Files
and records documenting development and execution of imaging
(visual information) plans, policies, programs, and procedures

Primary program records.

Plapning and Program Records.

-he authorization of Navy and Marine Corps Visual Information

'that implement the Naval Imaging Program. Records documenting
Activities.

V r
m v v
men Defen Vi m v

(DVIAN) .

a. Records documenting the management and operation of
Navy and Marine Corps Visual Information Activities. Order
logs or similar management records.

. 2. v n

. Logs of still picture negatives and motion picture

film?Exclude shelf lists, indexes, and other records that can be used

as finding aids)
c. DD Form 2054/1 Visual Information (VI) Annual Activity

] eport and DD Form 2054/2 Audiovisual (AV) Production and
ibrary Report.

ITI-5-39

Permanent. Cut off annually.
Transfer to WNRC, 4205
Suitland, Rd., Suitland, MD
20409, when 7 years old. Offer
to NARA when 25 years old,

Destroy when 2 years old.

Destroy when 5 years old.

-Destroy when 2 years old.



SSIC 5291
VISUAL INFORMATION PRODUCTIONS, PRODUCTS AND SERVICES RECORDS

These files include visual information materials and the
documents supporting their creation. The VI materials consist
of still media; graphic arts; motion media; and audio;
recordings, and materials. This schedule does pot cover: (1)
cartographic records, (2) remote sensing imagery recorded on
film or magnetic tape, (3) microform copies of textuval records,
(4) research and development source data, (5) digitized '
. imagery, or (6) combat camera operations (See SSIC 3104).

The schedule is divided into three parts as follows:

1. Paragraph 1 covers the records that may be of contin-
uing general or historical interest to the Navy or
Marine Corps. .

2. Paragraph 2 specifically covers category 2 and 3
visual information (audiovisual) production records
of film and video programs that are available for
service-wide, DOD-wide or public use.

3. Paragraph 3 covers the records that have no contin-
uing general or historical interest that may be
disposed of by Navy and Marine Corps activities

. including that of local use only.

1. VI materials (films, tapes, discs or graphic arts) recorded
by Navy and Marine Corps activities not duplicated elsewhere
and ¢etermined to have continuing general or historical
Jjnterest to the Navy or Marine Corps.

I11-5-40



a. Still Media. Black-and-white and color negative
photography: the original negative, a captioned print, and,
for color negative photography, in addition a duplicate
negative if one exists. Black and white and color still. video
imagery: the original diskette and a captioned print for each
image. Black and White and color transparency photography:
the original and a duplicate. Slide sets or filmstrips and v
accompanying audio recordings or scripts: 2 copies. '

(1) Created at Navy and Marine Corps activities. Accompany with caption data
sheet. Transfer within 90 days
of initial use to: (a) Navy
activities - Naval Imaging

. Command, Washington, DC 20374-
1681 or (b) Marine Corps
. activities - Marine Corps
Combat Development Command (TE
32TSP), Quantico, VA 22134-
5001. .

(2) Held by Naval Imaging Command and the Marine Corps : (Transfer period-
Combat Development Command. ically to the DOD Still Media
Records Center, Washington, DC)
(3) Held by the DOD S5till Media Records Center. Pﬂ’mq"e".*' Transfer to NARA when 10 years old
. or ‘earlier if no longer needed for
. enrrent operations along with related 6
shelf lists and other indexes (including
video disks and other automated finding

. . aids)

I -s-Y1


https://opP.rat:1.nn
https://r.nrrP.nt

1. gLaprirg. el L Posters distrbbared Navy wides on Lo Lhe
public and ceriginal artwork of unusual or outstanding merit.
Posters: 2 copies. Original art: original and photographic
copy Ff one exists.

(1) Posters (Navy and Marine Corps)

(2) Original artwork of unusual or outstanding
merit

c. Motion Media. Navy and Marine Corps sponsored motion
media produced internally or under contract. Films: the
original negative or color original plus separate sound track,
an intermediate master positive or duplicate negative plus
optical sound track, and a sound projection print or a video
recording, and accompanying caption data sheets. Video
recordings: the original or earliest generation of recording,
and dubbing if one exists. Acquired films: two projection
prints or one projection print and a video recording and
accompanying caption data sheets. Unedited film footage: the
’original negative or color original, work print, and an

intermediate positive or duplicate negative if one exists,
apprgpriately arranged, labeled, and described. Unedited
videq: the original and a dubbing appropriately arranged,
labeled and described.

III-5-42

Peembieat

Transfer 2 copies of each poster to
the National Archives when produced

by adding the Narional Archives

to distribution lists (mail to:
National Archives & Records Administra-
tion (NNSP), Washington, DC 20408)

Offer to National Archives when no
longer needed (artwork not accepted
for rransfer by NARA will be destroyed
per GRS 21, Item 6).



(1) Documentary footage (except routine surveillance,
scientific, medical or engineering footage) shot for research
and development, fact-finding or other studies and stock
footage, outtakes and trims created during the course of a Navy
and Marine Corps sponsored production. Internal management
news or information programs. Recordings of public meetings or
speeches, agency-sponsored conferences, guest speakers, and
testimony of Navy and Marine Corps officials before Congress
and at other hearings, and accompanying textual material
(programs, agendas, scripts, etc.) Media appearances by top
Navy and Marine Corps officials. :

. (a) Created at Navy and Marine Corps activities.

{(b) Held by Naval Imaging Command and the Marine
Corps Combat Development Command.

(c) Held by the DOD Motion Media Records Center.

III-5-43

Transfer within 120 days
following initial

use with accompanying caption
data sheet to: (a) Navy
activities - Naval Imaging
Command, Washington, DC 20374-
1681 or (b) Marine Corps
activites - Marine Corps Combat
Development Command (TE 32TSP),
Quantico, VA 22134-5001.

- Transfer period-
ically to the DOD Motion Media .
Records Center.) . 6



(1) UNEDITED MATERIALS that meét the following
criteria are TEMPORARY and will be destroyed when no longer needed.

(a) redundant, defective, or
purely local and/or transitory:

(b) document routine award,
promotion, change of command, and similar
ceremonies (except Medal of Honor awara .c-teaonies;
change of command ceremonies ashore for Admirals or Harlne Corps generals:;
and afloat for Vice-Admirals or above; and those in
which the President, Vice President, Secretary of Defense,
or Secretary of the Navy was a participant);

(c) pertain to routine basic and advanced
training activities such as drills, marches, classroom
activities, etc., whether aboard ship or ashore (except for
selected items retained to illustrate Naval or Marine Corps life):

(d) document routine and/or repetitive activities undertaken in
connection with recurring peacetime operations and training exercises (except for selected
1tems retained to illustrate Naval or Marine Corps life);

(e) document the appearance, use, or operation of equipment widely
used in the civilian arena and employed by Navy or Marine Corps in the same manner and for
the same purposes; .

(£) redundant imagery or recordings per-
taining to th e development, testing, use, operation, anad

aintenance of military equipment and material (except for
Fhe introduction of new weapons or technology);

(g) scenic photography or wild sound without
any documentary value as to time, place, or historical
condition;

(h) outtakes (supplements) to Navy motinn
pictures (MN's) that do not document combat operations;

(1) audiovisual items originated by the Army
or Air Force; ‘

(J) most launchings, christenings, or commissioning

I -5 s £



of ships (except those of aircraft carriers (Cv), battleships (BB),
atomic submarines (SSN), and the first of each class of submarines, cruisers,
and destroyers);
(k) out of focus or poor photography. or poor
quality audio (except when related to combat operations).

(2) AUDIOVISUAL PRODUCTIONS, I.E., COMPLETED OR EDITED FILMS OR TAPES, that
meet the following criteria are TEMPORARY and will be destroyed when no longer needed.

(a) redundant, defective, or purely local and/or transitory;

(b) show routine managerial and personnel training
activities; .

(c) show lectures, panel discussions, classroom training sessions or
briefings lacking in substantive pictorial or aural information;

(d) productions originated by other Government agencies;

(e) 1illustrate routine installation, assembly, maintenance, testing and
repair of individual components of a larger weapons system or piece of equipment (as
opposed to productions that pertain to a weapons system or piece of equipment in its
entirety);

(f) illustrate only limited aspects of the overall operation and use of a
weapons system or piece of equipment (e.g., productions that deal only with its assembly
and installation, as opposed to all aspects of its operation);

(g) highly technical or instructional training productions that support or

repeat information, techniques, or procedures described in other sources such as
textbooks, manuals, or other publications.

'(3) All other audiovisual products will be offered to the National Archives
when 10 years old or earlier if no longer needed for current operations. (Any products
not accepted by the National Archives will be destroyed when no longer needed by the Navy
or the Marine Corps).

{—5- Y313



(£) hocumentalion project and mogeLy recoiti.

(a) Created at Navy and Marine Corps activities. Transfer within 120 days
following initial
use with accompanying caption
data sheet to: (a) Navy
activities - Naval Imaging
Command, Washington, DC 20374~
1681 or (b) Marine Corps
activites - Marine Corps Combat
Development Command (TE 32TSP),
Quantico, VA 22134-5001.

(b) Held by Naval Imaging Command and the Marine .. Transfer period-
Corps Combat Development Command. ically to the DOD Motion Media
j . Records Center..
(c) Held by the DOD Motion Media Records Center. Apply SSIC 5291, 1c(1)(c)( )
or 5291. lc(l)(c)(Z) or 5291.1c(1)(e)(3) :
appropriate.

(3) Category 1 film and video programs available for
use within one major command and/or by the public that are
intended for training, information, education, and recruiting.

(a) Created at Navy and Marine Corps activities. Transfer within 120 days
following initial
use with accompanying caption .
data sheet to: (a) Navy ¢
activities - Naval Imaging
: Command, Washington, DC 20374-
. ' . 1681 or (b) Marine Corps
. activites - Marine Corps Combat
‘ Development Command (TE 32TSP),
I Quantico, VA 22134-5001.

(b) Held by Naval Imaging Command and the Marine : .Transfer period-

Corps Combat Development Command. ically to the DOD Motion Media
) Records Center.’

(c) Held by the DOD Motion Media Records Center. Apply SSIC 5291.1c(1)(c)(1)
or 5291.1c(1)(c)(2) or 5291.1c(1)(c)(3) .
approprlate

I11-5-44



J. Sound recordings of significant events.

(1) Created at Navy and Marine Corps activities.

(2) Held by Naval Imaging Command and the Marine Corps
Combat Development Command.

(3) Held by the DOD Motion Media Records Center.

III-5-45

Transfer within 30 days
following initial use with
accompanying caption data sheet
to: (a) Navy activities -
Naval Imaging Command,
Washington, DC 20374-1681 or
(b) Marine Corps activities -
Marine Corps Combat Development
Command {(TE 32TSP), Quantico,
VA 22134-5001.

Transfer period-
ically to the DOD Still Media
Records Center, Washington, DC

Apply SSIC 5291.1c(1)(c)(%)
or 5291.1c(1)(c)(2)or 5291.1c(1) (c) (3)
as appropriate.



2. VI materials (films, tapes, discs or graphic arts) and
" their accompanying reords of production, of Navy and Marine
Corps sponsored Category 2 & 3 film and video programs that are
available service-wide, DOD-wide or to the public and are
intended for training, information, education and recruiting.
These programs have been approved through the use of DD Form
1995, and a record of their production has been entered into
the data base of the Defense Automated Visual Information
System (DAVIS). The include motion media produced internally
or under contract. Films: the original negative or color
original plus separate sound track, an intermediate master
positive or duplicate negative plus optical sound track, and a
.sound projection print or a video recording. Vvideo record-
ings: the original or earliest generation of recording, and
dubbing if one exists. Acquired films: ¢two projection prints
or one projection print and a video recording. Outtakes and
unedited film or video: the original negative or color
original, work print, an intermediate positive or duplicate
negative if one exists, or a video recording appropriately
arranged, labeled, and described. Contract produced and in-
house production records: DD Form 1995, approvals for script,
interlock final answer print, script as recorded, Public
Exhibition Clearance for script and production, talent
releases, music rights, location of stock footage rights,
contract with all amendments if commercially produced or
commercial (off-the-shelf) product, definite evaluation and
final budget, legal opinions concerning Government’s propri-
etary rights, documents pertaining to contract acquisition,
.documentation project and photography records.

|
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(a) Created at Navy and Marine Corps activities. Transfer within 120 days
following initial use with
accompanying DD Form 1995 to:
(a) Navy activities - Naval
Imaging Command, Washington, DC
20374-1681 or (b) Marine Corps
activites - Marine Corps Combat
Development Command (TE 32TSP),
Quantico, VA 22134-5001.

(b) Held by Naval Imaging Command and the Marine Corps ’ Transfer period-
Combat Development Command. ically to the DOD Motion Media
. : ' Records Center.
(c) Held by the DOD Motion Media Records Center. ly SSIC 5291.1c(1)(c)(1) or
pgl 1c(1)(e)(2). or 5291.1c(1)(c) (3)
3. Other VI materials accumulated by Navy and Marine Corps as appropriate.

activities including that of local use only, that have no

coptinuing general or historical interest to the Navy or Marine

Corps.

a, Still Photography. Black-and-white, color negative,

color transparancy photography; and slide sets and filmstrips
and accompanying audio recordings or scripts. Covering:

(1) Routine award ceremonies, social events, and Destroy when one year old or ¢
activities of purely local interest. . when no longer needed. -

(2) Internal personnel and administrative training Destroy one year after
filmstrips and slides that do not reflect the mission of the completion of training program.

Navy‘or Marine Corps or the mission of the activity.

(3) Negatives from which prints have been submitted Retain as needed for ué to 2
with reports. . years and destroy. :

(4) Negatives and prints which are valueless due to Destroy. vhen no longer needed.
faulty photography, or because of similiarity, are considered :
to be duplications.
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(5) still photographic work requests and related
papers, used to schedule work, document workload, materials
used, and man-hours used, and to prepare reports.

b. Graphic Arts. Posters: 2 coples. Original art:
original and photographic copy if one exists.

(1) Viewgraphs. .
. (2) Routine artwork .for handbills, flyers, posters,
etterhead and other graphics.

(3) Line and halftone negatives, screened paper prints
and offset lithograhic plates used for photo-mechanical

reproduction.

c. i . Navy
and Marine Corps sponsored films: original negatives or color
originals and separate sound tracks, intermediate master

positives or duplicate negatives plus optical sound tracks, and

sound projection prints or video recordings. Acquired films:
projection prints or one projection print and a video
recording. Unedited footage: original negatives or color
originals, work prints, and an intermediate positive or

‘uplicate negatives.

! (1) Films acquired from outside sources for personnel
and maragement training.

(2) Films acquired from ocutside sources for personnel
entertainment and recreation.

(3) Routine surveillance footage.
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Retain 12 months after end of
FY in which work is
accomplished, then destroy.

Destroy one year after final
publication or when no longer -
needed.

Destroy one year after final
publication or when no longer
needed.

Destroy when no longer needed
for publication or reprinting.

Destroy one'year after
completion of training program.

Destroy when no longer needed.

Destroy when no longer needed.

B
-,



(4) Routine scientific, medical or engineering footage.

c. ¥ i : . The
original or earliest generation of recording, and a dubbing if
one exists.

(1) Programs acquired from outside sources for
personnel and management training.

(2) Programs acquired from outside sources for
rsonnel entertainment and recreation.

(3) Rehearsal or practice tapes.

(4) Internal personnel and administrative training
programs that do not reflect the mission of the Navy. (These
include "role-play" sessions, management and supervisory

instruction, etc.)

(5) Routine surveillance recordings.

(6) Routine scientific, medical or engineering
recordings.

{7) Recordings that document routine meetings and award

.esentations .

l (8) Duplicate dubbings and pre-mix elements in excess
of thode elements required for preservation, duplication, and
reference by CFR 101-11.411-4.

d. Sound Records of Trapsitory Information.

ITI-5-49

Destroy when two years
when no longer needed.

Destroy one year after
completion of training

Destroy when no longer

Destroy immediately.

Destroy one year after
completion of training

Destroy when no longer
Destroy when two years
when no longer needed.

Destroy when no longer

Destroy when no longer

old or

program.

needed.

program.

needed.
old or
needed.

needed.

Erase or destroy when purpose

has been served.-

o)



SSIC 5300-5399

SSIC 530
ENERAL MANPOWER/PERSQNNEI, E VERALL VILIAN AND
MILITARY PERSONNEL MATTER
Delete this SSIC. File under SSICs 1000.1 and
12000.
|l SSIC 53035
INCENTIVE AWARD MILITARY LIAN
1. Reports pertaining to the Incentive Award Program. Destroy when 3 years old.
AR S miyd-3}
SSIC 5310
MANPOWER RECORDS
Delete this SSIC. File under SSICs 1000.1 and
12000.1.
‘ SSIC 5311

REQUIREMENT ECORD

1. PUBLICATIONS AND PUBLICATION REFERENCE FILES. Manpower
instructions and standards issued by CNO. These are maintained
in organized collections and include informational documents
and associated materials.
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a. Issuing Office Master Copy. One copy of each
publication issued by CNO.

b. All Other Copies. Maintained on a needed-to-know basis
for informational purposes.

SSI 12
1L TION RECORD

1. VARIOUS RECORDS/REPORTS ADDRESSING THE UTILIZATION/EMPLOY-
MENT OF PERSONNEL, INCLUDING, BUT NOT LIMITED TO, DISTRIBUTION
OF PERSONNEL TO ACTIVITY TYPE, DISTRIBUTION OF PERSONNEL BY
GEOGRAPHIC AREA, AND PERSONNEL REQUIREMENTS BY PAY GRADE/
RATING/SPECIALTY/OFFICER COMMUNITY/ETC.

SSYXC 5314

STATISTICS RECORDS

1. VARIOUS REPORTS/RECORDS ADDRESSING MANPOWER/PERSONNEL
STATISTICS BY PAYGRADE/RATING/SPECIALTY/OFFICER COMMUNITY/
ETC. Files include demographic breakdowns of personnel
inventory and personnel statistics by paygrade/rating/
specialty/officer community/etc.

SSIC 5320

ORGANTZATIONAL MANNING AND BILLETS RECORDS

1. COMPLEMENT AND ALLOWANCE RECORDS FOR MILITARY PERSONNEL,
INCLUDING MARINE CORPS TABLES OF ORGANIZATIONS (T/Os)
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Permanent. Transfer to FRC
when 4 years old. Offer to
NARA when 20 years old.

Destroy when superseded o
cancelled. )

Destroy when no longer needed
for reference.

Destroy when no longer needed
for reference,



Destroy when 5 years old or
superseded, whichever is

earlier.

b. Mar R T . Forward to CMC (Code M) when {4
years old.

c. Al thex Files. Destroy when 2 years old or
superseded, whichever is
earlier.

IC 5321
NIZA NAL LOWANCE D CEILIN RECCORD '
1. NON-PERMANENT FILES PERTAINING TO QUALITATIVE AND Destroy when 2 years old or
QUANTITATIVE INFORMATION FOR MANPOWER REQUIREMENTS. superseded, whichever is
earlier.
SSIC 5330
HQOUR F_WORK/DAILY RQUTINE RECORD
Delete this SSIC. File under SSIC 12610.
SSIC 5340
NTRIBUTION SQLICT LE NS RECORD

Delete this S5IC. File under SSIC 12895.
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SSIC 5350

ALS. RECORD

1. GENERAL CORRESPONDENCE AND CASE FILES RELATING TO HUMAN
GOALS PROGRAMS,

SIC 5351
DERSHIP AND MANAGEMENT

1. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES
RELATING TO THE LEADERSHIP AND MANAGEMENT EDUCATION AND
TRAINING (LMET), AND OTHER LEADERSHIP MANAGMENT PROGRAMS

SSIC 5352

OVERSEAS DIPLOMACY RECQORDS

1. GENERAL CORRESPONDENCE OF ACTIVITIES AND OFFICES RELATING
TO OVERSEAS DIPLOMACY PROGRAMS.

IC 535
ALCOHOL ABUSE NTROL _RECORD
1. DOCUMENTATION OF ALCOHQI, AND DRUG ABUSE AND TREATMENT OF

MILITARY PERSONNEL, DEPENDENTS, RETIREES AND CIVILIANS. THE
RECORDS DESCRIBED IN THIS SECTION RELATE TO SUPERVISORY NOTES,
COMMAND CORRESPONDENCE AND CQUNSELINGS, AND CLINICAL
DOCUMENTATION BY NON MEDICAL UNITS OR COMMANDS INCLUDING MARINE
CORPS TABLES OF ORGANIZATION. SOME EXCEPTIONS TO DISPOSAL
STANDARDS ARE NECESSARY. REGARDLESS OF AUTHORIZATION HEREIN,
RECORDS DIRECTLY RELATING TO MATTERS LISTED BELOW WILL NOT BE
DESTROYED UNTIL FINAL CLEARANCE OR SETTLEMENT OF THE CASE;
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Destroy when 2 years old.

Destroy when 2 years old.

Destroy when 2 years old.



- Incomplete investigation,

- Incomplete NJP, Court Martial and other disciplinary
action, including appeals procedure, or

- Incomplete medical boards or administrative actions.

a. F1l n hore A vities.

/},4(/ @/. /1‘1»»-~ /’7“—?( Irr— 5 — SHdo. —>

b. TGqunseling and Assistance Cente Afloat and-AShore).
Clinical Record—Files. Individual record jacksts containing a
multiplicity of standard;—federal, DeP7; and other forms,
reports and records prescribed—0Tr—authorized for use in
documenting evaluations—and care for any aicQhol or drug abuse
problem prov1ded’é igible persons admitted to amd~xeleased from

faciliti sroviding Level I or Level II care. The contents of
ggggrdgfiﬁzgs are prescribed by current NAVMILPERSCOM -
irectives.

~C. Naval Alcohol Rehabilitation gg ter s, —Clinical Record

Files. ividual treatment recor efs containing a multi-
plicity of standa oD, and other forms, reports,

and records prescri or use in documenting
or drug abuse

evaluations €, and treatment for any
. probl tovided eligible persons admitted to and ed
Naval Alcohol Rehabilitation Centers, providing Level
care.
PurEes
d. Waiv R nd Repli

ITI-5-54

Destroy when last file entry
date is 2 years old or 1 year
after member’s Permanent Change
of Station (PCS), whichever is
later.

ain complete file onboard-3

Military P 1l Records
(MPR), 9700 e Blvd.,
St. Louis

Personel Recd
Military Perso Records

(MPR), 9700
St. Louis;
destr active duty and re ed

75 years old, dependent

civilian records when 75 years

old.

Destroy case file on 2 year
anniversary date of most recent
message or correspondence.

-
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b. Blcoholism Case Files for Level I and II Treatment at

Afloat and Ashore Counseling and Assistance Centers, Individual
records of outpatient evaluation, therapy, and other care for the
disease of alcoholism performed by Counseling and Assistance
Centers. Records consist of standard, Federal, and DOD forms
approved fo use in the program by the Chief of Naval Personnel.

c. Alcoholism Case Files for Level III Treatment at Naval
Alcohol Rehabilitation Centers, Individual records of
multidisciplinary residential therapy for DOD military personnel,
dependents, and retired personnel conducted at Naval Alcohol
Rehabilitation Centers (NARC). Records consist of standard,
Federal, and DOD forms approved for program use by the Chief of
Naval Personnel as well as recommendations for after care.

PACE 10— 5= 5qar

Retire to nearest FRC when 2
years old. Destroy when 7
years old.

Retire to nearest FRC when3
years old destroy when 10
years old.
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RBuoPsls AEes t2)

2. NAMILBERSSOM=-63 ALCOH D DRUG MANAGEMENT INFE TION
TRACKING . SYSTEM. DATA S AND DISKETTES CONTAI G

INFORMATION~ABOUT AL OL AND DRUG INCIDENTS FROM NAVY AND
MARINE CORPS ALSQHOL AND DRUG FACILITIES (NON MEDICAL)
WORLDWIDE PECIFIC INFORMATI@N ABCOUT INDIVIDUAL

ONTAIN
SERVICE ME/ﬁE/N, CIVILIA®D DEPENDENTS AND RETIREES WHO RECEIVE
ASSI%IﬁgQE FROM THESE FACILIHES.

A

Computer Database Informatidn

‘e‘zw

"

—~
b. Com uter/gé netic Tapes and Discs.

r‘/ :

-—‘-""'M

c. Input MateriaTls.

Drig~and Alcohol Abuse Reports, Screening Information
Forms ard Discs, Program Information Forms and Discs and
Labporatory Urinalysis Data from Discs.

3. ALCOHCOL ABUSE CONTROL FOR MILITARY PERSONNEL, INCLUDING
MARINE CORPS TABLES OF ORGANIZATION.
PDuPELS

a. Master Case Files at NAWMILDPERSCOM,

b. All Other Files.

Bur’ElsS
4, NAMILRERSCOM RECORDS OF SCREENING BOARDS

III-5-55
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Purge Master Files at 5 years
after end of member’s ADCU .~
dtus_and 15 years after/aate

of last™entry for all ether
perscnnel.

Copy when 3 ye old. Retain
Master File ¢nboard, Transfer
copy to National Persqnnel
Records~ Center (NPRC) Military .
Perspfinel Records (MPR), $300:
Pgge Blvd., St. Louis, MO

NPRC destroy when 75 3
years pld.

Destroy when 1>year old or
purpose is servedjy whichever—is
e,

earlier. S—

Destroy when 2 years old.
Destroy when 1 year old or
superseded, whichever is
earlier.

Destroy when 3 years old.




2. ALCOHCL AND DRUG MANAGEMENT INFORMATION TRACKING SYSTEM
(ADMITS) . Databse management system used to track information
about individuals treated at Navy non medical facilities for abuse
of drugs or alcohol.

a. Central database records maintained at PERS 63.

b. All versions of documentation for central database records
maintained at PERS 63.

c. Database records maintained at individual facilities and

transferred to the central database at PERS 63.

d. 2ll wversions of documentation for database records

maintained at individual facilities.

JI- 5 -s%5a

DISPOSITION NOT AUTHORIZED.

DISPOSITION NOT AUTHORIZED.

Delete when no longer needed
for local reference when
records have been
transferred to the central
database at PERS 63 and
verified.

Deespb=xmys/delete when

superseded and no longer
needed for reference
purposes.



SSIC 5354

EQUAL OPPORTUNITY RECORDS

1. GENERAL CORRESPONDENCE FILES. Records of activities and
offices relating to equal opportunity in Navy programs.

2. REPORTS, COMPLAINTS, AND INVESTIGATIONS. Records of formal
equal opportunity, discrimination, and sexual harassment complaints
involving Department of the Navy Personnel. These reports may be
ngmitted by an individual, a command, or by any Division of the
avy Department for reply or action as required.

3. SEMI-ANNUAL OFF-BASE HOUSING REFERRAL REPORT. Reports
submitted by every command with a housing referral office under
its jurisdiction.

a. Navy Summary Report.

b. All Other Reports.

4. QUARTERLY NAVY-WIDE DEMOGRAHIC DATA. Statistics
promulgated quarterly to display (by ethnic code and by sex)
end strength percentages of officers by designator, end
trength percentages of officers by designator, end strength
percentages of enlisted personnel by rating, retention/re-
enlistment, and administrative discharges.

a. In House

b. Fleet Activities
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Destroy when 2 years old.

Retire to nearest FRC upon
final resolution of the case
or incident, destroy 3 years
after retirement.

Rt T E

Pramsfer to FRC when no longer
needed. Destroy when 20 years
old.

Destroy when 3 years old.

Destroy when 30 years old or no
longer needed for reference,
whichever is earlier.

Destroy when 2 years old.



5. QUARTERLY (OR AS REQUESTED) AFFIRMATIVE ACTION PLAN (AAP)
IMPLEMENTATION STATUS REPORTS FROM 2ND ECHELON CUMMANDERS.
These reports describe milestone attainments as directed in the
Navy AAP, OPNAV 01~-P3, and are utilized in the Annual CNO Equal

Opportunity Brief.

ST 55

DR ABUSE NT RECORD

1. DOCUMENTATION OF DETECTION OF DRUG ABUSE BY MILITARY
PERSONNEL, INCLUDING MARINE CORPS TABLES OF ORGANIZATION. SOME
EXCEPTIONS TO DISPOSAL STANDARDS ARE NECESSARY. REGARDLESS OF
AUTHORIZATION HEREIN, RECORDS DIRECTLY RELATING TO MATTERS
LISTED BELOW WILL NOT BE DESTROYED UNTIL CLEARANCE OR

SETTLEMENT OF THE CASE:
- Incomplete investigation,
- Incomplete NJP, Court Martial and other disciplinary
action, including appeals procedure, or
- Incomplete medical boards or administrative actions.
a. lee n hore Activities.
Urinalysis Collection Documentation. Urinalysis ledger,

any copies of Urine Sample Custody Document (OPNAV 5350/2), and
any computer diskettes containing urinalysis collection

. information.

b. Navy Dr Labor

Urinalysis Analysis Documentation.

/‘)ddC_/')) (e .')c--.,lv, - IS S =<5 el

/
U)Au?qfﬂue resuvits
(%) it Resorts T1I-5-57

ﬂ.yrnJ—scok/
Destroy when

e et

Transfer to National Personnel
Records (NPRC) Military
Personnel Records (MPR), 9700
Page Blvd., St. Louis, MO
63132 when 2 years old. NPRC
destroy when 75 years old.

Retain onboard for 5 years.
Transfer to NPRC. Destroy when
75 years old.

Peufrey colien, 3 Y Cei~s ald

Destroy culitny sue e~ Fopo -
cifed frem tia Sercce & -
Wie'sy reo Yy Car§ A/ L dereh v
3 Scozrer.,
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%. Drug Bbuse Case Files for Level I and II Treatment at

Afloat and Ashore Counseling and Assistance Centers, Individual
records of outpatient evaluation, therapy, and other care for drug
abuse/dependency performed by Counseling and Assistance Centers.
Records consist of standard, Federal, and DOD forms approved fo use
in the program by the Chief of Naval Personnel.

4% Drug Abuse Case Files for Level III Treatment at Naval
Alcohol Rehabilitation Centers. Individual records of
multidisciplinary residential therapy for DOD military personnel,
dependents, and retired personnel conducted at Naval Alcohol
Rehabilitation Centers (NARC). Records consist of standard,
Federal, and DOD forms approved for program use by the Chief of
Naval Personnel as well as recommendations for after care.

Pege #7=5~ S Jao

Retire to nearest FRC when 2
years old. Destroy when 7
years old.

Retire to nearest FRC when 3
years old destroy when 10
years old.



ECORD
Delete this SSIC. Refer to SSIC 1040.
SSIC 5360
DEATH AND FUNERAL RECORDS ey
: Sl’nrﬁ af‘f-lfc
. 1. DECEDENT AFFAIRS PROGRAM RECORDS. & Cut off annually. _BeemeSer to AVFZ ¢

9

accumulated and filed by fiscal year at (ﬂuﬂgwwae when 4 years old. Deebeay

(NAVMEDCOM) ; CNO area coordinators; and at naval medlcal when—l&ewﬁnﬁr1ﬂmr—'b;spcv,ﬁcw\/uﬁr
erE Thm 204 .

treatment facilities. Records consist of individual case
files, reports, forms, correspondence, and related records
pertaining to persons for whom DON is responsible.

.2. \DEXfH RECORDS- AWD DEATH CBRTIEICATE§. Copies\df civAlfan/

over§gas death gertiXicakt res fo active dyty Navy d Marjfe
Corps\members, 5 ' FQrds ma ained at the
N& i i rhesYa, \ \

.. 5 J f

b. LD @ . Nop¥ record ples oF ath

certifigates, code £heets, punch cards, etc.

/é,lpa (/47 gﬁ/vm /04_;& 107~ & — S@ e R——
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2. ELECTRONIC DEATH AND FUNERAL RECORDS. Electronic records
containing information about deceased individuals maintained by the
Office of Mortuary Affairs in BUMED, the Naval Medical Information
Management Center, Bureau of Naval Personnel (PERS 66), the Marine
Corps Casualty Office, the Decedent Affairs Office of the Naval
Office of Medical and Dental Affairs, and other activities that
maintain databases of Navy and/or Marine Corps-wide records of
deaths.

a. Electronic Records.

b. Documentation for electronic records.

NOTE: All transfers of data and documentation will be done in
accordance with 36 CFR 1228.

Wi=S5 — S oo

PERMANENT. On an annual
basis transfer copies of all
records that are 5 years or
older to NARA.

PERMANENT . On an annual
basis transfer documentation
for the records 1in 2.a
(above) to NARA.



SSIC 5370

STANDARDS QF CONDUCT RECQRDS

1. STANDARDS OF CONDUCT. Documents relating to procedures to
assure that all personnel fully understand the standards of
conduct and ethics. For example, procedures requiring each
individual to periodically read applicable directives and
receiving training in this subject area and documentatlon of
compliance with these requirements.

SSIC 5371

TANDARD E N AT EMENT RE D

SSIC 5380

ERVICES RECORD

1. RECORDS OF MORALE, WELFARE, AND RECREATION CLUBS,
ASSOCIATIONS, AND FACILITIES AND OTHER PERSONNEL SERVICE
ACTIVITIES FINANCED FROM NON-APPROPRIATED FUNDS

a. n R r f M 1 Welfar Recr ion
Faciliti n h P rvi Activiti B
ncil ratin Non— i Fun Records

include correspondence; minutes of meetings; inspection reports

and other general operating reports; by-laws, charters, or
constitutions; and other related papers.

(1) By-laws, charters, and constitutions.

ITT-5-59

Destroy after the next periodic
application of the procedures,
l year after obsolescence of
the procedure, or on discontin-
uance of the office, whichever
is earlier.

Destroy after the next periodic
application of the procedures,
1 year after obsolescence of
the procedure, or on discontin-
uance of the office, whichever
is earlier.

Destroy 3 years after

supercession or cancellation.
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(2) All Other Navy Records.

(3) Marine Corps Activities.

b. Income Tax Withholding Records.

(1) Exemption certificates.

(2) Statements for personnel and reports of federal
taxes withheld.

,,,,___._.;n——-a-- -

Yk ue ~ oo /}c?’iu.«'r:es
offcral Personael F le
(1) Employee’s histaey—tfteaser—fite comprising—enly
+those-reecords-having—ecentinuving—value,—such-as-employee
questionnaires—eoxr other personnel .-or.employment —information
forms, -reeords—ef—changes—in—pay—status;—and—ether—summnary
employment—recsrda,

(such as —NAVCOMPT-
data as

occupation, wage payments,
when subject to

(2) In earning record cards
736 or other similar recor
individuals’s ess,
nt, social security number,

period

d. Other Civilian Emplovee Records. (Records not covered

in SSIC 5380, par. 1c.)

III-5-60
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Destroy when 3 years old.

Apply SSIC 1746, par. 1.

Destroy 4 years after
supercession or 4 years after
the close of the calendar year
in which individual leaves
activity’s employment,
whichever is earlier.

Destroy when 10 years old.

Petirc 1€cevds UAJ%F SSlic LUl
Place in inactive file whe «

ih g h g P
employm nactive /aSt"
file s) to NPrc/*™M

(CPR) 1 year a
Clearly mark t

separation.
tNon-appro-

will destroy
ter birth date of

Destroy when purpose is served.



e. nci ntin . (See SSIC 7010, par. 1.

2. PERSONAL AFFAIRS AND SERVICES RECORDS FOR MILITARY
PERSONNEL.

3. EMPLOYEE RELATIONS AND SERVICES RECORDS FOR CIVILIAN
PERSONNEL.
records of

4. FUND RAISING CAMPAIGN RECORDS. Correspondence,

receipts, and related records and informational material used
in conducting and controlling campaigns for the collection of
monies for fund-raising drives of charitable, health, welfare
and other similar community or naval organizations.
SSIC 5381
BANKING FACILITIES AND CRED NIQONS RECORD
SSTY 400-54
RGANIZATION, FUNCTION AND AT RECORD
SSIC 5400
ERAL ORGANIZAT FUNCT ND RE
1. ORGANIZATIONAL AND FUNCTIONAL CHARTS, MANUALS, OR OTHER

RECORDS DEPICTING THE INTERNAL ORGANIZATION, RELATIONSHIPS,
FUNCTIONS, AND STATUS OF NAVAL ACTIVITIES AND OFFICES AND
CHANGES

ITI-5-61

)

Apply SSIC 7010, par. 1.
Apply SSIC 1700-1799.

Apply SSIC 12700-12799.

Destroy when 1 year old, or
upon completion of next
equivalent campaign, whichever
is earlier,

Apply appropriate sub-items
from SSICs 1700 and 5380.



a. vy Departmen fi f th ECNAV N
M an hief of Naval P nel. One official copy of each
document originated or approved.

b. helon Two Shor nd Operating For . One

copy of each document originated within the command
headquarters.

c. Other Activities and Offices. One copy of each
document originated within the activity or office. =

{17 —Summary.xrecords—of—organizational-and -functional-

history of actiwviey.
(R )P Fthew-—-rocords-.
d. opies Fil as Su ing Documen her R
e. her ie

2. ORGANIZATION, FUNCTIONS, AND STATUS REFERENCE FILES.

rds

Copies of records documenting the history of the organization,

its primary functions, procedures, essential transactions,
other policy matters. These are maintained for reference.
(See SSIC 5750 for permanent history records.)

ITII-5-62

and

Kol re.
Permanent. Biopese—ef with

activity’s permanent
correspondence files. Offor=to
NARA—I-A—S-year-bleoecks-—when——20
Y © 2 FO—dri+

}erﬁr‘e
Permanent. Dispowe—ef—with

activity’s permament
correspondence files. Offer—to
NARA—+m—S5=year—biltocks—when-20
years—oid.

Apply _appropriate sub=item—from-
SS 8450 —par—i—

File one copy of each with
activity’s general correspon-
dence (program) files. Dispose
of with correspondence files in
accordance with appropriate
functional subject series
throughout this manaul.

NcstHo .
D&ep@sﬂ;aﬁ-w1th related

records.

Destroy when superseded or no
longer needed for reference.

Destroy when no longer needed
for reference or activity is
disestablished.



SSIC 5401

AN T AL NCEPTS AN NCIPLES RECORD

1. INSTRUCTIONS, ORDERS, AND CORRESPONDENCE. Files that
establish concepts and principles for and document delegation
of authority and succession of command chains established

within the DON.

SST 402

FLEGATION ESSION CF A RITY RECORD

1. INSTRUCTIONS, ORDERS, AND CORRESPONDENCE. Files that
establish concepts and prlnciples for and document delegation
of authority and succession of command chains established

within the DON.

a. Th documen whi mman nsibiliti
rdina staffs or nav mmanders for action _and
control.
b. Those documents which establish the chain of succession

a 11 levels.

(1) Offices of the SECNAV, CNO, CMC, Chief of Naval
Personnel, Commanders of Echelon Two Shore Commands, and
Operating Forces.

(2) Other activities and offices

(2)_Gne—copy~

ITI-5-63

g(l"' e Lozl
Permanent. naaaée;;to

when 4 years old. OEeds %o
NARA in 5-year blocks when 20
years old.

Destroy when 4 years old.
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Permanent. TxaRefer tO

appropriate FRC when 4 years
old. Oéﬁegf 0 NARA in 5-year
blocks when"20 years old.

Apply-appropriate Sub=itemfrom
Sse SIS0 —parT3—
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SSIC 5410

DEPARTMENT QF DEFENSE AN RSERVICE RECORD

1. REFERENCE FILES APPLICABLE TO NAVY, DOD, OTHER SERVICES,
AND COULD INCLUDE CIVILIAN AGENCIES OF THE FEDERAL GOVERNMENT.
Examples may include, but are not limited to: Federal
Executive Boards, emergency relocation plans, and administra-
tive and logistic supports.

SSIT 42

ARD MMITTEE NCT AND GROUP RECORD

1. COMMITTEES SPONSORED OR ESTABLISHED BY THE DON

a. Federal Advisory Committees. The Federal Advisory

Committee Act, P.L. 92-463, defines records as the reports,
transcripts, appendices, working papers, drafts, studies,
agenda, or other documents which were made available to or
prepared for or by each advisory committee. Personnel
documentation related to membership on Federal Advisory
Committees (e.g., DD Form 1555s, SF-50 and SF-52, and other
personnel appointment records) are not considered as records
subject to the provisions of the Federal Advisory Committee
Act. Each of these personnel appointment records are subject
to separate dispositon guidance as provided in this Manual.
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File one copy of each with

activity’s general correspon-
dence program files. Dispose
of with correspondence files.

Destroy when superseded,
cancelled, or no longer needed
for reference, whichever is
earlier.

[PCrnran e 1‘7/'.

Subject to section 552, title
5, U.S. Code (the Sunshine
Act}), or P.L. 92-463 requires
that such records be available
for public inspection and
copying at a single location in
the agency to which the
advisory committee reports
until the advisory committee
ceases to exist. Upon

. disestablishment of the

committee, dispose of with the
activity’s permanent . sfe—~
correspondence files. O&fer to
NARA in 5-year blocks when 20
years old.



b. Interagency, Intern i
Committees. Official files of such committees should contain
agenda, minutes, reports, and working papers made available to,
or prepared by or for, the committee.

c. JIntra-Nav ommittees. Official files of such
.committees should contain agenda, minutes, reports and working
papers made available to, or prepared by or for, the committee.

2. PARTICIPATION OF DON MEMBERS ON COMMITTEES NOT SPONSORED OR
ESTABLISHED BY THE DON. Official files of such committee
participation should include a copy of the charter or precept
and document which designates the DON member (s), information
which clearly indicates why representation is necessary, and
complete information concerning Navy participation in such
committees.

3””“MIDDLE“RTLANTIC*-WESTERN‘“&HB‘HAWAIIAN“AREH“JOIN?*COMM%?TEE

- ORGANIZATION AND MANPOWER-RECORDS—Rirectives,—
carrespondence,—reports—studies—and-other._ records—that..
decumentthe Dryarnrizatior—and-manpower programs—and-policies -of
the—-SECNAYV—ENO,—EME—and—Chief-of-Naval—Persen

nel-—and-their—
cemponent offiees—and—staffs—
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Apply

Primary Program Files
General Correspondence
Files relating to the
specific subject matter
involved.

Apply appropriate

disposition instruction for
Files or

Correspondence
relating to the
matter

Primary
General
Files
specific
involved,

Program

subject

Destroy when 2 years old or no
longer needed for reference,
whichever is earlier.

Permanent—-Fransfer-to- WNRC
when—4—years-oldT—0ffer-to--

NARA—in—S=year—locks—when 20 -
y 8a 50kt

appropriate
disposition instruction for



ST 440
PERA F ES RECORD

1. OFFICIAL RECORDS. Files, data of Navy and USMC operating
forces. Chronologies, synopses and pertinent directives
regarding routine peacetime operations as well as periods of

conflict.
SSIC 5441
.T' F_VESSELS RECORD
SSIC 5442
STATUS OF AIRCRAFT RECORDS

1. RECORDS PREPARED UNDER THE AIRCRAFT ACCOUNTING SYSTEM
(OPNAVINST 5442.2)

a. Copies of Aircraft Custody/Status Change Report (OPNAV
5442-1 (MIN: Considered)}

b. Copies of Aircraft Acgounting Audit Report (OPNAV 5442-

6 (MIN: Considered))

. c. 1 f Aircra d "a- PNAV 5442
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Apply SSIC 3503.

Apply SSIC 3503.

Destroy when 6 months old.

Destroy when 6 months old.

Destroy 1 year after aircraft
is transferred from unit
custody or is stricken from the
list of naval aircraft.



SSIC 545
SHORE ESTABLISHMENT RECORDS
REFERENCE FILES CONCERNING MANAGEMENT MATTERS OF COMMANDS AND

ACTIVITIES UNDER THE COMMAND OF THE CNO AND OTHER COMPONENTS OF
THE NAVY DEPARTMENT (SEE ALSO SSIC 5400, PAR. 1lA.)

1. ORGANIZATIONAL AND FUNCTIONAL CHARTS, MANUALS, OR OTHER Destroy when superseded,

RECORDS. Records depicting the internal organization, rela- cancelled, or no longer needed

ships, functions, and status of naval activities and offices for reference, whichever is
. and changes. "earlier.

2. ORGANIZATIONAL BACKGROUND. Records of management of shore Destroy when no longer needed

activities connected with reviewing for establishment or dises-~ for reference.

tablishment of shore activities, or modification, including
modification of manpower levels, both military and civilian.

3. INSPECTION AND AUDIT REPORTS OR REVIEWS OF COMMANDS AND
ACTIVITIES BASED ASHORE

f}DID@‘ﬁ"rvl\ /Jc'-z/'(- e =8 67 a

Destroy when no longer needed
for reference.

I 451
VIATION SHORE ESTABLISHMEN RD
1. ORGANIZATIONAL AND FUNCTIONAL CHARTS, MANUAL OR OTHER Apply appropriate sub-item from
RECORDS DEPICTING THE INTERNAL ORGANIZATION, RELATIONSHIPS, SSIC 5400.
FUNCTIONS AND STATUS OF NAVAL ACTIVITIES AND OFFICES, AND
CHANGES.
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(A
4. INDOCTRINATION AND DEBRIEFING/TERMINATION STATEMENTS FROM NAVY Transfer annually to the

COMBINED SERVICES SUPPORT PROGRAM (CSSP). Department of the Air Force
(Program Executive Agent).

Pog & st — 5 7 e



SSIC 5452

AIR_TRAINING MMANDS RECORD

1. ORGANIZATIONAL AND FUNCTIONAL CHARTS, MANUALS, OR OTHER Destroy when superseded,
RECORDS DEPICTING THE INTERNAL ORGANIZATION, RELATIONSHIPS, cancelled, or no longer needed
FUNCTIONS, AND STATUS OF NAVAL ACTIVITIES AND OFFICES AND for reference, whichever is
CHANGES. {See also SSIC 5400, par. 1lc and 2.) earlier.

SEEE—5460

‘IgE2i&EﬁQﬁﬁfﬁﬂ:ﬁﬂﬁ:ﬁﬁﬁﬁ:ﬁﬁﬁﬁﬁ&é_ APPRFE=8SEc—rd30r.
SSIC 5500-5599

SECURITY RECORDS

SSIC 5500
GENERAL SECURITY RECORD

THESE RECORDS PERTAIN TO SECURITY AND RELATED MATTERS AND ARE
ACCUMULATED THROUGHOUT THE DON.

1. PRIMARY PROGRAM RECORDS. Files, reports, and other records Permanent. Transfer to WNRC
f the Office of the CNO ( ; ) and when 4 years old. Offer to
ffices of Assistant Secretaries of the Navy documenting their NARA when 20 years old.

responsibilities for the d4avelopment, execution, and direction
of plans, policies, programs, and procedures for security
matters, including,personnel, facilities, and industrial
security. 3’ )

1290 miats oty

OFfice At Tlee S,:-r-c-a ok fl 55 s Fec T
Thucgy (ﬂccf"l CE Ml oS cued Séeu~ .‘f?‘ No Fas -
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2. SECURITY OFFICES GENERAL CORRESPONDENCE FILES. Records of Destroy when 2 years old.
activities and offices relating to the operation and admini-

stration of their security functions, including the security of

physical plans and personnel protection, security investiga-

tions, safeguarding of classified and .unclassified matter, and

providing of proper authorization for the movements of military

and civilian personnel, other than material of a continuing

controversial nature and policy making criteria. (Exclude

primary program records covered in SSIC 5500, par. 1.)

3. ACTIVITIES SECURITY GUARD FORCE RECORDS. Correspondence
and related records pertaining to the employment of Marine
Corps security guard forces at activities of the naval shore
establishments, including records relating to strength and
distribution assignments and requirements.

a. Ledger Records Destroy when 3 years old. (SR&-
T Raislar)
Destroy when 2 years old., (&
P -]
4. DUTY OFFICER LOGS OR OFFICER-QF-THE-DAY LOGS. Entrance and
exit logs and building guard and other guard books or records.
(Exclude medical and dental officer-of-the-day logs covered in
SSIC 6010, par.l.)
a. rine r n h rd R rt Book Destroy 1 year after last
. entry.
b. A her L r R T Destroy when 2 years old or 2

years after last entry,
whichever is later.

5. DUTY OFFICER NIGHT ORDER BOOKS Destroy 2 years after book is
filled.
Let re recerds wader

6. MILITARY SECURITY SURVEY AND INSPECTION RECORDS Rppdn SSIC 5522.
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7. SECURITY VIOLATION REPORTS AND RELATED RECORDS OF ALLEGED
SECURITY VIOLATIONS. (Exclude reports supporting continuing

cases or felonies, papers placed in OPF, and records covered in
SSIC 5500, par. B8.)

Destroy 2 years after
completion of final corrective
or disciplinary action. (%8

& #. MISSING, LOST, STOLEN, OR RECOVERED GOVERNMENT PROPERTY

(MSLR) . An operational system which provides the Chief of
PNaval Operations and Naval Investigative Service with
information concerning firearms, explosives, ammunition, and
property which has been reported missing, lost, stolen, or
recovered in the Navy.

SSIC 5510
INFORMATION SECURITY RECORDS
1. RECORDS REQUIRED BY THE DON INFORMATION SECURITY PROGRAM

REGULATION (OPNAVINST 5510.1 SERIES).

SSIC 5511

‘;LASSIFIED MATERIAL CONTROL RECORDS

1. CLASSIFIED DOCUMENT RECEIPT RECORDS. Records of receipt,
transfer, or issuance of classified documents.

2. RECORDS RELATING TO DISCLOSURE RECEIPT OF TOP SECRET
INFORMATION. Registers maintained at control points to
indicate accountability over top secret documents reflecting
the receipt, dispatch, or destruction of the documents.

ITI-5-70

72( *ewn U/J ffga' )7;%7‘«#,4 /e‘

ye&rs—after—case-isgcloseéw
Cffer—tu NARA-20-years—after

C o€ "‘-d‘
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ﬁ\('1 de .{.r_o /
Destroy when 2 years old. (G-
A= Gpmlend-}

Destroy when 2 years old. <&8&&
18-

Destroy 5 years after documents
show on the form are
downgraded, transferred, or
destroyed. (GR@wmisSapgs )



3. RECORDS RELATING TO THE DESTRUCTION OF CLASSIFIED
DOCUMENTS, SUCH AS DESTRUCTION CERTIFICATES.

4. LOGS, REGISTERS, LEDGERS, OR OTHER SIMILAR RECORDS USED AS
INVENTORY OR CONTROL RECORDS OF CLASSIFIED DOCUMENTS.

5. RECORDS RELATING TO CONTROL QF CMS MATERIAL.

SSIC 5512
.‘DENTIFIQ&TIQN (CREDENTIALS, TAGS, PASSES, AND PERMITS) RECQRDS

THESE RECORDS RELATE TO AN INDIVIDUAL’S ACCREDITATION OR
IDENTIFICATICN AND TO THE ISSUANCE OF IDENTIFICATION CARDS,
PERMITS, BADGES, AND PASSES.

1. RECORDS RELATING TO APPLICATIONS FOR AND ISSUANCE OF
PERMANENT IDENTIFICATION BADGES, CARDS, AND PASSES,.

a. Badges and Passes

b. Records of Issuance

2. RECORDS AND CORRESPONDENCE RELATING TO APPLICATIONS FOR AND
ISSUANCE OF TEMPCRARY PERSONNEL BADGES, CARDS, AND PASSES.

a. Records of Admission to Special (Maximum Security)

Areas

b. All Other Records
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Destroy when 2 years old.
18

(SRE-

Destroy when 2 years old. (SRE-
18

Apply SSIC 5219, par. 3b(l).

Destroy 3 months after return

to issuing office. (GR&EFiwder)

Destroy 6 months after new
accountability system is
established or 1 year after
final disposition of each
issuance record is entered in
retention log or similar
record, whichever is earlier.

Destroy when no longer needed.

Destroy 1 year after surrender

of badge, card, or pass.



3. CARDS OR SIMILAR RECORDS USED TO VERIFY IDENTITY OF NEW Destroy when verification is

EMPLOYEES AND REQUESTS OR ORDERS FOR BADGES OR PASSES. accomplished or badge or pass
has been prepared and
delivered.

4. EMPLOYEE PICTURE AND FINGERPRINT FILES USED FOR Destroy 1 year after separation

IDENTIFICATION PURPOSES. of employee.

5. MILITARY DEPENDENTS IDENTIFICATION RECORDS

a. 1i ions for Lif] ion r r T n Destroy when 2 years old.
Rel P rs.
b. Identification Cards or Tags Destroy when superseded or
cancelled.

6. RECORDS RELATING TO VISITS AND TO APPLICATIONS FOR AND
ISSUANCE OF VISITORS PASSES OR VEHICLE ENTRY PERMITS.

a. Records Relating to Admission to Maximum Security Areas Destroy 5 years after final

entry or 5 years after date of
document, whichever is later.
( GRoGBop-8-3 )

b. All her Visi r ission R rd Destroy 2 years after final
: entry or 2 years after date of
document, whichever is later.

{ CRDewiaegadn s )

7. IDENTIFICATION RECORDS OF EMPLOYEES OF PRIVATE FIRMS UNDER

NAVY CONTRACT AND OF CONTRACTOR AND QOTHER EMPLOYEES WORKING

ABOARD THE NAVAL ACTIVITY.

a. i r L R Nam f i ' Destroy 5 years after final
ntra rs Admi d _to Maximum ri Area. entry or 5 years after date of

document, whichever is later.
(CR Bt )
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b. All Other Registers or Logs Destroy 2 years after final
entry or 2 years after date of

document, whichever is later.

(CRSeiupd=R1 ).
8. PROPERTY PASSES. Personal and public property passes and
property pass books.
a. Person Proper P horizin he Removal of Destroy 3 months after
P r r M rial. ' expiration. (GRS~38=33)
. b. vernment or Publi rty P '~ Destroy when property is
returned or inventoried.
9. APPLICATIONS FOR EXCHANGE PERMITS Destroy 2 years after A
application is cancelled.
10. PERSONNEL EFFECTS TAGS. Identification tags for effects Destroy when effects have been
stored. (Exclude copy filed in patient’s clinical record when returned to individual or
used as a signed receipt for clothing returned to a hospital otherwise inventoried.

patient upon discharge.)

11. BAGGAGE TAGS AND HOLD BAGGAGE TAGS. Destroy after delivery of
baggage to destination.

12. BAGGAGE RECORD CARDS. Destroy when 6 months old.

p 13. EMERGENCY MEDICAL TAGS. Medical identification tags. Destroy when 6 months old.

14. RECORDS RELATING TO ACCOUNTABILITY FOR PROPERTY LOST.OR
STOLEN. Files such as building guards’ records of lost and
found property.

a. L atemen R R r n her Similar Destroy when 1 year old. (6R8
Records Relating to Lost and Found Articles. LBl )
b. Ledger Records Reflecting Accountability. Destroy when 3 years old. (&8
1 8ribe)
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15. MOTOR VEHICLE OPERATORS’ PERMITS. Operating permits, such
as U.S. Government Operator’s Permit and Motor Vehicle
Operator’s Permit.

16. BOAT REGISTRY RECORDS. Records of permits or licenses
granted civilians for navigation in waters under the
jurisdiction of a station or command.

SSIC 5513

. DON SECURIT ASST NCE _RECORD

Q. GENERAL CORRESPONDENCE FILES PERTAINING TO THE
ADMINISTRATION OF SECURITY CLASSIFICATIONS.

2. D{‘({(LSS "/(’ Cc‘.%’d’*" é:;,yd’ln & / S-J_('('f/ Z) 7

CAC A G T
¢ c SSIC 5514

CENSORSHIP RECORDS

1. MANUALS, DIRECTIVES, FPLANS, REPORTS, AND CORRESPONDENCE.
Files reflecting policies and procedures developed in the
administration of censorship.

. SSIC 5520

ONNEL SECURITY RECORDS
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Destroy 3 months after
expiration or renewal of
permit. (GRS 11.4a)

Destroy 6 months after permit
lapses.

Destroy when 2 years old. (oRé&-
o] e

Qe strey Wilien Concellted T
S-L'/OC‘PSC'C/cC/'

Destroy when superseded,
obsolete, or no longer needed
for reference or information in
connection with activity’s
mission, whichever is earlier.

Apply SSIC 5500, pars. 1 and 2.



SSIC 5521

NAME CHECK AND PERSQONNEL CLEA ES _RECORD

1. PERSONNEL SECURITY CLEARANCE (CASE) FILES. Official case
files containing all records relating to investigations of
civilian personnel under Executive Order 10450 and prior
orders. (See SSIC 3800, par. 4 for investigation files of
district intelligence offices.)

2. PERSONNEL SECURITY CLEARANCE SUSPENSE OR STATUS FILES.
Qards, lists, or extra copies of clearance requests accumulated
y security offices or units or by other activities as a
suspense or control record of the status of personnel security
clearances or as a record of clearance status of individuals on
board.

a. Case Files.

b. Lists or Rosters

SSIC 5522
INSPECTIONS RECORDS

MILITARY SECURITY SURVEY AND INSPECTION PROGRAM RECORDS.
Survey and reinspection reports conducted to insure adequacy of
protective and preventive measures taken against hazards of
fire, explosion, and accidents and to safeguard information and
facilities against sabotage and unauthorized entry. Include
correspondence and papers relating to military security and
training of security personnel. (Exclude primary program
records covered in SSIC 5500, par. 1.)
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Transfer to FRC 5 years after
date of last action. Destroy
20 years after date of last
action. (GRG-=dufusie3)

Destroy upon transfer or
separation of employee.

Destroy when superseded or
obsolete.

Destroy when 3 years old or
upon discontinuance of
facility, whichever is earlier.

( GRSmpicfeed0 )



SSICC 5527

T ESTI JONS RECQRD
Pl a® ]
1. Q&& INVESTIGATIVE/OPERATIONAL CASE FIL%S. Files include
personnel security data on members of the Forces, DOD
Civilian employees, and contractor employees under the Defense
Industrial Security Program; data on activities threatening the
security, or involving the disruption or subversion, of DOD
military and civilian personnel, functions, activities,
installations, information, communications, equipment, and
upplies; data on investigative activities authorized in
onnection with civil disturbance responsibilities within the
United States, District of Columbia, Commonwealth of Puerto
Rico, and United States territories and possessions.

a. Files Relating to DOD-Affiliated Civilian/Military

Members

(1) Routine Investigations. Personnel security
investigations of a favorable nature and other investigations
of a minor nature. Files include personnel security files on
persons who are considered for affiliation with DOD.

(2) Significant Incidents or Adverse Actions.
Personnel security investigations resulting in an adverse
ersonnel action or court-martial or other investigations of a
é_gnificant nature which result in widespread public or
vngressional interest.

(3) Criminal Investigation Reports and Counterintelli-

gence Reports of a Non-Significant Nature. Reports of felony
or similar type offenses and security violations.
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Destroy 15 years after the date
of last action.

Destroy 25 years after the date
of last action. {Those files
determined to be of historical
value may be offered to NARA
after 15 years.)

Destroy 25 years after the date
of the latest action. (Those ’
files determined to be of
historical value may be offered
to NARA after 25 years.)



(4) Major Investigations. Investigations of espionage Permanent. Retain on board.

and sabotage or other major investigations of a counterintelli- Offer to NARA 25 years after
gence, intelligence or security nature. the date of the last action.
b. Eiles Relatin o Non-DOD Affiliated itizens

Organizations or Foreign Nationals

(1) Activities or events posing one of the following
types of continuing threats to DOD military and civilian
personnel and defense activities and installations: demon-
strated hostility--activities in which an actual example of

iolent or criminal hostility has been carried out within the
‘Jrevious years; threatened hostility--activities which during
the previous year have explicitly threatened DOD functions;
potential hostility--activities with continuing hostile nature
in the vicinity of DOD installations or its function; dissident
activities—--activities during the previous year which involved
actively encouraging violation of law, disobedience of lawful
order or regulation, or disruption of military activities.

(a) Information which falls in the above categories Destroy not later than 1 year
that is originated by, and recelved or acquired from, agencies after acquisition unless
outside the DOD. validated for retention for

another year when it is

determined during the annual

verification review by the

Secretaries of the Military

Departments that a continued
. threat exists.
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(b) Files or other documents created within DOD
which contain significant analytical comments, value
judgements, or recommendations pertaining to information
received or acquired from agencies outside the DOD.

. (2) Activities or events not posing a continuing

hreat. Information originated by, and received or acquired
from, agencies outside the DOD during the course of routine
investigative or liaison activity which after receipt is
subsequently determined to fall outside the area of interest of
the DOD, or which is determined not to pose a threat to DOD
personnel, property, or functions and no DOD file is created or
DOD information generated.

(3) Special investigations/operations. Files or other
documentation originated by DOD components pertaining to those
activities of non-DOD affiliated organizations/individuals
which potentially or actually threaten DOD functions, property,
or personnel and files or other documentation relating to
Defense Investigative Review Council (DIRC} approved measures
to quell or counter these activities.

{4) Organizations/individuals servicing DOD
installations. Investigative information on organizations/
individuals providing commercial services, engaged in
contracts, or otherwise engaged in contracts or business
enterprises on DOD installations.

(a} If the contract is in dispute.

{b}) All other cases.
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Retain on board for a period
not to exceed 1 year after
acquisition unless validated on
an annual basis for continued
retention. When DOD originated
information is not validated
for continued retention, these
files will be offered to NARA
for a determination of their
historical wvalue.

Destroy immediately after an
evaluation determines a threat
does not exist or not later
than 890 days following
acquisition, whichever is
earlier.

Permanent. Retain on board.
Offer to NARA 25 years after
the date of the last action.

Destroy 1 year after final
payment or other settlement.

Destroy 1 year after the
service is discontinued.



{5) Requests for DOD personnel to attend or officiate
at meetings, ceremonies, etc., as representatives of DOD.
Information concerning the organization/individual making the
request, the nature of the event, and any other details
describing the occasion.

¥

(6) One-time requests for admittance to installations
(speakers, bands, drill teams, tours, etc.). Information
concerning the organization/individual requesting admittance to
the installation.

. (7) Inquiries from members of the public to DOD for
information relating to DOD functions or units, unit insignias,
signatures, or photos of senior commanders, etc. Information

concerning the collectors of such items.

{8) Unsubstantiated reports to DOD components from
members of the public alleging imminent invasion, plots and
similar events of a delusional nature, and assorted “crank"
letters. Information concerning the organization/individual
providing such details.

(9) Information collected on non-DOD affiliated
civilians incident to the personnel security investigation of
an affiliated member.

MClg
(10) Agent applicants for position with N¥3.,
Information concerning applicants.
‘I' MOV
(a) Applicants not accepted by N¥S.

{(b) Applicants who declined to accept employment
with N&&. AT T

{11) Foreign Nationals. Investigations involving
marriage between DON personnel and foreign nationals.

(a) Investigations containing significant
derogatory material.
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Destroy no later than 1 year
after the event.

Destroy no later than 1 year
after the event,

Destroy when 1 year old or no
longer determined pertinent by
an annual review, whichever is
earlier.

Destroy when 1 year old or no
longer determined pertinent by

an annual review, whichever is
earlier.

Apply SSIC 5520, par. 1.

Destroy when 5 years old.

Destroy when 1 year old.

Destroy when 25 years old.



(b) All other cases. Destroy when 1 year old.

2. CIVIL DISTURBANCE FILES. The Attorney General is the chief
civilian officer in charge of coordinating all federal
government activities relating to civil disturbances. Upon
specific prior authorization of the Secretary of Defense or
his designees, information may be acquired which is essential
to meet operational requirements flowing from the mission
assigned to DOD to assist civil authorities in dealing with
civil disturbances. Such authorization will only be granted
when there is a distinct threat of civil disturbance exceeding
he law enforcement capabilities of state and local
uthorities.

a. Open Source Listing of Federal, State, and Local Destroy when superseded,
Officials. Listings of those who have official responsi- obsolete, or no longer needed,
bilities related to control of disturbances which are obtained whichever is earlier.

prior to commitment of federal troops and routinely maintained
for planning purposes.

b. Open Source Physical Data on Vital Public or Private Destroy when superseded,
Installations, Faciliti Hi and Utilities. Data which obsolete, or no longer needed,
may be necessary to carry out missions assigned are obtained whichever is earlier.

prior to commitment of federal troops and routinely maintained
for planning purposes.

c. Data Which Pertains to FEarly Warnings ¢of Incidents, Destroy 60 days after
otential Threats, and Situation Estimates. Data obtained from termination of the specific
‘Iiederal, state or local investigative or law enforcement situation or incident.
agencies (which is duplicative of files maintained by the
originating agency) prior to commitment of federal troops and

subjected to evaluation to determine pertinency with no DOD
file being created or no DOD information generated.
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d. Data Collected or Developed by DQOD Components During a
i

Period When Field Acquisition, Reporting, or Processing
Activities have been Specifically Authorized by the Secretary
of Defense. Data includes unconfirmed, fragmentary, routine,
or transitory material not included as background data in SSIC
5527, par. 2c.

e. Docum s P Military Departmen ffs

n Headguarters r Ta r Elements. Those which are
engaged in quelling a civil disturbance, including background
data, after action reports, and historical summaries. Such
after action reports and historical summaries will avoid
references to non-affiliated persons and organizations to the
greatest extent possible.

YR
AL T,

3. -N$8® INVESTIGATIONS OF SPECIAL ACTIVITIES

a. Protective Services. Protective details of

distinguished persons. Reports and related material pertaining

to protection of distinguished persons.
(1) Threat or attempted threat materializes.

(2) All other cases.

b. Technical Inspections and Surveys. Inspections to

determine the efficiency of security measures and surveys to
determine the measures necessary to protect a command,

installation, or site from penetration for purpose of technical

surveillance.

c. Special Inquirijes. Information within this category

pertains to matters of unique interest to the DON requiring the
application of special investigative techniques or handling, or

is not specifically covered by any of the above subcategories
(because of infrequent occurrence or for other reasons).
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Destroy 60 days after

termination
disturbance.

Permanent.
years after

of the civil

Offer to NARA 25
the situation or

event terminates.

Destroy when
Destroy when

Destroy when

Destroy when

25 years old.
5 years old.

5 years old.

1 year old.



d. Topical Fil Ti nder Nam f Shi rs i .
Files contain investigations when a logical suspect is not
developed. If a logical suspect is developed within 5 years of
the initiation data for any of these investigations, the
investigative reports are pulled from the topical file and
retained with the pertinent name dossier. After 5 years, the
remaining topical file material is of no substantive value for
investigative, historical, or other research; is other agency
originated documents; and/or is the type mentioned in SSIC
5527, pars. 3a, b, and c.

e. Reciprocal Investigative Files. Requests from other

federal agencies (FBI, State, etc.) for investigative
assistance in areas abroad where NIS investigative resources
are located.

(1) The basis for the request is a counterintelligence
or criminal matter regarding individuals or organizations under
the investigative jurisdiction of the requesting agency.

(2) The basis for the request is a non-criminal or
counterintelligence personnel security matter regarding DOD
affiliated or non-DOD affiliated individuals.

RTINS

f. Operations R . Reports used to initiate,
control, and report matters involving both counterintelligence
and criminal intelligence operations and activities. Also,
reports used to report incidental information impacting on the
security or discipline of commands or of interest to other law
enforcement/intelligence elements. (See also S5SIC 5527, par.
1b)

(1) Early destruction required.

(2) Permanent retention authorized.

(3) Other cases.
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Destroy when 5 years old.

Apply appropriate sub-item from
5527.

Destroy when 1 year old.

Apply SSIC 5527, pars. 1b{(l)-
(2) and (4)-(11).

Apply SSIC 5527, par. 1b(3).

Destroy when 25 years old.



SSIC 5528
ECUR AT RECORD

1. GENERAL CORRESPONDENCE FILES. Files pertaining to security
education. (See SSIC 2200 for policy files.)

SSIC 5529

LEARANCE ADJUDICATIONS RE

SSIC 5530

PHYSICAL SECURITY RECORDS

1. RECORDS RELATING TO THE ISSUANCE OF AND ACCOUNTABILITY FOR
KEYS.

a. Maximum Security Areas.

b. ©Other Areas.

2. CARDS RECORDS, LISTS, FORMS, OR OTHER RECORDS OQF
INDIVIDUALS KNOWING SAFE OR PADLOCK COMBINATIONS AND OTHER
SIMILAR DATA USED TO CONTROL ACCESS TO CABINETS OR OTHER

CONTAINERS OF CLASSIFIED MATERIAL.
3. RECORDS RELATING TO ADMISSIONS TO SECURITY AREAS.

a. R T latin ission ia Maximum
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Destroy when 2 years old.

Restrey wihen Emp A‘yee /
Permanent. Prenefer -to—iMIRC
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Destroy 3 years after turn-in
of key. (cRSm=giin)

Destroy 6 months after turn-in
of key. (Ghdbwisibeisilh)

Destroy 1 month after
superseded or cancelled by new
form or new lists or by turn-in

of container. (GifeiagegYy

Destroy 5 years after final
entry or 5 years after date of
document, whichever is later.

( EPRiirl-8-)
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b. Records and Authorizations Relating to Admission to Destroy 2 years after

lassifi File n her i authorization expires. (6R&
o)

SSIC 5531

INDUSTRIAL SECURITY RECORDS

THIS SERIES COVERS INDUSTRIAL SECURITY RECORDS ACCUMULATED BY
ALL NAVAL ACTIVITIES AND OFFICES, EXCEPT FOR PERMANENT RECORDS
‘ AINTAINED AT THE DEPARTMENTAL LEVEL BY THE NAVAL FACILITIES
GINEERING COMMAND (NAVY DEPARTMENT) AND OFFICE OF THE
ASSISTANT SECRETARY OF THE NAVY (M&RA). ADDITIONAL SECURITY
RECORDS, SUCH AS CENTRAL INDEX FILES OF ALL INDUSTRIAL
PERSONNEL AND FACILITIES SECURITY CLEARANCES MAINTAINED BY THE
INDUSTRIAL SECURITY BOARD OF THE DOD ARE PERMANENT RECORDS.

1. REQUESTS FOR PROPOSALS AND PROPOSED OR BID INVITATIONS
a. Contract File in contract file.

b. No Contract Destroy 6 months after recovery
or 6 months after recovery or 6
months after date that
disposition of classified
matter has been accomplished.

Q- SECURITY REQUIREMENTS CHECK LISTS. Copies maintained by File in contract file.
ontracting offices.
3. RECORDS OF DESTRUCTION. Records such as classified matter Destroy when 2 years old.
destruction reports or declassification of classified records
furnished private individuals or facilities. (See also SSIC
5511.)
4. REPORTS OF SURVEYS OF SUBCONTRACTORS, LOCATED IN OTHER File in contract file.

AREAS, PREPARED UPON REQUEST OF LOCAL CONTRACTORS.
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SSIC 5532
E I E D

1. CENTRAL INDEX FILE (CIF) CARDS. Facility records of
industrial facilities security clearances. (Duplicated in
retained central index file of the Industrial Security Board,
DOD.)

2. CARD RECORDS OF FACILITY CLEARANCE STATUS. Files
indicating security clearance required for access to the
acility.

3. FACILITY CLEARANCE STATUS REPORTS (LISTS) OF SUB-
CONTRACTORS. These are furnished to prime contractors upon
request.

4. FACILITY CLEARANCE CASE FILES. Records of facilities
having security clearances, consisting of copies of facility
security clearance surveys, security agreements, letters of
consent, letters of notification of facility security
clearance, and other similar and related papers.

a. Case Files. Files include security clearances admini-

stratively terminated in accordance with par. 2-110.0 of the
Armed Forces Industrial Security Regulations (AFISR) or
withdrawn or revoked in accordance with par. 2-111 of AFISR.
(See SSIC 5532, par. 4b for special handling of letters
consent.)

b. Letters of Consent.

(1) When letters of consent cover interim clearances,.
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Destroy 6 months after
superseded or termination of
facility.

Petacsm on Beord. De‘sv‘-ray
-Rosmarent. Twemefor to=PRe

upon disestablishment y—eefee o 7L
to EH:W*MEP o< ﬁb't{gl
trarefey .

Destroy when 6 months old.

Destroy 3 years after clearance
is terminated, withdrawn or
revoked.

Destroy when final clearance is
issued.



(2) In case of death or termination of employment or
security clearance. (See also SSIC 5521, par. 2.)

5. INDUSTRIAL DEFENSE SURVEY RECORDS. Industrial defense
surveys and check lists and other survey and resurvey reports
and related correspondence and other papers concerning the DOD
Industrial Security Program for physical protection of and
national facilities assigned to the cognizance of the Navy and
national and departmental reserve plants under Navy security
cognizance. (Exclude primary program records maintained by the
Assistance Secretary of the Navy (M&RA) and the Naval :
Facilities Engineering Command, Navy Department. Master files
are retained by the Assistanct Secretary of Defense.)

6. INDUSTRIAL SECURITY INSPECTION CHECKLIST FOR CONTRACTORS'
FACILITIES. Form is completed by the Departments of the Navy,
Army, and Air Force for facilities under their cognizance and
the cognizant security office maintains official permanent
files.

7. VISIT RECORDS.
other papers.

Visit request cards, correspondence, and

SSIC 5540

. ERCE AND TRAVEL RE

1. SECURITY POLICY AND TRAVEL BUDGET FILES.
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Remove letter of consent from
the case file and destroy

immediately after the CIF card
has been forwarded to the CIF.

Destroy 2 years after
superseded or 1 year after
facility has been deleted from
key facility list, whichever is
earlier.

Destroy when superseded.

Apply appropriate sub-item from

SSIC 5512, par. 6.

Destroy when 2 years old.



SSIC 5560
TRAFFIC CONTROL AND_ PARKING RECORD
1. RECORDS RELATING TO APPLICATIONS FOR AND ISSUANCE OF CAR
PARKING PERMITS.

2. RECORDS RELATING TO APPLICATIONS FOR ISSUANCE OF TEMPORARY
VEHICULAR PASSES

®

bh. All Other Cases.

S ial Security Ar .

3. RECORDS RELATING TO THE ISSUANCE OF AUTOMOBILE PLATES.

SSIC 5570

SAFEGUARDING UNCLASSIFIED MATTER RE D

1. RECORD ACCESS FILES. Documents received or prepared by an
office that show name, grade, and other identification of
individuals authorized access to official records, particularly
assified material. Included are requests for access and the
provals, rosters of individuals authorized access, and
similar documents.

2. SECURITY CONTAINER RECORD FILES. Forms placed on safes,

cabinets, or vaults containing security or classified documents
and used as a record of entry into the containers.

a. Forms Involving an Investigation
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Destroy 3 months after permit
lapses or returned to issuing
office.

Destroy 5 years after final
entry.

Destroy 1 year after pass is
surrendered.

Destroy 5 months after plates
are returned.

Destroy on supersession or
obsolescence of the autho-
rization document or on
transfer, separation, or relief
of the individual concerned,
whichever is earlier.

Destroy after completion of
investigation.



b. Other Files. Destroy 1 day following the
last entry on the form.

3. SECURITY CONTAINER INFORMATION FILES. Up-to-date records Destroy when superseded.
of all office safe and padlock combinations, together with

other information necessary to identify and locate the safes or

containers and the individuals having knowledge of the

combinations.
SSIC 5580
AW ENFORCEMENT RECORD
1. INCIDENT/COMPLAINT REPORTS. OPNAV Form 5527 and all other Destroy when 2 years old or as
OPNAV Form 5527/Series reports. otherwise indicated. Apply
SSIC 5500.
2. SECURITY DEPARTMENTS OPERATIONAL/ADMINISTRATIVE RECORDS AND Destroy when 2 years o0ld es-as
REPORTS . : Trrt :
SESFE—E 002,
3. COMMAND MISSING, LOST, STOLEN OR RECOVERED GOVERNMENT Destroy when 3 years old or as
PROPERTY REPORTS. otherwise indicated.
SSIC 5585
, ILITARY WORKING DOG LAW _EN EMENT AND PHYSICAL SECURITY
UNCTIONS) RECORDS
1. DOG HISTORIES. Includes quarterly reports, training Retain on board until death of
records, utilization, and so forth. the dog at which time records

are transferred to program
manager (NISCOM) for
disposition.
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2. VETERINARY RECORDS. Includes autopsy reports, DD Form

1834, and death certificates upon the demise of the animal.

3. NARCOTICS TRAINING AIDS

Q. TRAINING SCHOOL QUOTA REQUESTS

III-5~-89

Retain on board until death of
the dog at which time records
are transferred to the DOD Dog
Center, Lackland Air Force
Base, San Antonio, TX.

Destroy when 2 years old or
until disposed of in accordance
with Drug Enforcement Admini-
stration regulations and guide-
lines.

Destroy in 1 year or after
entered in the Navy Integrated
Training Resources and Admini-
stration Subsystem.



SSIC 5600-5699

RA BLICATION NTIN DUPLICATIN ND
REPRODUCTION RECQRDS

THE RECORDS IN THIS (5600-5699) SERIES ARE RELATED TO GENERAL
MICROGRAPHIC PUBLICATIONS, PRINTING, DUPLICATING, AND DISTRI-
BUTION RECORDS AND INCLUDE PREPARATION, PRODUCTION, PROCURE-
MENT, DISTRIBUTION, COMPUTER OUTPUT TO MICROFORM (COM), CAMERA
OUTPUT TO MICROFORM, AND EQUIPMENT RECORDS. THE RECORDS
PERTAIN TO PUBLICATIONS AND PUBLISHING AND PRINTING MATTERS,
"INCLUDING THE PREPARATION, PRODUCTION, PROCUREMENT, AND DISTRI-
BUTION OF PUBLICATIONS, FORMS, AND OTHER PRINTED MATERIALS AND
PRODUCTS, AND MATERIALS PRODUCED BY OR FROM THE PROCESSES OF
REPRODUCTION. THEY ARE ACCUMULATED BY THE DIRECTOR, NPPS,
WASHINGTON, DC; BY OTHER NAVY AND MARINE CORPS DEPARTMENTAL AND
FIELD PUBLICATIONS AND PRINTING ACTIVITIES (INCLUDING NPPS
DIVISIONS, OFFICES AND THEIR BRANCH OFFICES; BY ACTIVITIES OR
ORGANIZATIONAL UNITS PERFORMING PRINTING, PUBLICATIONS, AND/OR
DUPLICATING FUNCTIONS; AND BY ACTIVITIES AND OFFICES PERFORMING
REPRODUCTION AND MICROPUBLISHING FUNCTIONS); AND BY ACTIVITIES
PREPARING PUBLICATIONS.

SSIC 5600

EN L MICROGRAPHICS PUBLI N INTIN DUPL TIN AND
R TION RECORD
Exemmy. RACRLA BT ‘

1. PREGAMRAY=PROGRAM-RECORDS. Files and other records of the
Director, NPPS, Washington, DC, and other departmental offices
having assigned overall publications and printing or other
reproduction program responsibilities, and that document the
development, establishment, and execution of overall plans,
policies, programs, and procedures pertaining to publications,
printing, and other reproduction matters and to the operations
of NPPS.
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Revrmenont. Tremeder to WNRC
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MARA when 20" years old.
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2. GENERAL CORRESPONDENCE FILES OF PUBLICATIONS AND PRINTING
SERVICE OFFICES AND OF ACTIVITIES AND OFFICES AND OTHER
OPERATING UNITS CONCERNED WITH PUBLICATIONS, PRINTING, AND
RELATED MATTERS. Correspondence, reports, and other records of
the organizational unit relating to its internal operation and
administration, including production planning and scheduling,
processing, procurement, and distribution functions. Include
reports not specifically covered elsewhere in this series.
{(Exclude primary program records covered in SSIC 5600, par. 1.)

3. REPORTS TO THE JOINT COMMITTEE ON PRINTING (JCP), CONGRESS
OF THE UNITED STATES. These reports (JCP Report Form 1-7) are
required by Congress to be submitted periodically and relate to
printing plant operations and inventories. These reports
include production data, cost of operation data, commercial
printing data, power collator acquisition data, map and chart
production data, plant equipment inventories, stored equip-
ment inventories, and excess equipment.

a. a f Each r ined Dir r
NPP Washington, DC

b. Navy Activity Copies

c. Marine Corps Activitfy Copies

4. PUBLICATIONS FILES. Master files of naval publications
maintained by printing plants or other production units and/or
by issuing activity--one copy of each publication, poster,
chart, regulation, directive, booklet, speech, form, press
release, and similar material. (This item does not cover
copies and related program material retained in originating
office.)
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Destroy when 2 years old or no
longer part of on-going multi-
vear hardware procurements,

whichever is later. (GROSSSws)

Desfrey WOue, N leviger—
Rs-maneaéq Transfersrmo—RRL

Destroy when 3 years old or no
longer required for reference,
whichever is later.

Destroy when 5 years old.
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5. REFERENCE FILES OF PUBLICATIONS

6. EXCESS TECHNICAL PUBLICATIONS BINDERS SUITABLE FOR REISSUE

a. Aviation Technical Publications Binders

b. QOther Binders

SSIC 5602

PREPARATION RECORDS

1. SOURCE FILES OF ARTICLES, STORIES, AND OTHER MATERIALS.
Records submitted for official naval publications and related
correspondence and papers.

a. "Unplaceable" (Reijected or Unused) Magazine Articles,

ri E

b. her Source Files.
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Destroy when obsolete,
cancelled, or no longer needed
for reference. (Return current
and usable publications no
longer needed to appropriate
Cog I stocking segment of the
Navy Supply System.) {(O%ie
asids)

Forward to Naval Air Technical
Services Facility (NATSF)
Philadelphia, PA.

Forward to appropriate Cog I
stocking segment of the Navy
Supply System.

Return to author whenever
possible. When not returnable,
destroy 1 year after story or
article has been rejected.

Destroy when 1 year old or
material is no longer needed,
whichever is earlier.



2. PUBLICATION REPRODUCIBLES OR COPY MATERIAL. Original art Destroy when publication is

work, charts or graphics, negatives, and other reproducibles superseded or obsolete, or it
such as manuscript copies of publications or other printed has been detemined that art
material. (See also SSIC 5603, par. 3.) work, negatives, or other

material or reproducibles are
no longer usable or needed for
further reproductions.

3. BACKGROUND MATERIAL, DRAFTS, AND OTHER PAPERS USED IN Destroy when publication is
DEVELOPING AND PREPARING PUBLICATIONS. completed and published or
: purpose is served, whichever

. ' is earlier.

SSIC 5603
PRODUCTION RECQRDS
1. PRINTING CFFICE SUPERINTENDENTS (OR OTHER SIMILAR OFFICES) Destroy when 2 years old. (S
CORRESPONDENCE FILES AND RELATED PAPERS PERTAINING TO Iogepip.)
PRODUCTION AND RELATED MATTERS.
2. LOGS, REGISTERS, OR OTHER CONTROL RECORDS OF INCOMING JOBS Destroy 1 year after close of
OR WORK REQUISITION. fiscal year in which compiled

or 1 year after filing of
register, whichever is earlier.
( GRSy )

. 3. JOB JACKET (CASE OR PROJECT) FILES. Papers accumulated by
publications and printing service offices or similar activities
for each printing, binding, or reproduction job. Files consist
of such papers as copies of job requests or orders, material
withdrawal requisitions, pricing schedules, job cost reports,
samples of jobs produced, receipts for completed work, specifi-
cations, and other related papers. (See also SSIC 5602,

par. 2.)

a. Marin r Activiti Destroy 1 year after completion
of the job.
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b. Navy Activiti

4. DELIVERY UNIT COPIES OF SIGNED RECEIPTS FOR COMPLETED WORK
S. PRODUCTION PLANNING AND SCHEDULING RECORDS

a. Prod ion ntr r ing R rds. Control
stubs, tickets, or other local forms used as job status records
or for posting to pricing schedules.

b. Pr ion R r r R rds. Files relating to
work production breakdowns, such as estimated number of units
of productions per job in each cost process. Files include
planning copies of requisitions.

6. PRODUCTION COST RECORDS AND REPORTS

a. Time Reports. Daily military musters, daily time
reports, and other similar records (prepared daily by each
employee); summary time reports; and overtime reports.

(1) Summary and overtime reports
(2) Daily reports
b. Work-in-Proces nventorie Tabulated or other
listings of work-in-process at end of the month and requisi-
tion check lists.
c. Cost Reports. Monthly labor cost reports, reports of
accrued annual salaries and wages, monthly recapitulation work

sheets and reports, and other similar labor or material summary
cost reports, records of units produced and billed.
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Destroy when publication is
superseded or obsolete and no

longer required for

reference.

Destroy when 6 months old.

Destroy when 3 months old.

Destroy when 6 months old.

Destroy when 1 year
Destroy when 1 year

Destroy when 1 year

Destroy when 1 year

old.
old,

old.

old.



d. Statistical Data. Tabulated listings and work papers
(such as job cost reports, social security retirement costs,
travel requests, etc.) used for compiling data for periodic
financial and cost statements and for estimated cash budget

reports.

7. PRODUCTION INVENTORY AND SUPPLY RECORDS. Records relating
to printing or other reproduction supplies and equipment of
printing offices, such as material inventory control and usage
records (issue and receipt cards or other similar records of
paper and other supplies, equipment, and repair parts received
and issued); copies of withdrawal requisitions used to post
issue and receipt cards; periodic inventory reports; and copies
of requisitions, including partial receiving reports and copies
of loading reports.

8. INDUSTRIAL ACTIVITIES FINANCIAL STATEMENTS OR REPORTS OF
NPPS

a. varterly Estimated sh Budgets.
b. FEinancial and Cost Statements. Statements submitted by

publications and printing service industrial-type activities to
the Navy Comptroller and/or other higher authorities, and
annual operating budgets.

c. Accounting Registers. Registers used to record and

accumulate financial and cost data on a monthly basis for
posting to the general and subsidiary ledger: cash receipts
and disbursement registers’ materials on order registers,
accounts receivable and payable registers, labor and material
distribution registers, journal vouchers, and other similar
registers.

d. Gen n idi I rs.

9. OTHER FINANCIAL MANAGEMENT RECORDS
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Destroy when 1 year old.

Destroy when 1 year old.

Destroy when 1 year old.

Apply SSIC 7630.

Destroy when 4 years old.

Apply SSIC 7640.

Apply appropriate 7000 series
SSICs.



SSIC 5604
P MEN ECORD

1. REQUISITIONS, PURCHASE REQUESTS, AND OTHER SIMILAR
REQUISITION OR PROCUREMENT DOCUMENTS.

2. OTHER SUPPLY AND PROCUREMENT RECORDS.

SSIC 5605

DISTRIBUTION RECORDS

1. FORMS INDICATING THE ISSUANCE, RECEIPT, AND DELIVERY OF
PUBLICATIONS BY DIVISIONS OF SUPPLY CENTERS AND OTHER OFFICES

2. PUBLICATIONS AND FORMS REQUISITIONS AND SHIPPING ORDER
FILES. Copies of requisitions, shipping orders, transfer
requests, and related papers accumulated by publications supply
activities and by activities and offices requisitioning
publications and forms from stock.

3. DISTRIBUTION LISTS.
4. INDEXES, CHECK LISTS, AND OTHER RECORDS OF CURRENT
PUBLICATIONS.

5. RECORDS RELATING TO DISTRIBUTION OF CODE 4 PUBLICATIONS IN
THE NAVY SUPPLY SYSTEM.
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See Defense Acguisition
Regulations (DAR).

Apply appropriate sub-item from
SSIC 4000.

Destroy when 1 year old.

Destroy when 6 months old.

Apply SSIC 5900, par. 5.

Destroy when superseded,
obsolete, or purpose is served,
whichever is earlier.

Apply appropriate sub-item from
SSIC 5070.



SSIC _5700-5799

EXTERNAL AND INTERNAL RELATIONS RECORDS

THE RECORDS DESCRIBED IN THIS (5700-5799)
PUBLIC, LEGISLATIVE, AND EXECUTIVE RELATIONS, LIAISON AND
PROGRAMS, TO NAVY’S PARTICIPATION IN POLITICAL MILITARY
AFFAIRS, AND TO HISTORICAL MATTERS. THEY INCLUDE RECORDS
ACCUMULATED IN CONNECTION WITH INTERNATIONAL RELATIONS, PUBLIC
RELATIONS (INCLUDING INFORMATIONAL SERVICES), COMMUNITY
RELATIONS AND MEDIA RELATIONS. THEY ALSO ARE ACCUMULATED IN
CONNECTION WITH THE CONDUCT OF OUR RELATIONS WITH EXTERNAL
(PRIVATE) ORGANIZATIONS,

SSIC 5700

NERAL EXTERN AND INTERN LATIONS RE DS

1. PRIMARY PROGRAM RECORDS

a. Files an her R r f th ENAY hief of
Information, Chief of Legislative Affairs, and the Office of
the CNO. Records document the development and execution of
plans, policies, programs, and procedures regarding external
relations of the Navy Department including international
affairs, public relations, and congressional and legislative

matters.
b. Files of th her r ur
Offices. Records document the overall accomplishment of

assigned external relations program responsibilities and are
not duplicated or essentially documented in the files covered
in SSIC 5700, par. la.

c. Files of CNO Area Coordinators, Fleet Commands, and
QOther Maijor Shore-Based Commands. Records document policy

decisions or other unusually significant or important local
transactions of a highycontroversial nature.
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SERIES ARE RELATED TO

Z’ Yrr €
Permanent. Temrsfer to WNRC or
other authorized storage area
when 4 years old or files
become inactive. Oé€ear to NARA
when 20 years old./ & #sfe~

PPetire
Permanent. Transfer to WNRC
when 4 years old or files
become inactive. @&&fer to NARA
when 20 years old., 7" ®sic~

Letrre
Permanent. Tranefer to/1Carcgl
appropriate FRC when 4 years
old. ¢Of€er to NARA when 20
years old.
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2. GENERAL CORRESPONDENCE FILES. Files relate to the routine Destroy when 2 years old.
internal operation and administration of activities and offices
performing external relations functions.

EEFCwSdl)
INTERNATIONAL RELATION S
1. GENERAL CORRESPONDENCE FILES. Apply S5IC 5700, par. 1.
.2. NAVY ATTACHE. RECORDS,
a. Primary Program Records. Files and other records
documenting the development and execution of plans, policies,
programs, decisions, and proc¢eduyures and the performance of
essential transactions of the offitce. Records reflecting the
organizational history of the office.
(1) Records the resident attache determines _aré Permanent. Retain on board.
required for continuity or general research purpages. Offer to NARA when 20 years old
or no longer required for
continuity or general research,
whichever is later.
(2) All other recorgs~. Permanent. Transfer to WNRC
en 3 years old. Offer to
. NARA™when 20 years old.
b. File Cogies of Reports. Destroy whe years old.
c. Ewvaluation Slips. Destroy when 1 year~ald.
SSIC 5711
STANDARDIZATION PROGRAMS AN REEMENTS RECORD Apply SSICs 5700 and 5710.
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SSIC 5720

EXTERNAL PUBLIC AFFAIR N

RECQRDS

1. GENERAL CORRESPONDENCE FILES. Files include reports of
activities and offices pertaining to external relations or
information matters, guests cruises, community relations or
media relations, public affairs guidance, and reserve programs.

ING FREEDOM OF INFORMATION

(Exclude primary program records covered in SSIC 5700, par. 1l.)
a. CNO Area Coordinators’ Records.
b. Other Records.
2. INFORMATION RELEASES. Press releases, publications,
transcripts of press conferences, official speeches, or other

presentations, including graphics or exhibits, television or
radio scripts, and other formally presented publicity or
informational material.

a. M r Fil f nfor n, Washinp n
DC. (One copy of each document, together with related index.)
b. Master Files of Other Officially Designated Public

Information Offices. One copy of each formally released
document that is not forwarded to or duplicated in the files of
the Chief of Information, Navy Department, or other higher
authority. Include any related index records. (Exclude’
publicity material that is important or useful in documenting
the history of the organization and that relates to especially
significant or historically noteworthry events which should be
handled as provided in SSIC 5720, pars. 1 and 3.

c. Copies of Press Releases, Speeches, Presentations,
Exhibits, Communigques, and Other Public Relations Material.

III-5-99

Destroy when 4 years old.

Destroy when 2 years old.

T
l?c'f'n'"t‘
Permanent. Transfex. to WNRC
when 4 years old. Offer to
NARA when 20 years old.

Destroy when 4 years old or
when no longer needed.



(1) Related indexes, check lists, or bibliographies.

Erxelude—those—covered—in-5836-5400—parr—r2a)

(2) All other files.

3. PUBLIC RELATIONS SERVICES PROJECT (CASE) FILES.
Correspondence, background material, and other papers.

(Exclude master files of formal information releases covered in
SSIC 5720, par. 2.)

4. ARMED FORCES DAY RECORDS. Correspondence and other records
relating to the local observance of Armed Forces Day.

5. REQUESTS FOR INFORMATION. Routine requests for
information, material, or data of a nature that requires no
special investigation, no special compilation or research, and
involves no policy decisions and no administrative action.

a. f i N ving n
P Decision r ™M roversial r n
Unusually Important Transactions.

b. All Qther Reguests.

6., ANONYMOUS LETTERS, LETTERS OF COMPLAINT OR CRITICISM, OR
LETTERS CONTAINING SUGGESTIONS. Include replies on which no
investigation is made or administrative action taken.

7. APPROVAL (AUTHORIZATIONS) FOR INFORMATIONAL (PRESS OR
OTHER) RELEASES AND FOR THE RELEASE OF NAVAL FILMS, EXHIBITS,
OR OTHER MATERIALS FOR PUBLIC VIEWING.

8. RESEARCH REFERENCE FILES. Press clippings, newspapers, and
other materials accumulated for reference articles, stories,
etc., pertaining to or of interest to the Navy and Marine

Corps.
III~5-100

Destroy when superseded,
obsolete or no longer needed,
whichever is earlier.

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

Destroy 1 year after cbmpletion
of project.

Destroy when 1 year old.

Destroy when 2 years old.

Destroy when 3 months old.

Destroy when 3 months old.

Destroy when 1 year old.

Destroy when purpose is served.



a. il f th ffi ECN3 N MC _and N Permanent. Place in inactive

m M n i D i . Files file when policy is superseded.
documenting the primary mission responsibilities for the Ze hreFeanefer to WNRC when no longer
development, establishment, and accomplishment of required for reference. OffewTrarsk.
administrative and management plans, policies, and procedures to NARA 10 years after
for implementing the FOIA program. Erersfer. retircw e

b. FOIA Regquest Files. Files created in response to

requests for information under the FOIA consisting of the
original request, a copy of the reply, and all related
supporting files which may include official file copy or copy

.of requested record.

(1) Correspondence and supporting documents. (Exclude
the official file copy of the requested records covered in SSIC
5720, par. 9b(2)).

(a) Granting access to all the requested records. Destroy 2 years after date of
reply.

(b) Responding to requests for nonexistent records,
to requestors who provide inadequate descriptions, and to those
who fail to pay agency reproduction fees.

1l. Request not appealed Destroy 6 years after date of
reply.
2. Request appealed Destroy 6 years after final

action by the agency or after
final adjudication by courts,
whichever is later.

c. Denying access to all or part of the records

requested.
1. Request not appealed Destroy 6 years after date of
reply.
2. Request appealed Apply SSIC 5720, par. 9c.
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(2) Official file copy of requested records Dispose of in accordance with
approved agency disposition
instruction for the related
records or with the related
FOIA request, whichever is
later.

c. FQOIA Appeals Files. Files created in responding to
administrative appeals under the FOIA for release of

information denied by the DON consisting of the appellant’s

letter, a copy of the reply, and related supporting documents

which may include the official file copy or copy of records
.Lmder appeal.

(1) Correspondence and supporting documents. (Exclude Destroy 6 years after final

the official file copy of the records under appeal covered in determination by agency or 3
SSIC 5720, par. 1lc(2}). years after final adjudication
by courts, whichever is later.

(2) Official file copy of records under appeal. Dispose of in accordance with
approved agency disposition
instructions for the related
records or with the related
FOIA requests, whichever is

later.
d. FOIA Act n l Files. Files maintained for control
purposes in responding to requests, including registers and
similar records listing date, nature and purpose of request,
and name and address of requestor.
(1) Register or listing Destroy 6 years after date of

last entry.

(2) Other files Destroy 6 years after final
action by the agency or after
final adjudication by courts,
whichever is later.
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e. FQIA Report Files. Recurring reports and one-time
information requirements relating to DON implementation of the
FOIA, including annual reports to the Congress.

(1) Annual reports at DON or departmental level.

Retain—on-taard—and

Permanent.

Franstepffer to NARA with related

. (2) Other reports

f. FQIA Administratiave Files. Records relating to the

general implementation of the FOIA, including notices,
memoranda, routine correspondence, and related records.
(Exclude policy files which are covered in SSIC 5720, par. la.)

g. Mandatory Declassifi n_Review Files. Files created
in response to requests from individuals and/or record deposi-
tories for the mandatory review of classified documents for the
purpose of releasing declassified material to the public, as
provided for under Executive Order 12065 (Section 3-5). Files
contain original requests, copy of reply, and all related

upporting documents, which may include copy of reply, and all
related supporting documents, which may include the official
file copy or copy of records requested.

(1) Correspondence and supporting documents. (Exclude
the official file copy of the requested records covered in SSIC
5720.1g(1) (d) .)

(a) Granting access to all the requested records

IIT-5-103

racords—approved-for permanent
! ‘ : 4 l ; [ i ! 3

when 15 years old, whiehewver—is

earlier .

Destroy when 2 years old or no
longer needed for administra-
tive purposes, whichever is
earlier.

Destroy when 2 years old or no
longer needed for administra-
tive purposes, whichever is
earlier.

Destroy 2 years after date of
reply.



(b) Responding to requests for nonexistent records,
to requestor who provides inadequate descriptions, and to those
who fail to pay DON search and reproduction fees.

1l. Reqguest not appealed Destroy 2 years after date of
reply.
2. Reguest appealed Destroy 3 years after final

determination on appeal.

(c) Denying access to all or part of the records

. requested.

1. Request not appealed Destroy 5 years after date of
reply.
2. Request appealed Destroy 3 years after final

determination on appeal.

(d) Official file copy of requested records Dispose of in accordance with
approved agency disposition
instruction covering the
records or with the related
declassification request,
whichever is later,

h. Mandatory Declassification Appeal Files. Files created

in responding to administrative appeals under the Executive
Order for release of information denied by DON consisting of
the appellant’s letter, a copy of the reply, and related
supporting documents, which may include the official file copy
or copy of records under appeal.

(1) Correspondence and supporting documents Destroy 3 years after final
determination on appeal.
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(2) Official file copy of records under appeal.

i. Mandatory Declassifi Review rol Fi . Files
maintained for control purposes in responding to requests,
including registers and similar records listing date, nature

and purpose of request,

(1) Register or

(2) Other files

j. n ry Decl

and name and address of requestor,.

listing

ifi Review R rt Fi .

Recurring reports and one-time information requirements
relating to agency implementation, including annual reports to
the Congress of the United States, the National Security
Council, the 0Office of Management and Budget, and the
Information Security Oversight Office. Also include inputs to

.DON reports.

k. Mandatory Declassification Review Administrative Files.

Records relating to the

general DON implementation of Executive

Order 12065 (Section 3-5), including notices, memoranda,

routine correspondence,
files).

and related records (exclude policy

III-5-105

Dispose of in accordance with
approved agency disposition
instructions covering the
records or with the related
declassification request,
whichever is later.

Destroy 5 years after date of
last entry.

Destroy S years after final
action by the agency or final
adjudication by higher
authority, whichever is later.

Destroy upon submission of the
next report.

Destroy when 5 years old or no
longer needed for administra-
tive purposes, whichever is
earlier.



SIC 5721

SPEECHES RECORDS

1. UNCLASSIFIED SPEECHES GIVEN TO PUBLIC AND IN-HOUSE
AUDIENCES. Topics deal mainly with adversary threat, sea lanes
of communication, and state of the Navy in general. Others
include observance of patriotic holidays, changes of command,
and graduations.

a. R rd f th hief n mation.

bh. All her Activities.

III-5-106

Two copies of major speeches by
senior officers and Navy and’
Marine Corps officials shall be
forwarded to CHINFO or DIRPA
for retention and use as a
background material.

Individual commands will retain
copies of all speeches for
minimum of two years and
forward them to CHINFO or DIRPA
if of historical significance.
Speeches delivered by the
officer in command shall be
retained for a minimum of two
years beyond the time that
officer is relieved. Addi-
tionally, commands shall
forward copies of all speeches
delivered by personnel of the
command to the speakers bureau
of their superior in the chain.


https://speeches.by

SSIC 5723

EST CRUISE PROGRAM RECQRD

1. GENERAL CORRESPONDENCE FILES. Files include reports of
activities and offices pertaining to guest cruises.

a. Reports.

b. h rr nden

. SSIC 5724
FLEET HOME TOWN NEWS RECORD
1. FLEET HOME TOWN NEWS CENTER RECORDS
a. neral rresponden Fil
(1) Correspondence and related records documenting the
center’s organizational history and its policies, programs,

overall procedures, and essential transactions.

(2) Correspondence relating to the internal operations
and administraion of the center.

, (3) Correspondence relating to the Fleet Home Town News
‘.enter submissions.

b. Photographic Prints Accumulated by the Fleet Home Town
New nter

(1) Address of person portrayed is available

ITII-5-107

Destroy when 4 years old.

Destroy when 2 years old.

Eefrre
Permanent. <“Psewsfer to WNRC
when 4 years old. ©4fer to
NARA when 20 years old. " «sr

Destroy when 2 years old.

Destroy when 1 year old.

Return prints to originator if
known; otherwise destroy after
90 days.



SSIC 5725

ESERVE PROGRAM RECORDS '
Retre records uandin SSreyoot. |

1. PRIMARY PROGRAM RECORDS. Files and other records of the £ om—to n; CREOE

Director of Naval Reserve, that document the development and FRE—wirerr—years oro—0ffer~to
execution of plans, policies, programs and procedures regarding NARA “whep-dd=srenrs o0ld.
Naval Reserve affairs, its mission and its organizational

history.

efire recards vnda SSter00l 2
2. GENERAL CORRESPONDENCE FILES. Files relating to the ‘ 1d.

outine internal operation and administration activities and
ffices of the Director of Naval Reserve.

SSIC 5726
MMUNITY RELATIONS RECORDS
1. GENERAL CORRESPONDENCE FILES. Files include reports, with Destroy when 2 years old.

respect to maintaining liaison with commands afloat and ashore,
non-government organizations, and national organized groups
(other than media); coordinating Navy support of the Navy
Flight Demonstration Squadron (Blue Angels); administering the
SECNAV Guest Cruise Program and the Navy Guest Cruise Program;
coordinating special orientation visits of individuals or
groups to naval vessels and installations and Navy
participation in civic events of regional, national, and

‘nternational significance; coordination of Navy programs to
nhance the reputation of the Navy at home and abroad; and
directing the Navy combat art program and Navy Band.

ata
2. OFFICIAL CEREMONIES. Keel layings, launchings/chris- Permanent. éi;aeier to WNRC
tenings, commissionings, decommissionings, dedications, changes when 4 years old. of€er to
of commands, establishment/disestablishment of installations. NARA when 20 years old.77“““‘ﬂ%‘

Master files of the Chief of Information, Washington, DC. (One
copy of each document, together with related index or other
records.)
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3. NON-GOVERNMENT NATIONALLY ORGANIZED GROUPS (OTHER THAN Permanent. Transfer to WNRC
MEDIA, E.G., NAVY LEAGUE, NAVY RELIEF SOCIETY, FLEET RESERVE when 4 years old. Offer to
ASSOCIATION, NAVY WIVES CLUB OF AMERICA, ETC.) Master files of NARA when 20 years old.

the Chief of Information, Washington, DC.

SSIC 5727
MEDIA RELATIONS RECORDS
1. MEDIA CLIPPINGS. Records, both press and broadcast, Destroy when 1 year old or no
concerning subjects of Navy interest and Navy related and DOD longer needed.

Ainterest to include clipped articles appearing in print, wire
story copy, and broadcast transcripts.

2. MEDIA QUERIES. Requests requiring research for Destroy when 3 years old.
information, materials, data, or related responses.

3. SUBJECT REFERENCE FILES. Files include fact sheets, Destroy when purpose is served.
related clipping media queries, and background information used
for research and reference.
SSIC 5728
PUBLIC AFFAIR R

1. GENERAL CORRESPONDENCE. Files include reports of
.activities and offices pertaining to public affairs guidance.

a. Reports. ' ' Destroy when 4 years old.

b. rr 0 nce. Destroy when 2 years old.
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< L._AN E D

Retire
1. PRIMARY PROGRAM RECORDS. Files and other records of the Permanent. Treefer to WNRC
Office of Legislative Affairs and other departmental offices when 4 years old or files
having primary program responsibilities for all phases of become inacgiye, whichever is
congressional and legislative liaison matters. These are later. "6E285 to NARA when 20
records that document plans, policies, programs, procedures, years old.
accomplishments, and essential transactions.

GENERAL CORRESPONDENCE FILES. Files of activities and Destroy when 2 years old.
WP fices pertaining to the routine internal operation and
administration of liaison activities between Congress and other
Executive agencies. Include routine requests for information
from members of Congress and replies. (Exclude primary program
records covered in SSIC 5730, par. 1 and records documenting
Navy or Marine Corps policy, plans, or highly important
transactions, including official files relating to changes in
location or status of naval facilities.)

SSIC 5740

CoRRESFOMNDEARCE ¢y .1 hoVERUMNSENT O Fere a0 S

1. GENERAL CORRESPONDENCE FROM U.S. AND STATE SENATORS, Destfoy when 2 years old.
ONGREZSSMEN, GOVERNORS, MAYORS, ETC. Files relate to
quiries, complaints, etc., from constituents.

S8IC-5756—
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SSIC 5750

HISTORICAL MATTERS_RECORDS
1. PRIMARY PROGRAM RECORDS.

a. Records of the QOffice of SECNAV and Departmental
Offices and Headguarters USMC. Records consisting of
reports, correspondence, or other documents accumulated
or prepared in connection with historical and related
functions and reflecting the administrative history of
Navy and Marine Corps.

b. Records of the Director of Naval History, Curator

for the Navy. Reports, correspondence, and other documents
prepared or accumulated in connection with conducting res-
earch and compilation of Naval Histories, writing and
publishing official works on Naval History, providing
historical information services, coordination of Navy
Libraries and Museums, supervising and supporting the
operation of the USS CONSTITUTION, and other elements of
Navy's Historical Program. This file is maintained
primarily by the Director of Naval History but may contain
some program correspondence maintained by the Deputy
Director and Senior Historian.

c. Records of the Director of Marine Corps History,

(CMC (HD)). Reports, correspondence, and other documents
prepared or accumulated in connection with directing the
Marine Corps Historical Program.

2. RECORDS, NOT DESIGNATED PERMANENT ELSEWHERE IN THIS

MANUAL, WHICH THE COMMANDER OR COMMANDING OFFICER DETER-
MINES TO BE OF UNUSUAL IMPORTANCE OR TO HAVE EXCEPTIONAL

I ~5—= /07

PERMANENT. Retire to
WNRC when no longer
needed. Transfer to
NARA when 20 years old.
Send Marine Corps
records to CMC (HD)
when 3 years old.

CMC (HD) transfer to
NARA when 20 years old.

PERMANENT. Retire to
WNRC when 4 years old or
when records become
inactive, whichever is
later. Transfer to NARA
when 30 years old.

PERMANENT. Retire to
WNRC when 4 years old or
when records become
inactive, whichever is
later. Transfer to NARA
when 30 years old.

PERMANENT. Retire to
nearest FRC when 3 years
old. Transfer to NARA



ﬂDDG%/

HISTORICAL SIGNIFICANCE OR INTEREST. Records depicting
important unique situations of continuing interest or

important policy transactions or

decisions, unusual

noteworthy events, or summarize the organizational and
functional history of the activity.

3. GENERAL HISTORICAL RECORDS. Naval Historical Center's
Mailroom file of reference requests and responses.

4. LOCAL ACTIVITY OR OFFICE HISTORIES.
histories not required by nor submitted to higher authority.

a. Unified Commands Supported by the Secretary of the

Annual Command Histories and other histories prepared
by Commander in Chief U.S. Atlantic Command (CINCLANT) and

Navy.

Locally prepared

Commander in Chief U.S. Pacific Command CINCPAC).

b. Navy activities. Including source files for

Command histories.

c. Marine Corps activities.

when 20 years old.

Retire to WNRC when 10
yYears old. Destroy when
20 years old.

PERMANENT. Transfer
annually to Director of
Naval History. DNH
transfer to NARA when
50 years old.

Retire to nearest FRC

when no longer needed

for reference. Destroy
when 20 years old.

Transfer to CMC (HD)

when 3 years old. CMC
(HD) destroy when no

longer required.
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5. ORAL HISTORY RECORDS.

a. Marine Corps Field Interviews. Interviews of

Marine Corps active duty personnel or civilians in a duty
status conducted at Marine Corps field commands by command
personnel or by Marine Corps historians. Interviews
concern current operations, important events or policies.
Records are maintained by the Director of Marine Corps
History.

(1) Sound Tapes. Formatted as specified in 36
CFR, ch 1232.4

(2) Transcripts

(3) Documentation Sheets. Sheets that each
field officer is required to provide with each interview.
Sheets contain the name, date, place of interview, and a
brief synopsis.

(4) Indexes to Field Interviews. Card index
and/or listings of field interviews which have been pub-
lished in Marine Corps Bulletins.

b. Navy Oral History Program. Interviews of Navy

Officers and enlisted personnel involved in combat actions
or in key operational supporting assignments during
periods of armed conflict. 1Included also are interviews
of former prisoners of war. Interviews are conducted by
Naval Historical Center personnel and field historians as

part of the Navy's Oral History Program.

(1) Sound Tapes

(1]=5~-sr0 C

PERMANENT. Transfer to
NARA when 30 years old.
(N1-127-89-1)

PERMANENT. Transfer to
NARA when 30 years old.
(N1-127-89-1)

PERMANENT. Transfer to
NARA when 30 years old.
(N1-127-89-1)

PERMANENT. Transfer to
NARA when tapes are
transferred.
(N1-127-89-1)

PERMANENT. Transfer
instructions to be
determined at a later
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(2) Transcripts
(3) Indexes to Oral Histories

c. Marin ctures. Sound tapes of lectures
given by senior military commanders and high ranking
civilian officials to students and faculty of the Marine
Corps Command and Staff College, Quantico. Topics include
strategy, Marine Corps operations, analysis by commanders,
policy, and planning. These records are maintained by the
Marine Corps Historical Center and are generally not
transcribed.

Jr i 5=HoD

date

PERMANENT. Transfer to
NARA when 50 years old.

PERMANENT. Transfer to
NARA with transcripts.

PERMANENT. Transfer
instructions to be
determined at a later
date.



a. Records of the Naval Historical Center. Files Permanent. Transf€r to WNRC

accuminlated or prepared by the office and documenting the when 4 years g&d or files

operatidnal history of the Navy and Marine Corps. become inact#ive, whichever is
later. ©Tfer to NARA when 20
years-old.

b. Records of the QOffice of ¢ SECNAV _and of Departmental Permanent. Transfer to WNRC

Qffi n MC. iles accumulated cor prepared in connectio when no longer needed. Offer
with historical and rfelated functions and reflecting the to NARA when 20 years old.
administrative history wf the Navy and Marine Corps consjisting Marine Corps records considered
of reports, correspondencs, and other documents. to be of historical interest
. will be transferred to the
4 Marine Corps Historical Center

when 3 years old. Marine Corps
Historical Center will offer to
NARA when 20 years old.

2. RECORDS OF FIELD AND FLEET COMMANED” AGTIVITIES AND OF Permanent. Apply pertinent
CERTAIN OTHER SELECTED FIELD ACTIVITIES. eneral functional (subject) chapters
correspondence files are designat€d in the appropriate or series in this manual.

functional areas of this manugd for permanent reétention. Those
records that reflect the adpfnistrative and operatignal history
of the activity.

3. RECORDS OF FIELD AND FLEET ACTIVITIES. Files for thdse

activities not coveted in SSIC 5750, par. 1 and 2 whose geheral

correspondence f{grogram) files are not specifically designat¥g
.‘n this manual} for permanent retention.

a. B€cords Which the Commanding Officer Determines to b

of UnusGal Importance or to have Exceptional Historical Slqnl—
Files depict important unique situations
ontinuing interest or important policy transactions or
isions, unusual noteworthy events, or summarize the organi-
ational and functional history of the activity.
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(1) Navy Activities

(n) Operating forces
{b) All other agtivities

. (2) Marine Corps Activities

b. Other Local Records ¢ ontinuing y,,; es

to the Local Activity

4. ADMINISTRATIVE HISTORIES OR O R FORMALLY PREPARED
HISTOR1ES. Files include orga ational and functional
histories.

a. Master Record CePies of Histories. Files prepared or
accumulated by depargmient activities.

« b. Acgkivity’s Copies of Histories. Copies of histories
.submitt to higher authority.

IT1-5-112

Permanent. Transfer to”FRC,
Philadelphia, PA, hén no
longer needed fgor“reference.
Offer to NARA-When 20 years
old. '

Permgnent. Transfer to nearest

when no longer needed for
reference. Offer to NARA when
20 years old.

Permanent. Transfer to WNRC
when 3 years old. Offer to
NARA when 20 years old.

Destroy when no longer needed
for reference.

PermanelhY,. Transfer to FRC
when no l0rnger needed for
reference. W{fer to NARA 20
vyears after tragsfer.

Destroy when no londer needed

" for reference.
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hi-stories not reguired

. SSIC 5751

RESEARCH RECORDS

1. RECORD?ICOPIES OF STUDIES AND CORRESPONDENCE. Files
contain original research data that has continuing value.

2. NON-RECORD COPIES OF STUDIES AND CORRESPONDENCE. Files
contain research data that are of transitory value.

III-5-113

‘ ARAR
Permanent. Transfer to -WNRG-
when no longer needed for
reference or information in
connection with the center’s
mission. Offer-to-NARL20
years—after transfer. Marine
Corps activities transfer to
CMC (Code HD) who will offer to
NARA when no longer needed for
reference.

Destroy when 2 years old.
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yro2q SovlCE Fre SSIC 5752

1 sTEE ] 2o

SHIPS pRECORDS Destroy when rno lenger
MisTortcal O Yeor— Needed Aoy peferenca s
1. RECORDS OF THE B¥REGCTOR—OF NAVAL HISTORY,—DUDLEYKNOX Rezmanent. Transfer—teo-WHRG-
GENTER.,.EQR NAVAL HISTORY-REGORDS—DOCUMENTING THE HISTORY OF when—no—longer—npeecded—for
U.S. NAVY SHIPS. Zeceofs ,melovde Croise bo acx, v, frers Feference or—information—in
ProchereS, CFppm Ao Foeralb S, am o P Sonnectica—with—-the—eenterls
/armv(ra/ M a rﬁa_j/‘.f' éxe/uf/e./&pnlawa«o’ ,Z’/::‘:/:S?;éif Aission—offar—to—NARE—20
‘7_;‘6;-;’ 5‘5f6.5'75'7), Moo fofes (SS1c353e3), dner Oech years—after-Ltransfer,
9 sszc 5753
ARCHI RECORD
AAVAL 1 A2 s C Y-er , O e a Vrconen { ATl e S i, L’?“"ﬂ/“'/-s :
1. M RECORDS. Files relating—to—arehival Destroy-when -2 years—old-0r-—HAo-—

program.  (Lists—er—ether finding—aids o specitfie-groups—or- leongor-nesded,—whi-chever—is—
files, documenting their origin, will-be-mainteined—go—leng—as— later—

1 i N Yt e . 3 X
FRG+} Keca~-ds decu e '*1"7 +le, a.c;zu:sfv‘/'vm O Hrewt S e
Va 07 reciagad S /”&'ﬂrfn/;,—d',é? P Lo Aeva A rs Fertea /(-'e.“_'(é/";'
(S les tAde fedQ Tranps/fe~ S me FS, a.“t‘ffff>~v1:-? /13 FS, Cerlifocnyos
AP Ainding o dS, mad jrde e EOE SFEEFT s
lhe? €&/l e Fresr.

/o“f"”'aﬂ AV, Tran S e
L ARRA th e pecoads
R ‘/-"_‘Lﬂs ﬁ’/pfal

RTIF AND PAINTIN RECOR. .
;?m

1. RECORDS OF THE CURATOR FOR THE NAVY, DUBLEY-KNOX--GCENTER, Bexpanent— Transfer to-WNRE
W&é{ AND THE MARINE CORPS HISTORICAL CENTER. )

ecords documenting the donatggn or lo}@geo; historical

properties to the Navy and pESVEEA§0rigin and location of 23 man P P I :

materials and accounting responsibilities. NARA—Z20—years—afeer—erensfor.

7ty Lo
/Zt'ﬁzun on board. DS Vre

> whe n /Qrc/ﬂr/-“x] 75 r-c.*f-d":x"a’

& /t'n//n7 ac'ff-‘ux'&,.

-

-. III-5-114


https://9fgrQtl.Ce

SS1 155
MUSEUM RECORDS

1. RECORDS OF THE CURATOR FOR THE NAVY, RIDLEY-KROXTENTER,
FOR—NAYAE-HTFSPERY AND THE MARINE CORPS HISTORICAL CENTER.

ot Credattm o AAVY and mame brpTV3607 5 Destroy when no | pge ~
a. Records Documentin 3 i Rermanent——Irahs£or—to—WNRE requir e

x 3 Eligibiliti M m nd A ntin
Responsibilities.

b. JInquiries from Museums on Available Historical Naval
Properties Without Subseguent Reguest for Materials.

e . EhiboT £iles, Oesign, constrvetton,aaqdl Poe egrovad
records b exhlbi kS @t aavy o, cebBEE 5756

ATRCRALT RECORDS

1. RECORDS OF THE CURATOR FOR THE NAVY, DUBLEY-ENOX-CENTER,
EOR~MAVAL—HESFORY AND THE MARINE CORPS HISTORICAL CENTER.
Records ,related to acquisition, loan, or donation of naval
aircraf? eligihility of recipients; history of aircraft; and
accountability responsibilities.

‘I’dcl(/F? f@vwhlaayc-///v:?‘vljrlﬁ —y 85365357

SOMMAMNB-—HIFTFORTESRECORDS-

Fr—ORIGINALHISTORIES MAINTAINED BY THE NAVAL HISTORICAL

ITI-5-115

whenrno—leonger-needed—for-
. . . "
She—centerts—miseiton——0L L8800

Destroy when 3 years old.

Pe vam?, when exh, b, Yrg
d (5 m a oo

, . Re €
Rermapent. Twanhsfar to WNRC
when no longer needed for
reference or in connection with
the center’s mission. Sffer—to

)

D g.rf-/—a:,cdl.en > yTarsSo /c{.
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COMMAND HISTQORIES RECORDS

1. NAVY ACTIVITIES COMMAND HISTORIES.

SSIC 57357

Annual history

prepared by ships, aviation commands, other operating
force commands, and shore activities in accordance with
The history will
include sections on command composition and organization,

OPNAV INSTRUCTION 5750.12 series.

a chronology of significant events,

and supporting documents.

a narrative account,

a. Original maintained by the Director of Naval

History (OP-09BH)

b. Originator copy of shore activity Command

Histories.

e o O L
c. Originator copy of ship, aviation commands,

2. MARINE CORPS COMMAND HISTORICAL SUMMARY FILE.

MisTOres

File

includes copies of certificate of lineage and honors;
battle streamer entitlement; copies of past chronology
reports; press clippings from local military and civilian
newspapers; command press releases; unit history; and

photographs judged to be of historical interest.

other operating force Command Histories.
(NOTE: Marine Corps Command Chronology is filed separately

under SSIC 3480 of this Manual)

Jli-5—-115 A

PERMANENT. NHC transfer
to NARA when 50 years
old.

PERMANENT. Retire to
nearest FRC when 10 years
old. Transfer to NARA
when 20 years old.

Destroy when 10 years
years old.

PERMANENT. USMC units
transfer annually to
CMC (HD). CMC (HD)
transfer to NARA when 20
years old.



SSIC 5758

HISTORICAL PLACES AND EVENTS RECORDS
Perords Filed onder #h.3 SSI€ Shouwld 5 et ed

U”C{fo— =S i{iC -6‘-?50-2
SSIC 576

RGANIZATIONS, A IATION TIE INDIVIDUA AN
MMERCIAL ENTERP RECORDS.

GENERAL CORRESPONDENCE FILES OF A ROUTINE NATURE. Files
late to meetings, conventions, biographical records of

officers and organizations, e¥ez Copiec 2 v = perFs P
' / o g -
WA Chne e Feri el [

2. PHOTQGRAPHS-AND REPURPS

SSIC 5770-5779

AMERICAN FORCES RADIO AND TELEVISION RVICE AFRTS RECORDS

THE RECORDS IN THIS (5770-5779) SERIES ARE RELATED TO THE
OPERATION OF THE NAVY AFLOAT AND ASHORE AFRT QUTLETS; LIAISON
WITH DOD AND OTHER SERVICES ON AFRTS MATTERS; THE DEVELOPMENT,
PROCUREMENT AND DISTRIBUTION OF AFRT EQUIPMENT TO NAVY AFRT
QJTLETS OR WHERE NAVY IS EXECUTIVE AGENT; RELATIONS WITH AFRT

0OS ANGELES REGARDING PROGRAMMING; RELATIONS WITH THE U.S.
ARMY ELECTRONICS COMMAND TELEVISION-AUDIO SUPPORT ACTIVITY ON
AFRTS MATTERS; LIAISON WITH THE BROADCAST INDUSTRY ON AFRTS-
RELATED TOPICS, AND LIAISON WITH FOREIGN NATIONS REGARDING
NAVY, OR NAVY EXECUTIVE AGENCY, AFRT OUTLETS.

- III-5-116
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SECNAV APPROVED ESTABLISHMENT OF THE NAVY BROADCASTING SERVICE,

UNDER THE SUPERVISION OF THE CHIEF OF INFORMATION, WHO IS
RESPONSIBILE FOR OPERATING AND MAINTAINING ALL ARMED FORCES
RADIO AND TELEVISION (AFRT) OUTLETS UNDER NAVY JURISDICTION.
NAVY BROADCASTING SERVICE IS ALSO THE CNO PROGRAM SPONSOR FOR
SHIPBOARD INFORMATION, TRAINING, AND ENTERTAINMENT CLOSE
CIRCUIT TELEVISION SYSTEMS.

SSIC 57170
GENERAL AMERICAN FORCES RADIQ & TELEVISION (AFRTS) RECORDS

. GENERAL CORRESPONDENCE FILES. Files other than those
specified below, including letters, memoranda, and messages,
pertaining to the routine operations of Navy AFRTS Outlets or
outlets where Navy is Executive Agent.

2. ACKNOWLEDGEMENT AND TRANSMITTAL FILES.

3. COMMENDATION AND COMPLAINT CORRESPONDENCE. Anonymous
letters, letters of commendation, complaint, criticism,
suggestions, and replies.

4. PROGRAM RECORDS OF THE ESTABLISHMENT/DISESTABLISHMENT OF
NAVY BROADCASTING SERVICE DETACHMENTS AND OPERATING LOCATIONS.

. AGREEMENTS WITH DOD, OTHER SERVICES, OTHER NAVY COMMANDS,
D FOREIGN NATIONS, REGARDING NAVY OR NAVY EXECUTIVE AGENT
AFRT OPERATIONS.

SSIC 5771

ADMINISTRATIQON AND POLICY RECQRDS

1. PRIMARY PROGRAM RECORDS.

III-5-117

Destroy when 4 years old.

Destroy when 3 years old.

Destroy when 3 months old.

Letre
Permanent. Twenefer to FRC
when 4 years old. Gffer—seo Fresiay,
NARA when 20 years old.

e frre
Permanent. Tmemsfexr to FRC
when 4 years o0ld. Offer—ie T7arsiY
NARA when 20 years old.
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a. ‘ 3 - hief © Permanent. Tremsfer to WNRC
rmat i nd Navy B vice. Files document the when no longer needed for
development and execution of plans, policies, programs, and reference. «©£fgr to NARA when

procedures regarding AFRT relations of the DON including inter- 20 years old.F~s

national affairs, public relations and congressional and legis-
lative matters or records which have research, legal, histori-
cal, scientific, or cultural values worthy of preservation.

b. MC an rD rtm fices. Files document the Boemarernt., Prassfer to WNRC
overall accomplishment of assigned AFRTS program when 4 years old or files
responsibilities and that are not duplicated or essentially become inactive. Offew=trr-MNARL.
documented in the files covered in SSIC 5771, par. la. Destrogwhen 20 years old. '

. . Eefyre

c. Fleet and Other Mador S$hore-Based Commands. Files PermwaoRt . Tremséer to WNRC
document policy decisions or other unusally significant or when 4 years old or files
important local transactions or transactions of a highly become inactive. @ffer—ee- KRl
controversial nature. DeStPywhen 20 years old.

etire
2. GENERAL CORRESPONDENCE FILES. Files of divisions, Recrmanemt- ;ianafef to WNRC
branches, or other organizational units not essentially whenZ4 years old or files
duplicated or summarized in records covered in SSIC 5771, par. become inactive. Offer—teo=IdhRl
la. Dc;ﬁQWWhen g?-years old.
SSIC 5772
PROGRAMMING AND PRODUCTION RECQRDS
) etrre NEaresl P~
.1. GENERAL CORRESPONDENCE FILES. Files and other documents Bormanent. Twewsfer to WNRS
pertaining to the use and disposition of programming and whenZ4 years old or files
production materials of AFRT operations. become inactive. Offer<to=NARA—
oy when 2€ 1d.
pest 7 fé)years old
SSIC 5773 -
Betrre
AFLOAT AFRT OPERATIONS RECORD Posmsoont: Tramefer to nearest

FRC when 2 Years o0ld. -Gffer-
b‘***vﬁ te—NARA when %? years old.
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SSIC_5774
HORE-BASED AFRT QPERATIONS R RD

Lefyre
1. SHORE ACTIVITIES/CONUS SUPPORTING AFRT OPERATIONS Bermament- Teansfer to nearest

FRC when 2 years old. oOffewsto
Dc,sm,rhm when_M years old. .

Yo~
2. SHORE ACTIVITIES/OUTSIDE CONUS CONDUCTING AFRT OPERATIONS Permeneat . ﬁa;heézr to nearest

FRC when 2 years old. Offex—te
De_svﬁafm when 20" years old.

® e
SSIC 5775
ENGINEERIN AND E IPMENT RE

Lehire
Rermarent— TPramsfer to nearest
FRC when 2 years old. @ffer-o
,m,y-bm when %ﬂe’years old.

1. ENGINEERING AND EQUIPMENT MATTERS PERTAINING TO AFRT
OPERATIONS.

SSIC 5776
ISTICS AND SUPPLY PROCEDURES RECORD
Ea?‘(f“&
1. LOGISTICS MATTERS AND SUPPLY PROCEDURES PERTAINING TO AFRT Permasnt. Tramséer to nearest
OPERATIONS. FRC when 2 years old. Offer—teo-
. D:rrra?Nm—when,zﬁ' years old.
SSI 177
B ETS RECORD
Perire
1. BUDGETS/APPROPRIATED AND NON-APPROPRIATED FUNDS PERTAINING Permarrent. Teamefcr to nearest

TO AFRT OPERATIONS. FRC when 2 years old. Offer—t6-

Dr sty NaR#r when g_t_)_’ years old.
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SSIC 5778
MANPOWER RECORDS

1. MANPOWER (MILITARY AND CIVILIAN) MATTERS PERTAINING TO AFRT Posmamest.. Trakefer—to—neesest

OPERATIONS. FRC—whenp—2-—ypears—eld. Offer-to
De S~JL\,Q,7—9-!A§®?’:-—when 28 years old.

-

SSIC 5779

REPORTS_ RECORDS

Lohe e
1. REPORTS PERTAINING TO AFRT OPERATIONS Posmanent. TFransfer to nearest

FRC when 2 years old. offer=eo
MNARAxwhen 20 years old.
Ly

SSIC 5780
INTERNAL PUBLIC AFFATRS RECORDS
1. NAVY INTERNAL RELATIONS ACTIVITY RECORDS Lozt
a. Records Documenting the Navy Internal Relations Permawernt: Tropefer to WNRC
Activity’s Organizational History and Its Policies, Programs when 4 years old. Gééerd?&-l>¢f7ﬂﬁ?y
verall Procedures, and Essential Transactions. Recoyds accomuisfed NABR- when 20” years old’
by BuPERS achutes. Exctde Orpany Pregrens ireceds Liled oo e J7%)
b. Correspondence Relating to the Internal Operation and *¥¢¢ Destroy when 2 years old.
Administration of the Activity. cos
2. GENERAL CORRESPONDENCE FILES. Files include reports of Destroy when 1 year old.

activities and offices pertaining to internal relations or
information matters.

3. SERVICE-WIDE PERIODICALS AND MAGAZINES. All Hands
Magazines .ate-.

%
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a. Master Files Permanent. Teamssfor to WNRC
when 4 years old. Offer to
NARA when 20 years. Tess den
/o

b. Ph raphic Prin nd N ives. Files accumulated Apply SSIC 5724, par. 1b.
in the production of periodicals and magazines.

aq@ Lrovn ey @ M~ =12
44 e SSIC 5800-5899

AW AND AL MATTE RECQRD

"HE RECORDS COVERED IN THIS (5800-5899) SERIES PERTAIN TO THE
ADMINISTRATION OF LAW AND LEGAL MATTERS, INCLUDING ADMIRALTY
LAW; MILITARY JUSTICE; THE PROVIDING OF LEGAL ASSISTANCE TO
NAVAL PERSONNEL AND THEIR DEPENDENTS AND OTHER ELIGIBLE
CLIENTS; THE ADMINISTRATION OF COURTS OF INQUIRY AND
INVESTIGATIONS; THE ADMINISTRATIVE SETTLEMENT OF CLAIMS; THE
HANDLING OF LEGAL PROCESSES; LEGAL DECISIONS; OPINIONS:;
MEMORANDA ON MATTERS RELATIVE TO LAWS; REGULATIONS;
ADMINISTRATIVE DECISIONS; DIRECTIVES; PROCESSING AND HANDLING
OF PATENT, COPYRIGHT, AND TRADEMARK MATTERS; AND OTHER RELATED
FUNCTIONS. THESE RECORDS ARE ACCUMULATED BY THE OFFICE OF THE
JUDGE ADVOCATE GENERAL, THE OFFICE OF THE GENERAL COUNSEL, AND
OTHER DEPARTMENTAL OFFICES RESPONSIBLE FOR THE DEVELOPMENT AND
SUPERVISION OF LEGAL PLANS, POLICIES, AND PROGRAMS, AND FOR THE
ADMINISTRATIVE REVIEW AND APPROVAL OF LEGAL PROCEDURES AND THE
ESTABLISHMENT OF PROCEDURES; AND BY ACTIVITIES AND OFFICES
'IFNGAGED IN PERFORMING LEGAL FUNCTIONS AND PROGRAMS.

SSIC 5800

ENERAL TLAWS AND LEGAIL MATTE RECORD

1. PRIMARY PROGRAM RECORDS. Records that reflect the overall
development and accomplishment of plans, policies, programs,
procedures, and legal processes governing all phases of
assigned legal responsibilities.

IT1-5-121



4. LOCAL STATION NEWSPAPERS, NEWSLETTERS, AND SIMILAR GENERAL
INTEREST PERIODICALS. Periodicals published at 1least monthly,
approved by the issuing command, and containing
articles/information concerning the installation, the local
community, and military and civilian employees of the installation.

a. Station Newspapers from Navy and Marine Corps Bases, Air
Stations, and major industrial facilities, e.g. naval shipyards,
aircraft rework facilities, training centers, etc.

b. All other activity newsletters/newspapers.

5. STILL PHOTOGRAPHS OF NAVY AND MARINE CORPS INSTALLATIONS AND
ASSIGNED PERSONNEL/EMPLOYEES. Photography collections maintained

by the local Public Affairs Office or history office. 1Include
photos taken by assigned staff as well as official Navy
Photographs. Photographs accumulated only at major shore
activities.

Offer to NARA Regional
Archives upon closing of the
base or installation. Long
running publication series
not needed for publication
files should be offered to
NARA in 5 year blocks when
20 years old.

Destroy when 2 years old or
no longer needed for local

reference. Do not retire to
FRC.

Offer to NARA Regional
Archives upon closing of the
base or installation.
Rejected offers may Dbe

destroyed immediately.



faée

a. Files Accumulated at the Departmental lLevel by the Permanent. ?raas£es to WNRC
Advoca neral h neral nsel nd the Legal when 4 years old. G&EH 55"
ff £ a1l her D rtm ffi Includin h NARA when 20 years old. Files
Advoca nd Legal aff f the Marin rps. with historical information

required on a continuing basis
may be retained as long as
necessary before being

Effff?fﬁeed to WNRC.

re
b. Files Accumul Branch Offi f the Office of Bowsament. Boansfer to WNRC
n n . (Files that are not duplicated in SSIC when 2 years old. Oéfer=e§-D‘5+’°7
.‘rBOO, par. la. ' Na#A when 20 years old.
Nau-—.-f D,.ncr-,e-l-wu;t.m,?‘n ﬁfc
Parmenent . Trunsfer to the
Headaurarbere Y nearest FRC when 2 years old.
guarters,, Fleet Marine Forces and all subordinate commands of 2es¥® s when 20 years
the Maring Corps. (Files that are not duplicated in SSIC 5800, old.

ar. la gnd b.
P J Aﬂauy L<974_/.féﬁuccc:CDKX¢CG?S
2. GENERAL CORRESPONDENCE FILES. Reports and correspondence Destroy when 2 years old.
that relate to the routine internal operation and administra-
tion of the office. Files accumulated by departmental offices
and bureaus, legal offices, and branch offices of the General
Counsel.

SSIT 801
LEGAL A TANCE RECORDS

. LEGAL ASSISTANCE CASE FILES. Files compiled by individual
legal assistance attorneys on behalf of clients consisting of
interview notes, legal documents and instruments, correspon-
dence and original letters, memoranda, etc. Files accumulated
and maintained by individual legal assistance attorneys
concomitant with the attorney-client relationship.
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Retain on board for 2 years.
Return to client, his civilian:
attorney, or his designated
representative or destroy as
appropriate.

a. Personal Papers.

Retain on board. Destroy if
case has been inactive for 2
years.

b. All Other Files.

2. LEGAL ASSISTANCE CASE RECORD FORM (NAVJAG 5801/9) OR LOCAL

QUIVALENT FORM. Form consists of record of client’s visit to
‘egal assistance office, brief description of problem, and

attorney to whom referred. Files are accumulated and
maintained by legal office receptionists for annual statisti-
cal reports and internal management purposes.

Destroy when 2 years old.

3. Manual and computer records designed to prevent
representing multiple clients with conflicting interests (may
include paragraph 2 above.)

4. ANNUAL LEGAL ASSISTANCE REPORT. Report consists of
statistical information compiled from legal assistance case
record forms or local equivalent and other sources. Reports
are prepared annually by legal assistance attorneys either
manually or through the JAG Management Information System
(JAGMIS) .

Q. ANNUAL EXPANDED LEGAL ASSISTANCE PROGRAM (ELAP) REPORT
(REPORT SYMBOL JAG 5801-2). Report consists of primary
statistical information compiled from legal assistance case
record forms and supplemented by material on functioning of
program. Reports are prepared annually by legal assistance
attorneys.

III-5-123

Destroy when 2 years old, or
later, to avoid conflict of
interest.

Field Offices: Retain on
board. Destroy after
submission of annual form
report.

OJAG: Retain on board for
statistical and management
purposes. Destroy 5 years
after receipt.

Field Office: Retain on board.

Destroy 2 years after
submission of annual report.
OJAG: Retain on board for
statistical and management
purposes. Les riey whes (CF
ful /t{ s

ot



SS1IC 5802

FIDUCIARY AFFATRS RECORD

e-hre
1. RECORDS OF CURRENTLY INCOMPETENT MEMBERS FOR WHOM A TRUSTEE %iaﬁsﬁer to WNRC 2 years after
HAS BEEN APPOINTED. Record consists of appointment of trustee, final action. Destroy 4 years
competency hearing record, interview of trustee record, annual after transfer.

accounting, statement of pay disbursed, discharge of trustee,
final accounting, and miscellaneous correspondence. File
accumulated by the Office of the Judge Advocate General.

' SSIC 5810

MILITARY JUSTICE RECORDS

Ec-/-tre ea/csf ”ﬂc
1. GENERAL CORRESPONDENCE FILES. Files include reports Teemsfer to when 2
(excluding records of trial and decisions rendered in Article years old. Destroy when 6
15, UCMJ (non-judicial punishment) appeals) relating to the years old.
internal administration of military justice accumulated by
shore and fleet activities.
D é§> ~ /77 - - {2 4a —
AP0 from prog e s SSIC 5811
PRETRIAIL MATTERS RECORDS
. GENERAL CORRESPONDENCE FILES. Files relating to pretrial Destroy when 2 years o0ld or
atters (military justice). Tnelvde Article 32 ”’“’Bf"guiﬂﬂs purpose is served, whichever is
o7T re S"-’/'f'loq? N Generml CoorT™s Moo ~Fal earlier.
SSIC 5812
MMANDIN FEFICER’S NONJUDICIAL PUNISHMENT RECORDS
1. RECORDS SUCH AS UNIT PUNISHMENT BOOK PAGES. Records Destroy when 2 years old.

relating to minor infractions of military discipline for which
no judicial punishment is imposed.

IIT-5-124



2. MILITARY JUSTICE CASE TRACKING AND REPORTING SYSTEMS. Military
Justice case tracking and reporting electronic information systems.

a. Input data disks and paper records.

b. Files accumulated by the Office of the Judge Advocate
General (OJAG). :

(1) Master files and historical data tapes.

(2) Systems documentation including but not limited to,
user manuals, systems descriptions, data dictionaries, baseline
requirements reports, report listings, and the record layout/file
structure and codes for each data file. When available, the
documentation for each data file will include any additional
information about the content of the data file and/or the context
in which the data file was created.

(3) . Output data and reports.

NOTE: All transfers of data and documentation will be in accordance
with the provisions of 36 CFR 1228.

3. OFFICE OF THE JUDGE ADVOCATE GENERAL QUARTERLY CRIMINAL ACTIVITY
REPORTS

Wi 5 ~) 2w ol

Delete when data has been
transferred to master files
and verified.

PERMANENT. Transfer annually
to NARA when files are one
year old.

PERMANENT . Transfer the
documentation to NARA on an
annual basiswith the files

in 5810.2.b. (1) above.
Retire records under SSIC
5800.1 or 5800.2 as
appropriate.

PERMANENT. Transfer the
reports to NARA annually
with the files under SSIC

5810.2.b. (1) above.



SSIC 5813

RT RTIAL TRIALS RECORD

Re Yrre
1. GENERAL COURTS-MARTIAL CASES AND SPECIAL COURTS-MARTIAL heof@inrent= Tremsfer-to WNRC
CASES 4~ (eso6 concerning an officer or involving a sentence to when 2 years old. OiEem=ie- ‘
a punitive discharge consisting of the original record of trial Nﬁnﬁ—wheﬁ-aewyearewaééuIngfuiﬁ”4V\
accumulated at the Office of the Judge Advocate General. NoT AOThor,2ed.
2. GENERAL COURTS-MARTIAL CASES AND SPECIAL COURTS-MARTIAL Destroy 2 years after
CASES. Cases concerning an officer or involving a sentence to completion of appellate review
punitive discharge consisting of copies or the record of and case becomes final, except
‘rlal accumulated and maintained by convening and supervisory destroy extra or information
authorities. copies when purpose is served,
whichever is sooner. {Article

76, UCMJ, defines finality.)

3. SUMMARY AND SPECIAL COURTS-MARTIAL CASES NOT INVOLVING A
PUNITIVE DISCHARGE NOR CONCERNING AN QFFICER (Consisting of the
Original Record of Trial).

, . \ Q.'/—lr-t ‘
a. Files Accumulated and Maintained Tramefer to NPRC (MPR) when 2
duthoritias 3t Shore Activities. years old. Destroy when 15
eSS years old.
5y pet” Lot
b. Files Accumulated and Maintained Fl i ®ransfer to NPRC (MPR) when 3
i3 Includi Fleet Air/Fleet Marine For months old. Destroy when 15
Authorities. years old.
. AN
SSIC 5814
CQURT-MARTIAL REVIEWS AND APPEALS RECORDS
1. GENERAL -@0hRa RN FILES. Files relating to courts- Destroy when 2 years old or
martial reviews and appeals accumulated by shore and fleet purpose is served, whichever is
activities. earlier.
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2. APPELLATE CASE TRACKING SYSTEM. This system is used to track
the status of courts martial cases reviewed by the Navy Court of
Military Review and appealed to the US Court of Military Appeals.
Provides management and statistical information.

a. Master files and historical data tapes.

b. Systems documentation including but not limited to, user
manuals, systems descriptions, data dicticonaries, baseline
requirements reports, report listings, and the record layout/file
structure and codes for each data file. When available, the
documentation for each data file will include any additional
information about the content of the data file and/or the context
in which the data file was created.

c. Input data files and paper records.

d. Output data and reports.

NOTE: All transfers of data and documentation will be in accordance
with the provisions of 36 CFR 1228.

0 — T p2 5l

PERMANENT. Transfer annually
to NARA when the files are
one year old.

PERMANENT. Transfer the
documentation to NARA on an
annual basis with the files
in 5814.2.a above.

Delete when data has been
transferred to master files
and verified.

Retire records under SSIC
5800.1 or 5800.2 as
appropriate.



S$SIC 5815
SENTENCES RECORDS

1. GENERAL CORRESPONDENCE FILES. Files relating to sentences
(military Jjustice) accumulated by shore and fleet activities.

SI 17
RTS RECOR

‘l'lf RSONNEL OF
1. GENERAL CORRESPONDENCE FILES. Files relating to personnel

of courts (military justice) accumulated at shore and fleet
activities. Tucliude Bioyrephies oFf M /iFory /idies Qu-d
JAG CQFF £ a ICAIGCI"" .

SSIC 5819

MILITARY GRIEVANCE PROCEDURE RDS

1. COMPLAINTS OF WRONG SUBMITTED PURSUANT TO ARTICLE 138,
UNIFORM CODE OF MILITARY JUSTICE: REDRESS OF WRONG COMMITTED
BY A SUPERIOR SUBMITTED PURSUANT TO ARTICLE 1106, U.S. NAVY
EGULATION 1 . Files consist of original of the complaint
or report, the investigation into the complaint or report, the
action of the general court-martial authority, and action of

.ECNAV accumulated at the Office of the Judge Advocate General.

SSIC 5820

RISDICTION, MILITARY AND/OR CIVIL, RECORD
1. GENERAL CORRESPONDENCE FILES. Files relating to

jurisdictional matters, military and/or civil, accumulated by
shore and fleet activities.
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Destroy when 2 years old or

purpose is served, whichever is
earlier.

Destroy when 2 years old or

purpose is sexved, whichever is
earlier.

EgJ-tFC_
Permanent.
when 3 years old.
NARA when 20 years old.

?E%‘}—

Destroy when 2 years old or

purpose is served, whichever is
earlier.



I 21

DELIVERY OF PERSONNET, RECORDS

1. GENERAL CORRESPONDENCE FILES. Files relating to delivery Destroy when 2 years old or
of personnel accumulated by shore and fleet activities. purpose is served, whichever is
earlier.
SSIC 5822
IVIL TS RE D
1. GENERAL CORRESPONDENCE FILES. Files relating to civil Destroy when 2 years old or
courts (jurisdiction, military, civil) accumulated by shore and purpose is served, whichever is
fleet activities. earlier. ‘
SSICc 5830

OURTS QF INOQUIRY AND INVESTIGATIONS RECORDS

1. INVESTIGATIONS CASE FILES. Files consisting of reports of Destroy when 6 years old.
investigations and related records regarding investigations
into accidents involving government vehicles or craft or other
incidents involving personnel or naval activities (other than
court-martial cases and claims investigations). Originals amee
‘ccumulated and maintained by the Judge Advocate General.

MISCELLANEOQUS ' Files regarding Destroy 3 years after all
investigations into acc1dents 1nvolv1ng government vehicles or administrative actions are
craft or other incidents involving personnel or naval completed.

activities (other than court-martial cases and claims investi-
gations) accumulated by fleet and shore activities. Lne!
NAUJ)‘F@ S Yoo /n/UP~7 2=f:f7's O A L,nC%DuT“I/
Migeondoct i nues ‘f"‘p&q"'lms .
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SSIC 5840

TAXE TOM AND DUTIES R
1. TAXES, STATE AND LOCAL
Refrire
a. Files Accumul t D rtmental Level b h Erensfer to the FRC when no
ffi f th neral n Appli Nav nd Nav longer required for reference.
Contractors. Destroy 10 years after
transfer.
: Eetire
b. Files Accumulated by Branch Offices of the Office of -Peanefer to the FRC when no
‘h n 1l unsel. longer required for reference.
‘ Destroy 10 years after

transfer.

1. :
any office
However, al
office.

a. Policy FiNes.
coordinating,/}§sﬂ&ng,

ITII-5~-128



©

b. Instruction Files. Dprtuments reXated to preparing,
coordinating, isgUirg and ipferpreting-directiyes; regiNatory
instructions, arid comparaple i1h€tructional ma ials. Thege
files accumulafe in offjifes respoph&€ible for ion afhd
interpretati of insgfud{ions ; inglude e OR ,
studies, in¥erpretatdons, a )
instructi
circularg, pamph;ets,\apd bulls
expeditdus in;gxﬁm changés to in

essades uséd for
ctions; nical

ews—

letters or comparable,fledia used-fo™fqQrward geml-off#cial and
authoritative instructions; apned official training material,

File in cuprent file.

SSIC_5860-5863
E F LATIVE AFFAIR D
¢ sazc su60
LEGISLATION AND N NAL A N _RECORD

1. PRIMARY PROGRAM RECOQRDS

IIT-5-125
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Redrre

a. QOffice of Legislative Affajrs. Files that document Permanent. Pearsfer to WNRC
plans, policies, programs, procedures, and accomplishments when 4 years old. to
relating to primary program responsibilities for congressional NARA when 20 years old. &~ a5/

and legislative affairs. (Exclude records covered in SSIC
5860, par. 2 and SSIC 5730.

[Lefrre
b. CNO, CMC, and Chief of Other Qffices. Files that Permanent. f;aaséef to WNRC

document essential or important policy transactions relating to when files become inactive.
legislative proposals and enactments, congressional Trensiepffer to NARA when 20 years
investigations, and other congressional matters. old.

.  GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES Destroy when 2 years old.
ERFORMING LEGISLATIVE OR CONGRESSIONAL LIAISON FUNCTIONS.
Files relate to the routine internal operation and admini-

stration of the activity or office.

SSIC 5861
LEGISLATIVE PROPOSALS RECORD
1. LEGISLATIVE PROPOSAL FILES. Drafts of proposed legislation Permanent. Transfer to WNRC
and Executive Orders together with supporting papers and when files become inactive.
comments reflecting the DON position on proposed legislation or Offer to NARA when 20 years
legislation already introduced in the Congress. Include old.
related card index records. These are accumulated at the
departmental level, principally by the Office of Legislative
Affairs, B¥88.
>. LEGISLATIVE REFERENCE FILES. Copies of proposed Destroy when purpose is
egislation and of Executive Orders accumulated for served.
information. (Exclude files covered in SSIC 5861, par.l.)
SSIC 5862

LEGISLATIVE ENACTMENTS RECORDS

1. REFERENCE FILES OF COPIES OF LEGISLATIVE ENACTMENTS AND Destroy when purpose is served.
RELATED INDEX RECORDS.

IIT-5-130



SSIC 5863

N NAL INVESTIGATION RD
1. GENERAL CORRESPONDENCE FILES AND OTHER RECORDS OF THE Permanent. Transfer to WNRC
OFFICE OF LEGISLATIVE AFFAIRS. X%, documenting its assigned when 4 years old. Offer to
program responsibilities in regard to congressional NARA when 20 years old.
investigations and inquiries.
SSIC 5870
OATEN NVENTION PYRIGHT DE AND ROYALTY PAYMENT

<ECORD

1. PATENT, COPYRIGHT, AND TRADEMARK PROGRAMS. Files and
documents that reflect the overall development and accomp-
lishment of plans, policies, programs, procedures, and legal
processes governing all phases of the program.

a. ffice _of the Chief Naval Research (OCNR}. Permanent. Transfer to WNRC
when 4 years old. Offer to
NARA when 20 years old.

f . . g-"“lf‘t
b. All Other Activities. Fransfer to FRC when 4 years

old. foﬁ%*tg:NARA when 20
years old. Strey

2. ROUTINE INTERNAL OPERATION AND ADMINISTRATION OF ACTIVITIES Destroy when purpose is served.
'ONCERNING THE HANDLING OF PATENT, INVENTION, COPYRIGHT,

'RADEMARK AND ROYALTY PAYMENT MATTERS. General correspondence

files and documents at any Navy office.

3. INVENTION DISCLOSURES AND PATENT APPLICATIONS

a. Documents Relating to Individual Inventions Resulting Rermament. égiggébr to FRC 2
from Disclosures Navy Civilian and Military Personnel years after case becomes pegvVroy
Contractor Emplovees Under Research Contracts Awarded by Navy, inactive. GO&fer—to—NARA 26 25

0 ndivi 1 i he DON. years after transfer.
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b. ard Index Fil Rel he A ment i Transfer with function when
ndivi 1 Inventiors. component is disestablished.

4., SECURITY MATTERS RELATING TO PATENT APPLICATIONS

Le tre
a. WJ&&MMW Teaneder to WNRC 3 years after
A n Whe her Th Sh r rescission of secrecy order or
in th S. and Tradem ff' . completion of other action.

Destroy 9 years after transfer.

. b. Card Index Files Relati r rder . "Transfer with function when
component is disestablished.
5. LICENSES AND ASSIGNMENTS
e e
a. W&MMMMM Pexnanent. Twarefer to WNRC
vernment A r n In when 5 years old. G—f-fe—s-—-&eﬂcsm'j
NARA when nyears old.
. . . Refirmre
b. All Documents Relating to Copyright Licenses. Pormanent.. ITramsfer to WNRC

after copyright expires. ,gffer Pastr
e=iiRe when ﬁ\fﬁ'years old. '
c. 11 Documents Relatin Tr mark In sts. BPerwmanent . %aaa%‘é to WNRC
after trademark is abandoned by
DmcyNavy. Offer—to—NARA when 20
years etk c. Ffe— Vruons e,

. . , . ¥~
d. L n and Assignmen f Nav nter in Parmarvent-. rarrsfer to WNRC 2
Invention nd Patents and R i Paid Thereunder. years after license or patent

Dcs'rra?expires. Offermim—NERNwen 20
years o¥e: alfe~ FFransfa~

6. PATENT AND COPYRIGHT INFRINGEMENT, PROFERRED LICENSES, AND
ROYALTY MATTERS
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a. 11 D men mprisi rr nden Repor
P n Prin Material, Pr men er n her

Pertinent Records.

Lefre
(1) OCNR Permowent . Tremsfaer to WNRC 2

Years after completion of
P ction. Offer—to-NARAwhen 20
<S‘*m";ears ok LV~ Fvmans Re—

(2) Other than OCNR Transfer to OCNR 1 year after
completion of action.

. b. ard Index Files. Transfer with function when
component is disestablished.

SSIC _5880
ADMIRALTY RECORDS
1. ADMIRALTY CLAIMS AGAINST THE UNITED STATES FOR DAMAGE Destroy 4 years after final
CAUSED BY A VESSEL IN THE NAVAL SERVICE OR BY OTHER PROPERTY action.

UNDER THE JURISDICTION OF THE NAVY, OR DAMAGE CAUSED BY A

MARITIME TORT COMMITTED BY AN AGENT OR EMPLOYEE OF THE NAVY,

AND AFFIRMATIVE CLAIMS BY THE UNITED STATES FOR DAMAGE CAUSED

BY A VESSEL OR FLOATING OBJECT TO NAVY PROPERTY CONSISTING OF

GENERAL CORRESPONDENCE RELATING TO ADMIRALTY CASES INCLUDING

SALVAGE CLAIMS AND DAMAGE FROM OIL SPILLS ACCUMULATED BY THE
.)FFICE OF THE JUDGE ADVOCATE GENERAL.

2. GENERAL CORRESPONDENCE AND SUPPORTING DOCUMENTS RELATING TO Destroy 3 years after closing

ADMIRALTY CASES ACCUMULATED BY THE NAVAL LEGAL SERVICE OFFICES, file.
DISTRICT HEADQUARTERS, FLEET COMMANDS, AND OTHER SHORE COMMAND
HEADQUARTERS.
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SSIC 9

LAIM HER THAN NTRACT M RD
1. CLAIMS FOR OR AGAINST THE GOVERNMENT FOR LOSS OR DAMAGE TO Destroy 4 years after final
PROPERTY OR PERSONAL INJURY OR DEATH. Files consist of action.

documents and other papers arising from the administration of
Chapters XX, XXI, XXII, XXIII, XXIV, and JAGMAN accumulated by
the Office of the Judge Advocate General.

2. CLAIMS, OTHER PAPERS, AND DOCUMENTS ARISING FROM THE Destroy 3 years after all
MINISTRARION OF THE GENERAL CLAIMS REGULATION ACCUMULATED BY administrative, judicial, or
"LEET OR SHORE ACTIVITIES. other action is completed.
SSIC 5891

ITIGATION CASE FILES RECORD

1. LITIGATION AGAINST THE UNITED STATES OR ITS OFFICERS OR Destroy 4 years after final
EMPLOYEES. Files concerning matters related to the DON action.

excepting cases arising in admiralty, under the Federal Tort

Claims Act, and all matters within in the cognizance of the

General Counsel, consisting of related court documents, liti-

gation reports and general correspondence accumulated by the

Office of the Judge Advocate General.

. SSIC _5900-5999

FFICE _SERVICES RECORDS

SSIC 5900

ENERAL QOFFICE SERVICES RECORD

THESE RECORDS ARE ACCUMULATED THROUGHOUT THE DON IN CONNECTION
WITH PROVIDING OFFICE SERVICES TO NAVAL ACTIVITIES CR OFFICES
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1. GENERAL CORRESPONDENCE FILES OF OFFICES AND UNITS Destroy when 2 years old.
RESPONSIBLE FOR THE PERFORMANCE OF OFFICE OR ADMINISTRA-

TIVE SERVICES. Files inc¢lude the providing of supplies and

equipment; the handling of office space and maintenance

matters; utilization and assignment of parking space; and the

furnishing of stenographic, clerical, and other similar

services. (Exclude primary program files of departmental

offices responsible for DCN overall space planning and utili-

zation since these are permanent records.)

2. ADMINISTRATIVE OR OFFICE SERVICE COPIES OR REQUESTS OR Destroy when 6 months old after
REQUISITIONS FOR OFFICE EQUIPMENT AND SUPPLIES. Requests for request is filled or cancelled.
.services or work order requests, including building and equip-

ment maintenance service requests, other similar records, and
related correspondence.

3. RECORDS RELATING TO THE ROUTINE REVIEW OF REQUESTS FOR Destroy when 2 years old.
OFFICE EQUIPMENT, EQUIPMENT REQUIREMENT AND JUSTIFICATION
RECORDS, BAND MACHINE UTILIZATION REPORTS

4. OFFICE (TELEPHONE) DIRECTORIES OR OTHER SIMILAR PERSONNEL

LISTINGS
a. Official Record Copies. (One copy of each).

(1) Navy activities Destroy with general

correspondence files.
. (2) Marine Corps activities
{(a) One copy of each issue Forward annually and upon

disestablishment, to the CMC
(Code HD). Destroy when no

longer needed for reference.

(b) All other copies Destroy with general
correspondence files.
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S. MAILING OR DISTRIBUTION LISTS AND RELATED MATERIAL

a. r Addr i

Maili T

6. MAIL, MESSENGER, AND POSTAL SERVICE RECORDS
7. COURIER SERVICE RECORDS

8. TELEPHONE SERVICE RECORDS. Copies of agreements with
background data and other records relating to agreements for
telecommunications services.

9. PRESENTATION SERVICES AND AIDS RECORDS. Records relating
.to the use of conference rooms, graphic aids, speech aid

devices, conference reporting services, and other similar
matters.

SSIC 5910

PACE (REQUIREMENTS /ALLOCATION RD

1. RECORDS RELATING TO REQUIREMENTS FOR AND UTILIZATION AND
RELEASE OF SPACES. (See also SSIC 5900, par. 1.)
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Destroy when superseded or
obsolete, whichever is earlier.

Destroy after individual cards,
plates, or other records are
superseded or cancelled, or
after .1lists are revised or
cancelled, whichever is
earlier. ’

Destroy when 3 months old or
action has been completed,
whichever is earlier.

Apply SSICs 5110, and 5119.
(GRS 12)

Apply SSICs 5110 and 5119.
(GRS 12)

Destroy 2 years after
expiration or cancellation of
agreement (GRS 12.2e)

Destroy when 2 years old.



a. Building Plan Fi .

b. Space Holdings and Regquirements Reports Submitted to
High hori or h n n i

(1) Feeder reports and related working papers.

(2) All other files.

SSI 20

‘I’MA T E_RE D

S58IC 59230
TENQGRAPH ERICAL, AN

1. STENOGRAPHIC NOTES OR TAPES, DICTAPHONE DISKS, AND DRAFTS
OR OTHER TEMPORARY RECORDING MEDIA.

2. INTERNAL MESSENGER RECORDS, SUCH AS LOGS, ASSIGNMENT OR
ROUTE SCHEDULES, AND DELIVERY RECEIPTS. (See SSIC 5900, par.
for other mail and messenger records.)

SSIY 940
.', ORD PROCESSING SYSTEMS RECORDS
1. WORD PROCESSING (WP) SYSTEMS RECORDS. Files documenting

completed studies, individual justifications and requests, and
authorizations for WP systems or equipment.
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Apply SSIC 11012, par. 1.

Destroy when 1 year old.

Destroy when 2 years old.

Apply SSIC 5910.

Destroy when transcribed.

Destroy when 6 months old,
superseded, or cancelled,
whichever is earlier.

Destroy 5 years after
completion of documentation.





