REQUEST FOR RECORD. aSPOSIiTION AUTHORITY.
(See Instructions on reverse)

LEAVE BLANK

JOB NO.

TO: GENERAL SERVICES ADMINISTRATION,

NC1-NU-81-2

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)

December 19, 1980

Department of the Navy

NOTIFICATION TO AGENCY .

2. MAJOR SUBDIVISION
Chief of Naval Operations

In accordance with the pravisions of 44 U.S.C. 3303a the disposal re
quest, including amendmeats, is approved except for items that may

3. MINOR SUBDIVISION

be stamped “disposai not approved” or “withdrawn” in column 10.

Naval Records and Information Mgmt. Division
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 9 SEP 1982
varren Showalter 254-4132

Bureau of Medicine and Surgery

Duate

Archivist of the United State!

(¥

6. CERTIFICATE OF AGENCY REPRESENTATIVE: ‘
| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of

this agency or will not be needed after the retention periods specified.

A

Request for immediate disposal.

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

(] B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE

¥ § DEC 198

D. SIGNATURE-®J

E. TITLE

7.
ITEM NO.

Maval Records & information Management Division

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

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

CHAPTER 6
MEDICINE AND DENTISTRY RECORDS
SSIC 6000-6999

The records described in this chapter relate to
the administration and performance of medical
and dental functions by the Navy Medical Depart-
ment. They include records of examination, care
and treatment of individuals physical fithess,
environmental as well as health care program
records, accumulated in connection with carrying
out Medical Department functions. These records
are located at the Bureau of Medicine and
Surgery, at BUMED command activities including
medical and dental centers, hospitals, medical
and dental clinics, health care research activ-
ities, education and training activities at
Marine Corps Activities, at other medical and
dental facilities and units, at area and staff
medical _and dental offices, and at Federal
Records Centers. Exceptions to disposal stand-
ards. Regardless of disposal authorizations in
this chapter, records directly relating to
matters listed below will not be destroyed until

115-107
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final clearance or settlement of the case:
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STANDARD FORM 115
Revised April, 1975

Prescribed by Genergl-8ervices
Admjnistration
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Request for Records Disposition Authority — Continuation J08 NO. PAGE OF

7. 8. DESCRIPTION OF ITEM SAMPQI:E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

1. An outstanding claim for or against the
United States

2. A case under litigation
3. An incomplete investigation

115-203

Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Administration
GPO : 1975 O - 579-387 FPMR (41 CFR) 101-11.4



$S1C_6000

HEALTH_CARE_(MEDICAL_AND_DENTJAL) RECORDS_-_GENERAL

(1) PRIMARY PROGRAM AND RELATED ADJUNCT RECORDS?

(a) §9£seu-91-ﬁg§isins_gng_§urss£x_iﬁg-ﬂsgisal-ing_ngieL_Ezggseﬂ

and_Ptanning Records)

le Primary Program Recordse (Files and records document-
ing development and execution of medical planse policiess programs
and procedures in performance of the assigned mission of the Navy
Medical Department to provide health cares medical anc dentals
support to the naval establishment including the Marine Corpses)

Adrunidiradins

Seneral correspondence files (temporary use adjunct
records documenting rout ine management administration and inter-
nal operations of the Bureau of Medicine and Surgerys including
general correspondence fileses and other temporary use records
relating to internal operations (such as office servicess space
and maintenances perscnnel utitizations internal administrative
reportss announcements and similar {issuancess etces excluding
primary program records covered in pare 6000¢1)(a) 13 above.)

(b) BUMED Command _Medical_and Dental Research Activities

le Primary program records (records documenting the
organization of the research activitys overall development and
accomplishment of significant research planse programs and
essentifal transactions of continuings Llong term historicals
scientifice legal or administrative intereste.

drvaunastrating

zglkanva% correspondence files (temporary use adjunct
records documenting routine managements administration and internal
operations of the research activitys including generat correspon-
dences office servicess Llocal administrative 1ssuancess etce)

(See also pare 6010(1),)

(c) Qther BUMED command _activities

Permanente Cut off
annuallye. Transfer
to Washington Na-
tional Records Cen-
ter (WNRC)o 4205
Suitland Rdes Suit-
Lande MD 20034 when
4 years olde Offer
to Natifonal Archives
(NARS) when 20 years
olde.

Destroy when 2 years
olde.

Permanente Cut off
annualle. Transfer
to pearest Federal
Records Center (FRC)
when S5 years olde.
Offer to NARS when
20 years olde.

Destroy when 2 years
olde.




Department Propertys Medical Department 00D lLogs and journals
maintained for operating unitse etce.)

ls Logs created at activities in a pop-combat zone

2s Smooth Llogs Destroy when
10 years olde.

bs Rough Llogs Destroy when
1 year old.

2s Logs created at activities in a combat_zone

2e Smooth Logs Transfer to National

Personnel Records
Center (NPRC) Mil1-
tary Personnel Re-
cords (MPR)e 9700

. Page Blvdes St
Loufisy MO 63132
when 2 years olde.
Destroy when 25
years olde.

bs Rough logs Destroy when 1
year old.

(g) Medical Depariment Personnel Professional Develooment
and Trainipng Records Eiles (Jacketss files and other supportive
records and files for active duty memrbers of the Medicale Dentalys
Nursees Medical Service and Hospital Corps documenting educations
. traininge credentialling and other accomplishments).

le Maintained at BUMED Retain at BUMED
for the duration
of the member?®s
active servicee.
. : Transfer 1
' year after separ-
ation from
service (annual
cutoff date)
to NPRC (MPR).
Destroy 10
years after
date of
separatione.

2e Maintained at BUMED Command Activities Destroy when S
years olde.

(2) PATIENT CARE ADMINISTRATION
(a) General (morning reports of the sicks binnacle Listsy Destroy when pur-

appointment recordss outpatient treatment record release filess pose {is serveds
patient evacuation manifestss requests for clinical (medical/- or when 2 years




dental) follow=-up informations serious/very seriously fLL Listso
deaths on wardse similar temporary use formss journals and Llogs)e.

(b) Nopayailability Statements (such as DD 1251)¢ Patientse®
Personal Effects and Valuablesy Reports of Treatment and Hospital-
fzation Furnished Pay Patients.

(c) Medical Holdipag Company Eiles (Reportss (messages and -
related correspondence) concerning individual patients assigned

to medical holding companies)

(d) Medical/Dental _Treatment of Military Persopnnel by Non-
Federal Facilities (case files documenting diagnosise circumstances
and usey etc.)

Ce) Medical Care Evaluaticn-Quality Assurance Program Eiles
(working files documenting patient care audite utilization reviews
staff appointment and credentifalling functions incident to JCAH
accreditation)

(f) Inpatient_and Outpatient Workload and Morbidiiy Reports
(source documents (formses adjunct records and related datas and
automated records) used to report and statistically summarize
inpatients outpatiente and medical services workload and morbidity
data at medical centerses hospitalses and naval medical treatment
facilitiess)

1. At Naval Medical Data Services Centery Bethesdas MD

2e Original records

v be Punched cards

VAN 'Y COmphter tapes and discs

@
Lyl pacnd (D

22 At medical centersos hospitals and Navy health care treat-
ment facilitiese.

tg) Medical Boards ¢(documenting medical disposition of Navy and

old whichever
i1s firste

Destroy when 2
years olde.

Destroy when 2
years olde.

Destroy 2 years
after final settle-
ment of claim,
provided appro-
priate data 1is
recorded in the
Heal th Care
Treatment Recorde.

Destroy when S
years olde or
earlier 41f inform-
mation 1s 1in
summary reportsy
superseded or
outdated.

Destroy when

1 year olde or when
purpose 1s servedos
whichever 1s firste.

magnetic tap
disce

Dest-ron—ihon—g0—
$o-bb—0-Lto—

Destroy when
S years olde

W sthalrauin

\vb‘yAQMLMLm&J

F




le Primary program records (files and records documenting
the organizations and overall development and accomplishment of
significant planse special programse studies or projects and
essential transactions gf the activitye.)

29 wspondence files (see pare 6010(1),)

(d) Marine Corps Activities (Records known to be duplicated
in the files of the Chiefy Bureau of Medicine and Surgerye)

SS1C_6010

HEALTH CARE_ADMINISTRATION RECORDS
(1) GENERAL ADMINISTRATION

(a) Staff Locator Recordss Liberty/Leave Lists_and Similar
Iemporary Use Locally Devised Administrative Forms_ang Journals

(b) Geperal Correspondence Filess Inspection_and_Survey Filess
Hospital_and Health_Care_sStaffina Reports (records documenting
the managements administration and internal operations of the

medical/dental activitys {including general correspondence filess
records and copies of reports of administrative and management on-
site surveysy military and other surveys and inspecticns and copies
of reports forwarded to BUMED.)

(c) Hospital accreditation (JCAH) survey filess Applications
for surveys JCAH reports of survey and related correspondencee.

(d) Housekeepings_ Linens Laundry and Food Management_ Service
FAiles (consisting of internal operating recordsy files and adjunct

data pertaining to the scope and cost of servicess manpower require-
mentses work Lloadse contractural service documents and related
supportive materials for the provision of hospital housekeepings
Linens Laundrys and food management functions 4in Naval Medical
Treatment Facilitdese)

(e) Administrative Committees/Boards Eiles_and Records
(documentation of the actions of appointed boards/committees at
medical and dental centers and hospitals (executives budgety,
medical recordss Librarye education and trainings etc.) together
with related records and data)

(1) Medical and Dental Officer-of-the-Day Logs (chronological
records of events such as damages destruction/loss of Medical

Cut off annually. Trans-
fer to pearest FRC when

2 years olde Destroy
when 25 years olde.

Destroy when 2
years olde.

Destroy when 2 years
olde or earlier if
purpose is servede.

Destroy when pur-
pose is served,
or when 2 years
olde whichever 1s
firste.

Destroy when 2
years olde.

Destroy when
S years olde.

Destroy when S

years olds pro-=
vided all Llegaly
accounting and
contractual require-
ments are mete.

Destroy when S
years old.




Marine Corps members.)

ls Record copies, File Ori1ginal copy
in 1ndividual®s
Health Care Treat-
ment Recorde Other .
copies are to be .
distributed according
to current directivese.

22 Non-record copies Destroy when
1 year olde.

3e Automated records

v 3 punched cards

netic tap
discse
Yy be computer tapes/discs O_P,{@Pw“w]o(a) W‘MM
, — (q)3at
(h) Reajster_of Patjients (such as DD 7399 482 or other media
documenting admission of individuals to inpatient care facilities).
1le Numeric Sections . Retain at activity
. for JUCAH accredita- -
- tion purposee Trans-

fer to nearest FRC
with other primary
records when activi-
ty i1s_decommissioneds

R e
‘ e o»b ot
ERC,
22 Alphabetic Sections. (See also pare. 6150(2)(a)) Transfer with
corresponding
inpatient
clinical

records to

NPRC (MPR)s Ste.
Loufiss MO.
Destroy with
related recordse.

(J) Risk_Manangément Records: Incident reports relating to Cut off annuallye.
patientsy staffe and others documenting accidentss injuries or Destroy when 3
other types of incidentss together with follow-up reportses sup- : years olde.

portive correspondence and statementses including statistical dis-
plays and summaries at BUMED and BUMED command activities




S31C_6100-61322

BHYSICAL_EITNESS RECORDS

SS1C_61350

HEALTH_AND _MEDICAL_RECORDS

(1) MILITARY HEALTH CARE TREATMENT RECORDS

(medical and dental treatment record jacketsy (file folders

such as NAVMED Forms 6150710 through 19) providing complete
individual chronological records of all medical and dental ex-
minations evaluations and treatment afforded active duty Navy and
Marine Corps members throughout their service careers. The contents
of military health care treatment recordss medical and dental

are prescribed by the Manual of the Medical Department (MANMED)
Chapters 6 and 16.)

(2) INPATIENT (CLINICAL) RECORD FILES (Individual 1inpatient
treatment record jackets containing a multiplicity of stand-
ard Federale DODe NAVMED and other medical forms reports and
records prescribed or authorized for use 1n documenting health
evaluationsy care and treatment for any health or medical
condition/problem provided eligible persons admitted to and
discharged from naval medical treatment facilities providing
inpatient caree The records also contain discharge summaries
-0of inpatient care afforded and adjunct forms such as privacy
act statementse The contents of inpatient clinical records
files are prescribed by current BUMED directives)

ta) Military Inpatient (Clinical) Record Files

Transfer to NPRC (MPR)

in accordance with

MANMED and current

BUMEDe MAVMILPERSCOMo

and MARCORPS direc-

tivese Disposition

will be in accordance

with that provided

for the Military

Personnel Service

Jackete SMQQ%QMW‘WM ca“‘fm‘ﬁ‘
il v RAa  BOW,

Transfer to NPRC

(MPR) 2 years

after the calen-

dar year in which -

treatede At the

time of records

transferys screen

the inpatient

(clinical) record

and separate

clinical records

for_personnel

from the records

of dependents and

other supernumerary

patients. Handle

each of the follow-

ing records series

as indicated in

pare €(2)(¢a) through

(2)(d) below. (A

records "series"

(group) 1s a block

of records having .

the same disposal )

authority and the s

disposal date.

Ship as one



http:siinj�2l_r.��2r.g1

(NOTE: Fetal monitoring strips (machine printouts) are a
component part of the inpatient recorde The fetal monitoring
strip shall be transferred to the records center concurrent with
the corresponding inpatient recorde The monitoring strip may be
included 1n the same box as the corresponding inpatient record
or in a separate boxe If boxed separatelys a separate
alphabetic Locator must be included with the fetal monitoring
stripse)

(b) Ippatient (Clinical) Record Files =_Dependents and Others

(Note: Fetal monitoring strips (machine printouts) are a
component part of the inpatient recorde The fetal monitoring
strip shall be transferred to the records center concurrent with
the corresponding inpatient recorde The monitoring strip may be

records -series
(group)e (Include
active duty,
retired and
former military
service members--
Armys Navys Air
Forces Reservistsy
National Guard,s
ROTC on active
dutys cadets and
midshipmens

Coast Guard,

PHSe NOAA and VA
beneficiariese.)
Destroy when

50 years old.

Ship as one
record series
(group)e.

(Inc lude depend- -
ents of military/
uniformed service
personels Federal
Government
employeesy civil-
ian humanitarian
and other nonmil-
itary.) Do not
include records
for American

Red Crossys
foreign personnel
(military and
other) and

their dependents
covered in parse
6150(2)(c) and
6150(2)(d)
belowe Destroy
when 25 years olde.




included in the same box as the corresponding inpatient record or
in a separate boxe If boxed separatelys a separate alphabetic
Locator must be included with the fetal monitoring stripse)

(c) Ippatient (Clinical) Record Files - Americap Red Cross
Personnel

(d) Inpatient (Clinical) Record Files - Forelan Personnel
CMilitary_and Other) and Their Dependentse

(3) OUTPATIENT TREATMENT RECORD FILES (Individual outpatient
treatment record jackets containing original records and copies

of records of health evaluationse care and treatment provided for
eligible persons on an outpatient basise The jackets contain
standard Federal and other medical formss reports and records
prescribed or authorized for use by BUMED in documenting the
provision of outpatient care by naval medical treatment facilitdiese.

Transfer to

Medical Direc-

tore American

Red Crossys Hash1ngton'
DCe 202269 2 years
after the date of

Last admissione

Give custody of

inpatient records

and x-rays to foreign

personnel (military
member/sponsor) at

the time of the

patient?®s return to

the parent countrye.

Deliver records and

x=-rays in a sealed

envelope to the member/

sponsor ore as appli-

cables to the senior

member of the military

groupe. Alternatelys .
if not given to the
individuale transfer
to BUMED 2 months
after the patient®s
dischargee Annotate
the patient®*s nation-
ality on the inpatient
record jacket and group
the records by country
for eventual transfer
to the cognizant
foreign governmente.

Transfer to NPRC (MPR)y
2 years after the ca-
Llendar year in which
Last treated. At

the time of records
transfery screen the
outpatient treat-

ment record file

and separate_the
outpatient treat-

ment records_for
records_for_retired
mititary personnel 4
from the records of
dependents and other

supernumerary




patientses American
Red Cross personnelys
and foreign personnel
(military and other)
and their dependentse.

(a) &:tinzd_uik1Lanz_Qutnat1:nt_Inﬁa:m:nl_&:annd_éikzi Transfer as one
records series

(group) e

Include out-

patient treat-

ment records

for retired

military person-

nel Llisted in

pare 6150(2)(a)e.

Do not include

Health Care Treat-
. ment Records

for active

duty Navy and

Marine Corps

memberse Destroy

when 50 years olde.

(b) Qutpatient Treatment Record Files -_Dependents_apnd Transfer as one
Qtherse records series

(group)e Include
dependents and
other patients

as described

in pare 6150(2)
(b)e Destroy

when 25 years olde.

(c) Outpatiept Treatment Record Files - _American Red Cross Apply pare. 6150(2)(c)y
Bersonnel abovee

. (d) outpatient Yreatment Record Files = Forelan Personnetl Apply par. 6150(2)¢d) s
_ (Mitlitary _and Other) _and_Their Dependenis abovee.

(4) CIVILIAN EMPLOYEE OUTPATIENT TREATMENT RECORD FILES

ta) Individual_ industrial/Zoccupational _healih care treaiment Transfer Jackets of in-
records_jacketses (containing originale or copies of various dividuals separated from
reports and records documenting health evaluationse examinationse naval service employ~-
care and treatment provided on an outpatient status for Federal ment for over 30 days
Government employeess including chronological records of medical to NPRC (CPR)e Ship
cares reports of Laboratory and x-ray findingse consultationss as a separated records
records of occupational exposure to environmental stress: noises series (group)e 1If
radiatione hazardouse or potentially hazardousy sustances such separation date is \VL’%J£MAMALVLJ
as asbestose pesticidess suspected carcinogenss etcei also unknowne transfer
hearing recordses vision recordse immunizationses reports of me- jacket 2 years after
dical historye physical condition and similar records reflect- the calendar year in 7
ing treatment furnisheds and absences from work caused by which Llast treated.

illness and injuryi together with supportive records and ad-




Junct formee eeges Privacy Act statements. Exclude records
described 1n pare. 6150(4)(b)y below.

(b) Employee Health Oualifications D1isability and _Separation
Records (original records documenting placement (health qualifi-

cation records dated prior to June 19709 and SF 78 Parts D¢ Es and
F after this date)s physical examinations conducted incident to
disability retirements separation for disability related correspon-
dence and documentation of medical history)

(S) INDIVIDUAL DENTAL HEALTH CARE TREATMENT RECORDS (dental
Jackets containing dental examination and treatment forms,
consultation and Laboratory reportss dental health questionnairess
perfodontal screening examinationse and related records and data)

(a) Dental Health Care Ireatment Record Files for Retired
Military_Personnele.

(b) Dependents Dental Health Care Treatment Records (documents
reflecting dental treatment provided to dependents of military
personnel and other non-military individualsy except for civilian
DOD employees)

(c) DOD_civitian Employees Dental _Health Care Treatment Records

(documents reflecting dental treatment provided to civilian employees

of the Department of Defense (DOD)).

(6) NON-RECORD COPIES OF HEALTH AND MEDICAL RECORD FILES ¢all
non=-record copies of formssy reportse recordses and other data for
which a record copy i1s efther filed or transcribed into any of the
treatment records Listed in parase 6150(1) thru 6150(5) above)e.

SSI1C_6200=6293

BREYENIIYE MEDICINE RECIRDS

SSIC_6200

olde.

File in employees
official Personnel
Folder as prescribed
by the Federal Per-
sonnel Manuale.

Transfer as a geparate
records series (group)

to NPRC (MPR)e 2 years
after the calendar
year in which last
treatede Destroy

when 50 years olde.

Transfer as one
records series (group)
to NPRC (MPR) 1 year
after Last treatmente.
Destroy when 15 years
olde.

Transfer as a gepa-=
rate records sereis
(group) to NPRC
(CPR) 1 year after
Last treatment.
Destroy when 25
years olde

Destroy when 1

year old or earlier
if purpose 1s
servede




PREYENIIVE _MEDICINE RECORDS-GENERAL

(1) COMMUNICABLE DISEASE CASE FILES (copies of records docu-
menting control/prevention of communicable diseases’ rain-
tained for reporting to cognizant militarys federals state/
Local health authorities)

ta) Formal Reports

(b) Working Files

(2) OCCUPATIONAL HEALTHe INDUSTRIAL AND ENVIRONMENTAL CONTROL
RECORDS (see also pare. 5100)

(a) Program_Records (industrial hygiene program records
accumulated by NATNAVMEDCEN Bethesas naval regional medical
centersys navy environmental and preventive medicine units
and NAVENVIRHLTHCEN Norfolk documenting occupational indus-
triale toxicological and environmental stresses affecting
healths and preventive medicine services provided by the
activitye 1Included are consultation reportse environmental
monitoring recordss surveyss measurements and exposure
analysess control Logs (chronological histories) of unusual
incidents and hazardous conditions)es evaluations and re-
commendations concerning woerk practicess personal protective
equipmente etce together with related supportive recordss
except records covered in pare. 6200(2)(b)s belowe)

(b) Medical Surveillance Records (original records docu-
menting medical surveillance of individuals exposed to occu-
pationale industrial and environmental health hazards (noises
radiations asbestos and other contaminants)e including medical
historiess initial (base Line) medical examinationss and sub-
sequent examinationse care treatment provided.)

(c) Mork Project (Case) Files (consisting of copies of
directivesy standardse guides and procedures usedy extra
copies of reports of compilances status reportse statistical
summaries etce submitted to higher authoritys notess work-
sheetsy interim calculationse equipment calibrationss and
similar non-record materialse)

Destroy when 5 years
olde.

Destroy when data
i1s summarized 1in
formal reportse

Destroy when

S5 years olde or
earlier 1f indi-
vidual case files
and records are
superseded or
technically
obsoletee.

Cut cff annuallye.

Retain 5 years

then transfer

to the nearest -
FRCe Destroy

when 75 years

olde.

File in the indivi-
dual *s health care
treatment recorde.
(For military per-
sonnel see pare
6150(1)5 civilian
personnel pare.
6150¢4) .

Destroy when 5 years
olde or earlier 1if
individual files

and records are
superseded or
technically
obsoletee.
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SSI1C_6300-6322

GENERAL_MEDICINE_RECORDS

JREATMENT_AND_HOSPIYALIZAYION RECORDS

(1) ELECTROENCEPHALOGRAM TRACINGS

(a) Normal tracinas
(b) Abnormal_tracinas

(2) EMERGENCY ROOM LOGS (CONTROL REGISTERS)

¢(3) FAMILY ADVOCACY CASE FILESe (case filess copies of medical
recordses investigative reportss committee findingse correspondence
and related supportive records document ing abuses neglects mal-
treatment of naval family members)

(a) central realstry records_at_ Headguarters BUMED.

(b) Morking files_at BUMED command activitiese

(4) GYNECOLOGY MALIGNANCY DATA (data sheetss copies of medical
recordse punched cardss magnetic tapes and discs)e.

(a) JIpput_documents

v/(b) Punghed_cards Rexarw

Destroy when
1 year olde.

Destroy when
S5 years old.

Retain at activitye.

Transfer to nearest

FRC with other primary

program records when -

activity is decommis-
sionede amd—then—de— W&éﬁ»&m’—‘lﬂ
|4

stpoy 28 ywoars. oY
O\ akesaas s RC,

Cut off annuallye.
Transfer to WNRC
when 4 years olde
Destroy when 25
years old.

Destroy 5 years

after the calendar
year in which Llast
incident reportede.

Destroy when

1 year old. ] »

Bostrerwbon  \\/ i Thdram

tjg4,hujio,~hakul —Pipegmpte—0-1-el-
<ﬂ21&~wntuuﬂa




/¢ c) Computer tapes/discs

(5) NURSING RECORDS

(a) Nursing Care Planse Medication and Treatment Cardss Stat/
Dally Orderss Patient Intake and OQutput (such as DD _792).

(b) Mard Reportse Day Books and Nursing Service Reports

(6) PATHOLOGY AND CLINICAL LABORATORY RECORDS

(a) TYissue Examipations

1l Pathology Laboratory copies

2 ALL other copies

(b) Tumor Reglistries (maintained at hospitals and medical

centers conducting cancer programs)e

C(c) Autopsy Reports (autopsy protocolse authorizations for
autopsy and tissue donations toxicological examinations (requests
and reports)es and relateds supportive records)e.

(d) suraical_and_Autopsy Specimen Reference Regords (pathology
Laboratory indexess ledgersy alphabetic name cardse AFIP contribu-
tor*s Lists and similar records used for reference purposes (patient
name - specimen number)e.

and_water

(f) Clinjcal Laboratory Workload Data (statistical reports of
procedures performed with summary data and related records)e.

oﬁxﬁl paa G320 b)

Destroy

when patient

is discharged

or earlier 1f
appropriate data
has been recordede.

Destroy when

1 year old or
earlier 1f purpose
is servede.

Destroy when
15 years olde.

Destroy when

1 year old or
earlier if purpose
is servede.

Retain until
activity 1s dis-
establishedys
then destroye.

See pare.
6320(6)(a)y
abovee.

See pare.
6320 (6)(a)
abovee.

Destroy

clinfical Llabor-
atory copies
when 1 year olde.

Destroy when
S5 years olde.
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(g) Laboratory Information _System (LABIS) (At NNMCy Bethesdae MD:
test results for patients at NNMC and specimens referred to NNMC$ and

system generated subsidiary records)e.
le Computer Stored

] 22 On-Line registration filesy by activitys of current
patientse.

be Laboratory findings for inpatients

¢e Laboratory findings for outpatients

de Operationals quality control and statistical
accumulationse.

22 Printed reports

22 Interim reports
be Final report§
Ce Subsidiary records such as workload reports

de Laboratory logs

ee Short term census reports

¢h) Blood Transfusion Reactlion Records (case files documenting
the clinical investigation of transfusion reactionss including
transfusion ledgers (patient-donor-crossmatch)y individual reports
of patient reactiones and supportive records maintained by the
Laboratory transfusion service)e.

(1) Blood Donors_and Blood Donor Center Records (BlLood donor
record cards (SF 572)¢ blood donor ledgers and related recordss
including records of designated blood donor centers (donor record
chartse blood identification tagse copies of reports of bleedingss
shipping inventoriess etce))

(7) PHARMACY RECORDS

Destroy when

1 year olde.
Destroy 30 days
after discharge/
Last result entrye.

Destroy 90 days
after Last result
entrye.

Destroy when
90 days olde.

Destroy after
patient®s treat-
ment {is completede.

Maintain in patient®s
health card treatment -
record jackete

Retain 5 years .
for management
datae then destroye

Destroy when
5 years olde.

Destroy when

1 year old or
earlier 1f pur-
pose servede

Destroy when -:L-
years olde

Destroy uhen3 .
=+ years old’mm dra -
cAhuhauautbcibgumﬁxu»m.




(a) Prescriptionss Formularies and Drug Lists

le Prescription forms including "polyprescription® forms

22 Formularies and drug Lists (reference publications
Listing medicinal substancess formulase etces and locally
prepared Listings of drugs)

(b) Narsgsisg1_Alsgngx-and_§9nizgsleg_szs_lnxenzcrx and
Accouptipa Regords.

(8) PSYCHIATRYs PSYCHIATRIC SOCIAL WORK AND CLINICAL PSYCHOLOGY
RECORDS

(a) Neuropsychiatric Inpatient and Outpatient Workload Stat is-

ticss_and Psychiatriec Upnit Evaluations

(b) clinjcal Psychology Case Filess (Documentation of the
clinfical psychologfical evaluation of individuals such as exam-
ination records of intelligences personalitys achievement,
aptitude’ test resultss notes and observations of patient®s
behaviori abstracts/copies of pertinent medical records and
similar materialse.

le Active duty and retired military personnel

2e ALL other patient categoreis

(c) Psychiatric Social Work Case Eilese (Notes of interviews
with patientssy family and other indtviduals relative to the

patient®*s adjustment; evaluations of personal and social data
and similar materials)

(9) SURGERY RECORDS (operation scheduless electrical conductivity
test recordss anesthetic data recordsy etcs)

(10) VISION RECORDS

(a) Eyewear prescriptions

(b) Occupational Optometry Case Files (Accumulated by medical
centersy hospitals and branch clinics incident to the practice of
occupational optometry)

SSIC_6300-6523

Destroy when 3 years
olde.

Destroy when 3 years
old or earlier 1f
outdateds superseded
or no Longer needed
for referencee.

Destroy when
3 years old.

Destroy when
2 years old.

Transfer as a separate
records series (group)
to NPRCe (MPR) 2 years
after date of last
admission/treatment.

Destroy when 50 years >
olde.

Destroy when 25 years -
old.

Destroy 2 years
after date of Llast
admission/treat-
mente.

Destroy when
2 years old.

Destroy when 1
year olde.

Destroy when 5
years olds or
~earlier 1f purpose
is served.




SEECIAL_EIELDS

§S1c_6410

AVIATION MEDICINE RECORDS

(1) AVIATION PHYSICAL EXAMINATION AND EVALUATION CASE FILES (flight
Jjackets documenting fitness for admission to or retention in
aviation training programs and as base-lLine medical data for fol low-
up during the individual®s flying career)e.

(2) AEROSPACE MEDICAL TRAINING RECORDS. (Individual case files
documenting training and education in aerospace medicine and
allied disciplines).

(3) AVIATOR PHYSIOLOGY TRAINING RECORDS. (Copies of reportss and
records at naval aerospace physiology tratning units and activities
using aerospace physifology training devices).

SSIC_6420

 SUBMARINE_AND_DIVING MEDICINE_RECORDS

(1) DIVING AND HYPERBARIC MEDICINE RECORDS. (Case filess formsy
reportse related records and data accumulated incident to the
medical management of diving and hyperbaric casualties and diseases}
maintained by medical centers and hospitals having an undersea
medicine service).

(2) SUBMARINE MEDICINE RECORDS (documenting underwater work not in
the hyperbaric state and Liaison dealing in submarine matters).

(2) NAVY EXPERIMENTAL DIVING UNIT RECORDS (General correspondence
files)e.

SS1€_6310

RADIOLOGICAL _MEDICINE RECORDS

Retain locally. Cut

off annuallye. Destroy .

when 30 years olde
Alternativelye trans-
fer inactive records
to the nearest FRC
for interim storage
and disposal 1f
storage space 1is

not avafilable
Locallye.

Apply pare. 6410(1)
abovee.

Destroy when
5 years old.

Transfer to pearest
FRC for interim
storage when 4 years
olde Destroy when
25 years olde.

Apply pare 6420(1)
abovee.

Destroy when
6 years old.
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(1) ENTRANCE AND SEPARATION X-RAYS OF MILITARY PERSONNEL (all X-ray
films exposed in conducting medical and dental examinations for

entrance_into and separation (discharge or release) from active
duty service.

(a) Eptrance Dental X-Rays (panoramic/full mouth X-rays)

(b) Entrance_and Separation_X-rays (as prescribed by MANMED,
Chapter 15).

Identify films
Xzraysi main-

tain in individ-
ual®*s dental
health care treat-
ment recorde.

Transfer on a current
basis to NPRC (CPR)
(See Note for shipping
instructionse) Film
files may be trans-
ferred weekly or mon-
thly depending on the
rate of accumulation.
Do not hold X-rays
Longer than 3 months
in addition to the
accurmulating monthe
Ship the films 1in
weekly or monthly in-
crements with the
oldest week or month
transferred firste.
Transfer X-rays to
NPRC (CPR) in straight
alphabetic or numeric
(film number) ordere.
Exception: Separation
X-ray of military per-
sonnel may be retained
locally until the in-
dividual has been se-
parated or retireds
then shipped in accor-
dance with procedures
set forth abovee.

Note: NARS_packing
and_Jidentificatiop
Instructions. Do not

bends roll or fold

filme. Types print,

or stamp the individuale®s

SSN and names in that

orders on the front of

each jacket (film folder) 7
or envelope used for en-
closing X-rayse Retain

all films for examinees



http:X::!..il

taken as a part of the entrance physical examination).

le Accepted candidates

2e Rejected candidates

(d) Disability Separatiopn X-Rays (for active duty military
patients transferred to the Veterans Administration incident to

disability separation)e.

(e) X-Rays of Relected Applicants for Military Service

ls By reason of pulmonary tuberculosis

22 For medical reasons other than disease of the cheste.

(2) DIAGNOSIIC _X-RAY FILM (x-rays taken 1ncident to examination,
care and treatment of patients on an inpatient and outpatient
status)e.

(a) Medical X-Rays - ALl Patient Categorjes (except entrance
and separation x-rays of military personnels and x-rays of foreign

personnel (military and other) and their dependents covered in pare.
6470(2)(a) 1 ¢ below)e X-rays are maintained in terminal
digit-SSN filing order in color-coded medical x-ray film jackets
(including finding (alphabetic cross reference) medias index

cardss pertinent sections of x-ray Logss etcede

Forward
to cognizant
Academye.

Destroy when
5 years olde.
Dispose by
salvaginge

Transfer to
cognizant Vet-
erans Adminis-
tration hospitale

Offer to state
public health
agency of appli-
cant s home statee
Dispose by sal-
vaging 1f state
health officer
considers the
X-ray report
sufficient and
does not desire
the filme.

Dispose by sal-
vaging when
findings are
entered on the
physical examin-
ation forme

Destroy by salvaging
when 5. years olde.
Destroy related
cross reference
media at the same
timee If space
is not avail-
able Locallyy
transfer inactive
jackets and
related finding
media to the




not assigned an SSN up=

tiL the SSN 1s 1ssued.

Enter the SSN on the

film jJacket and ship to

NPRC (CPR)e Requisition

film jJackets through nor-

mal supply channelsy

standard stock items NSN

7530-00-612-39509 envelopeys

photographic negatives

(4 3/8" x 10 3/8") and NSN

7530-00-612-40009 doOes

14 1/2" x 17 1/2". Use

negative jackets measuring

4 3/8 x 10 3/8 inches for

all 4 x 10 inch and smaller

size filmy 1f any are ex-

posede DOo_not use Llarger
‘ . size Jackets for these

films. Place individual
identifying data parallel
with and no lower than 1 1/4
inches below the front open
end of the jJacket. Do_not
enter data in the preprinted
space provided on the jacket.

Enclose all film larger than
4 x 10 inches in 14 1/2 x 17 1/2
inch jJackets. Howevers 1if
14 1/2 x 17 1/2 inch jackets
are not availablesy use enve-
Lopes of the same size. Place
the individual®s SSNs names
grade/rate and branch of ser-
vice (Navys Marine Corpss
Armye Air Forces etce) in the
. space provided in the upper
Left corner of the 14 1/2 x
17 1/2 4nch jacketses If the
envelopes are useds fold the
flap so that the glued sur-
face does not come in con-
tact with the filme Place
the individual‘*s identifying
data in the upper left cor-
ner parallel with the front
top edge of the envelopee.

Use GSA standard cartonsys
NSNe 8115-00-290-3386

(18" x 15" x 5 1/2%) when
shipping records such as
x-ray filme Reinforce the
corners of shipping car-
tons or packages with pres-
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le Entrance X-rays consisting of chest X-rays exposed 1in
conducting the medical examination preliminary to an individual®s
entry intos or reenlistment for extended active military service
in either an officer or enlisted status which include?

2s Applicants accepted for reserve or regular enlistment
for extended active duty or active duty for traininge including
applicants for aviation cadet traininge officer candicate schooly
and flying service on enlisted statuse.

o Applicants accepted for appointments for as officersy
and Navy Cadetss

ce Members of the Reserve ordered to active duty for
training or extended active duty under the Reserve Forces Acto
as amendede.

de Former members who reenlist for additional periods of
extended active dutye.

€s Students and graduates of officer candidate school.

2e Separation X-rays (vice radiology records) consisting of
chest and other X-rays made as part - of the medical examination
for release or discharge from extended active military service
for all military personnele.

(c) UeSe Militory Service Academies (X-rays of candidates

sure sensitivesy water re-
sistant tapes Use NSN
8135-00-297-6656 (360 foot
rolle 3 inches wide).

Ship accumulations of films
directly to NPRC (CPR). Do
not prepare SF 135. Prior
approval of the records
center for shipment of
entrance and separation
x-rays is not requirede.
Show the complete return
address of the activity

on all cartons or pack=-
ages of x-ray films

shipped to the records
centere Prior to ship-
ments exclude all medi-

cal (diagnostic) x-rays
incident to patient care
covered under pare. 6470(2),
belowe

NOTE: VA takes legal custody
of entrace and separation
x=-rays upon receipt at NPRC
(CPR).




1, Foreign Personnel (Military and Other) and Their
Dependents

¢(b) Deptal X-Rays_=_ALL_Patient Categories _(fexcept entrance
x=-rays of military personnel).

(c) Upidentified Medical and_Dental_X-Rays (films that can not
be identified with patients to whom they pertain)e.

(3) X=Rays_of civilian_employees (medical diagnostic X=-rays taken
incident to occupational/industrial health programs for U.S.
civilian employees including adjunct recordses and cross reference
medfa (index cardse pertinent sections of X-ray Logss etce))e

(a) Negative X-Rays

(b) Positive_X-Rays =--with pathological findings that are pot

static in natures and one representative X-ray of pathological
findings that are static in naturee.

storage

and dis-
posale
Transfer
X=-rays in
gigit-SSN
filing order;
finding media

in alphabetic
ordere.

Give custody of

of x~rays to the
individual at

time of return to
the parent countrye.
Otherwisey destroy
when S5 years olde.

Maintain in the
individual?*s dental
health care treatment
recorde Destroy

by salvaging when

new x-ray 1s takene.

Destroy by sal-
vagingy if
economically
feasible.

Destroy by salvag~-
ing when 5 years olde
Destroy cross
reference media

at the same timee.

Transfer in
numerical
(terminal digit -
SSN) order together
with related
finding media in
alphabetic order
to NPRC (CPR)

111 Winnebago
Stes Ste Louisy
MO 63118 in
annual shipmentse
Include X-rays




(4) Radioisotope records (copies of dosage recordse scan sheetsy
tracingse consultation reports and similar records accumulated by
Medical Department facilities having diagnostic/therapeutic radio-
isotope services)e.

(a) License Applications - Radioisotopes/By-Product Materials
(such as AEC Form 313 and related documents)e.

(b) Accountability and Inventory Records (documenting receipts
usey disposal of isotope/by-product materials)e.

(c) Radionctive Materdal - _Accidents Theft and Loss_ Reports

"fcoples of messageses formss correspondence and related records
documenting accidentss theftsy and Loss of radioactive material
and/or release into the environment reported by Medical Department
facilities)e.

(5) RADIATION EXPOSURE RECORDS. (Original records documenting
exposure of individuals to external radiatione ee«ges alphae betas
gammas neutrone etces including nagative and positive resultsy
skin and nasal contamination incidentsy contaminated injuriess
decontamination and treatment are maintained in the health care
treatment record. (See pare 6150).)

(a) Photodosimetry Records_(copies of photodosimetry records for

personnel exposed to fonizing radiation including repcrts of audit
discrepanciesy errors in film exposure/interpretation and dosimeter
readingse defective materialse €tcey related records and summary
reports and Listings).

(b) Dosimetry Film (processed phcotodosimetry film and related

film Logse worksheetss etcs)e.

of civilian

employees separated

from the naval

service over 30

dayse. If separ-

ation date 1is

unknowny trans-

fer 2 years from

the date of last WM\&W‘V
X-ray examinatione. 7

~Besip-oy—_i-f—y-e-a-p-g—

—afto-r—t-ransferato- (
mwmwx‘ﬁfwh

Destroy when
S5 years olds

Destroy 5 years
after expiration
of License.

Retain records
until zero bal-
ance (no material
on hand) 1is
achieved and the
data is 1nspected
and certified.
Destroy records
with zero balance
onlye.

Destroy when

5 years olds provided
investigative

and corrective
actions have

been completede.

Destroy when
2 years old.




1l Film and related records

(c) Special Reports = Personnel Exceeding Exposure Limits
(case files documenting personnel exceeding radiation exposure
Limits} medical evaluations/determinations of radiaticn exposure
related 1llness/injury; advisory board findingses together with
supportive records)e.

le Copies of records maintained by ships and stationse.

22 Files maintained by the Bureau of Medicine and Surgerye.

(d) Electromagnetic Radiatiop (EMR)_Records (documenting
bifological effects of and potential health hazards to military

and civilian personnel from exposure/over-exposure to EMR
including microwavesy lasersy radary etce)e.

(e) Radiation Exposure Reports (summary reports of
personnel and related exposure datas including periodic and
situational reports such as MED 6470-19 Personnel Exposure
to Ionizing Radiationsy together with related formss work
sheetse punch cardse microfiches and supportive files and
records)

RESEARCH_RECORDS

(1) MEDICAL AND DENTAL RESEARCH AND DEVELOPMENT PROJECT FILES
(consisting of a complete history of each approved project/task
from inftiations through the RDT&E process to completion or
termination with original manuscripts of technical reports and
supportive records)e.

(a) Accumulated by the activity/proiect office havipng primary
respopnsibitity for the R&D effort

le Preliminaryes interim and final reportse.

Destroy when 1
year olds provided
data has been
entered on the
individual*s

DD 1141 or
equivalente.

Destroy when 2
years olde.

Destroy when 75
years olde.

Apply pare
6470(5)(c)y
abovee.

Apply pare
6470 (5)(c)e.

Permanente. Trans-
fer to pearest FRC
when 5 years olde.
Offer to NARS when
20 years old.




22 Supporting records (excluding reports).

(b) Research_Proposals: (health care research projects
and contracts received from i1ndividualss commercial firms,
private institutions and others)

le Approved proposals solicited and unsolicited.

22 Disapproved proposalse.

(c) Non-Record _Coples_of Re;gg;ﬁj_ﬁ;gig;;_fjﬁgg tat the
project office and other participating and supporting activitiese.)

(2) CLINICAL INVESTIGATIONAL DRUG PROJECT RECORDS (reports and
project filesys formsy records and related data documenting use
of new drugs in health care deliverys including description of
the druge dosages usesy actionse side effects and inventories
and prescription records which are maintained 1n accordance with
federal regulations and other authority for Navy sponsored
clinical investigations and research studiese.

(a) Pretimiparys interim and final reportse

(b) Project files (excluding_reports)

(f)lgﬁouppmnmugawiltLVW&wuﬂncpquﬁnéﬁL
SSIC_6600-66939

DENTISTRY_RECORDS

SSIC_6600

QENTISTRY RECORDS = GENERAL

Transfer to pear=
est FRC when 5
years olde Destroy
when 10 years olde.

Incorporate with
the supporting
project recordse
(Apply pare. 6500(1)
2 abovee.)

Destroy when 5
years old.

Destroy when

S5 years old or on
comp letion/
termination of
projecte.

Permanente Trans=
fer to pearest

FRC when S5 years
olde Offer to NARS
when 20 years olde.

Transfer to pear=-
est FRC when S
years old. Destroy
when 10 years old.

ol pan . 500
(2)(b)abene .




ol

(1) DAILY DENTAL SERVICE RECORDS (documentation by individual dental
officers of procedures and services accomplished’ used to compile
dental service reports)e.

(2) DENTAL SERVICE REPORTS

(a) Quarterly dental statistical reports _at BUMED

(b) At dental field activities

(3) DENTAL EQUIPMENT AND FACILITIES REPORTS (annual reports of
dental spacess equipments prosthetic data and utilities).

(4) DENTAL METALS (issue recordse and statements and inventories of
precious and special dental metals)e.

(5) PROSTHODONTIC WORK REQUESTS AND PRESCRIPTIONS (records of dental

prostheses fabricated and metals used} maintained alphabetically by
patient name)de.

SSI1C_6700-6899

EQUIPMENT AND_SUPPLIES

SSIC. 6700

EQUIPMENT_AND_SUPPLIES = SENERAL

(1) EQUIPMENT INVENTORY RECORDS (reports and records documenting
medical/dental equipment acquisitions replacement and budget
requirementss 1ncluding adjunct data as to ages conditione degree
of obsolescences etces on forms/formatss computer Listingss punched
cardse tapess etces at BUMED command activities).

(2) IONI2ING RADIATION EQUIPMENT (surveys of equipments including
evaluations of shieldings safety proceduress discrepanciess recom-
mendationse etces including copies of reportss formse worksheetsy
Lettersy memoranda and similar nonrecord materials documenting the
formal survey program accumulated by Medical Department facilities)e.

(3) EQUIPMENT MAINTENANCE AND REPAIR RECORDS (at BUMED command

Oestroy when
2 years olde.

Transfer to WNRC
when 4 years olde.
Destroy when
15 years olde.

Destroy copies of
reports and work-
ing files when

2 years old.

See parae.
6000(2)y above.

Destroy when
2 years olde.

Destroy when
2 years olde.

Destroy when
S years old.

Destroy when

S years olde
provided dis-
crepancies are
correctede.

Destroy when




activitiess and medical and dental departments of the operating
forcesy consisting of formse reports and related records documenting
qdministration and operation of medical/dental equipment and repair
facilities in the Navy)

ta) Eguipment Mainiepnance Work Orderss_Work Mapnagement_ and
Control Records: Files and records documenting fr:quency of

servicing/down-time of individual equipment itemss personnel
assigned servicing-repair dutiess manhours expendeds costs
generatedy etc)

(b) Medigcal/Dental Eguipment Maintepance Service PFapuals. (files
maintained on equipment requiring recurrent technical maintenance
services including detailed instructions/manuals for operating and
servicing partsy Llistsy wiring diagramse pictorialsye etc)

(4) LOCAL PURCHASE RECORDS (forms/punched cards documenting open
market purchases of medical/dental material obtained in quantities
sufficient to warrant consideration for standardizations central
procurement and stocking: together with related supportive records
(usage datas recommendationsy etce))

(a) At _BUMED _commapnd_activities

(b) Master Transaction Tapes (at the Naval Medical Materiel
Support Commandes Philadelphias PA).
(5) OTHER EQUIPMENT AND SUPPLY RECORDS (copies of supply workload

summariess shelf Life recordss excess and surplus equipment and
supply records=-=-such as SF 120y materiel improvements and complaint

records--such as DD 1899y credit plans and similar records at medical/

dental treatment facilities)e.

S years olde

Destroy when S
years old. -

Retain through-

out the Life

cycle of the
equipment {iteme
Destroy after equip-
ment disposal
(replacementy
salvages scrap)

Destroy when
2 years olds or
earlier if pur-
pose. servede

Destroy when
S5 years old.

Destroy when

2 years old or
earlier 1f dis-
position action
has been com-
pleted.






