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TO: SIERVICIES AIDMI . ,
 
ARCHIIfES ANID RIECO~DSSIERIfICIE WAS~INGTON. J)C 20408
 

1. FROM .(AGENCY OR ESTABLISHMENT) . 

DEPARTMENT OF THE NAVY 
2. MAJOR SUBDIVISION 

In accerdance with the provisions 01 44 U.S.C. 3303a the disposal reo 
_C_H_I~E_F_O_F-:-_N_A_V_A_L__ __ -:- __ ~--,,-----i quest. includjnvmeD.~ments.is O_P_E_RA_T_I_O~N_S."...-_-,- approved except lor items that may 
3. MINOR SUBDIVISION be stamped "disposaJ, not approved" or "withdrawn" in c91umn 10. 

RECORDS AND I TION MAN MENT DIV 
4. NAME OF PERSON WITH WI:i01\t1 TO CONFER ~~ TEL. EXT. 

MRS. MARGARET DAYMUDE 433-6550 
6. CERTIFICATE OF AGENCY RE 

I herebycer:tifythat I am authorizedto act for. this agency in matters pertaining to the disposa' ot'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 ~i" not be neededafter the retention periods specified. 
D' IA .Request for immediate disposal. ' 

J~ ~Request tor disposal, 'after a specified period pi. time or request for permanent 
. retention, ; 

C. DATE IE. TITLE Dir~ct'or, ; 
Naval Records" and i~~2,:rJna,ti~n

17~~~~~~~~~~~~~~ __ L-~~~~~~~~~~~ __ ~ ___ 
8. DESCRIPTION' OF ITEM' .. 10: 

(With Incl.u~ive Dates' or Retention P.eriods) ACTIQN TAKEN 
.J '~ -

.. 
CHAPTER.· 10' 

GENERAL MATERIAL·· 
SSIC 10000 

The records described in this chapter relate to 
general materials not covered in the specialized
material series (such as ordnance, ships, aero-
nautical). They relate to personnel materials,
general tools and machinery, electronic and 
electrical equipment, building materials, fuels,
metals, photographic equipment and accessories,
and other miscellaneous materials. They are 
accumulated throughout the Department of the 
Navy by activities performing specialized,
technical, or other functions relating to these 

.materials. 

http:includjnvmeD.~ments.is


SSIC 10000 

GENERAL MATERIAL RECORDS -GENERAL 

1. GENERAL CORRESPONDENCE files as related to routine internal	 Destroy when 2 years 
l.	 operation and administration Of general material not covered old.
 

elsewhere in this schedule. (S~e also par. 4400 for supply

material filesi) s , 

•	 . \ I 

2. BLUEPRINTS AND DRAWINGS of general equipment and materials
 
items. (See ~ls& par. 4121{for~specification files):


• ~] !U'I1I31lelll 

a.	 Original tracings or drawings (master copies only). Destroy when 
microf ilmed and 
identification and 
mounting is com-
pleted or when no 
longer needed;
whichever is later~ 
:l~/3"). 

3.	 b. Mnster microfilm negatives. Reta in on board.
 
DeRtroy when no
 
10nC1er needed.
 

• J 

i. 

c.	 Other copies. Retain on board. 
Destroy when super-
seded, obsolete, or 
no longer needed 
for reference. 

.,.. 3. MARINE CORPS TECHNICAL INFORMATION AND MODIFICATION RECORDS Retain on board.
5.. of general tools and machinery, electronic equipment and other Destroy when
 
miscellaneous	 materials. superseded,

obsolete or no 
longer needed 
for reference • 

.~. ,~ 

'1
 



i, 

SSIe 10100 

PERSONNEL MATERIAL RECORDS - GENERAL 

1. 'GENERAL CORRESPONDENCE cove rLnq the 
routine operation of personnei material~ 

administration and Destroy when 
years old. 

2 

BBle 10110 

PROVISIONS AND RATIONS RECORDS 
" 

~.' ACTIVITIES SUBSISTENCE REPORT RECORDS. Reports, correspondence
- and related records concerning sUbsistence requisitioning/support

.channels: special rations: stock levels: wholesale support, inspec-
tion of stock: stock status, etc. 

a. Afloat activities Destroy
old. 

when I year 

b. Ashore Activities Destroy
old. 

when 2 years 

SSIC 10120 

CLOTHING AND UNIFORM RECORDS 

4It. CLOTHING REQUISITION AND 
9- Issue or Turn-in, D~-l150).

--<r 

RECEIPT RECORDS 
(See also pars. 

(such as 
1020 and 

Requests
1070(15». 

for Destroy
2 years 

when 
old. 

10.2. CUSTODY RECEIPTS FOR CLOTHING ISSUES. Destroy when cloth-
ing is'returned. 

3. CLOTHING STORES RETURNS. (See also par. 7323(1». 

a. Navy activities Destroy when 
years old. 

2 

b. Marine Corps Activities Destroy 3 years 
after close of 

;2 
fiscal year. 

, " 



i. 

ITEM 
. NCJo 4. NAVAL UNIFORri SIIOP RECORDS. These CIre general correspondence ....1a.	 r~cords accumulated by the Navy Resale and Services Support Office, 

Brooklyn, NY, documenting administration of the Naval Unifor~ Shop~ 

SSIC 10121 

NAVAL AND MARINE CORPS RESERVE CLOTHING ·RECORDS 

1. GENERAL CORRESPONDENCE FILES, and merchandising 
Advisory notices related to Naval and Marine Corps
Reserve cloth i"g. '. 

SSIC 10122 

OFFICER	 CLOTHING AND UNIFORM RECORDS 
~ee alee pa£9. 49~A aRe 1A79(15)
1.. <tOIEI\.A.L COI\.f{.E.S.PO N'PE)JCE F':tLE:S an.a l'\.erc~art~iSJ"~ A~'1isorlj r\C(+Jc;es
rela·hea ~ oft',eer dotltiGl ~~ un~forl'Y\$.(See ..150 ,::ars. t020 'hn~ {O(ol (is]). 

SSIC 10123 

OFFICER	 CANDIDATE CLO~HING AND UNIFORMS RECORDS 

1. GENERAL CORRRSPONDENCE pertaining to Officer
 
Candidate clothing and uniforms.
 

~	 SSIC 10124 

·r ORGANIZATIONAL ·CLOTHING RECORDS 

·1. GENERAL CORRESPONDENCE relating to the storage and,:,. issue of special clothing, cold weather clothing,
flight clothing, and protective warfare clothing.

lB. 2. WEAR TEST REPORTS 

Destroy	 when 3 
years old. 

Destroy	 when 2 
years old. 

Apf.)ly ~ar:. lAliH 

'J1)Qs+r1 w'te.n ~ taros ald. 

Destroy	 when 2 
years old. 

Destroy when 3 years 
old. 

Destroy wheon 2 
years old. 

'. 

. "., , ... 

.3'
 

http:COI\.f{.E.S.PO
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SSIC 10128 

RETAIL CLOTHING STORE ITEM RECORDS 

1. GENERAL CORRESPONDENCE pertaining to uniform discre- Retain on board.--.,. pancies and National stock Numbers re1ati~g to retail Destroy when super-
clothing	 store items. seded, obsolete, or 

no longer needed 
for reference. 

20.	 2. STOCK POSITION REPORTS. Destroy when 1
 
year old.
_e 

SSIC 10130 

SHIP S~ORE MATTERS RECORDS 

1. GENERAL CORRE~POND~NC~ pertaining to the overall opera- Destroy when 3 
tion of ship's stores, afloat ann ashore. years old. 

2. DOCUMENTS RELATING TO THE OVERALL ADMINISTRATION OF Destroy when 4 
SHIP'S STORES years old. 

SSIC 10140 

EXCHANGE MATTERS RECORDS 

1. GENERAL CORRESPONDENCE FILES pertaining to general	 Destroy when 3 ~.- management ana administration of Navy exchanges. (See years old.
 
also par. 4066.)
 

SSIC 10150 

PERSONAL SERVICE EQUIPMENT RECORDS 

1. GENERAL COR~ESPONDENCE pertaining to mess opera- Destojy when 2 
tions ashore and afloat. years old. 

, 4 " 



" 

Destroy when 2 
years old. 

SSIC 10160 

FURNITURE' AND FURNISHINGS' (NONOFFtCE) 'RECORDS .1. Correspondence files pertaining to non-office	 Retain on board.a. furniture and furnishings. Destroy when super-
seded, obsolete, or 
when no longer needed. 

SSIC 10170 

TRAINING MATERIAL RECORDS 

',.,','Training material records in this series cover equipment (i.e., blackboards, chalk, etc.) not
 
devices (i.e., syllabi, cu rrLcu La , etc.). For
 
military personnel training see paragraph 1500.
~ . For civilian personnel training see paragraph 12410. 

__ m~n'3c.tVleTttan~ \ltit;~lon of 
~ 1. GENERAL CORRESPONDENCE pertaining toAtraining Destroy when 3 
~' material. M8Aa~e",eA4! aR~ tl1!:ililWl4!ieA ree8!'88" years old. 

e
. 

SSIC 10200 

··-MACHINERY AND TOOL RECORDS (GENERAL) 

1. Records relating to use, maintenance, and repair	 Destroy when 3 
~.of	 :machinery' and'too1s: calibration records and related years old.
 

papers. (See also par. 4870.)
 

SSIC 10210 

~~GRICULTURAL MACHINERY RECORDS	 ~pply par. 10200(1) 

5 



'. 

sale 10220·ITEM 
fIlO • .~.	 AIR COMPRESSORS AND PUMP RECORDS 

.SBle 10230 

3'.	 AIR CONDITIONING AND VENTILATING EQUIPMENT R~CORDS 

SSIC 10250 
. . 

__ CONVEYING AND HOISTING EQUIPMENT. RECORDS 
. , 

1.	 REPORTS, MESSAGES AND RELATED CORRESPONDENCE 
3~·	 and papers concerning conveying and hoisting
 

equipment.
 

SSIC 10260 

ELECTRIC MOTORS AND GENERATOR RECORDS 

SSIC 10270 

~ENGINES (EXCEPT SHIPS AND AIRCRAFT) RECORDS 

SSIC 10290 

TOOL RECORDS 

1. RggOR88 MisA'fIUe 'f0 'fUS ess, MAI!f'f8UNfeB -liN"8 'RBPAIR 
.8f' ':POOLSMig 8hW8BS I ea:lieret:ien recouls, relat!:ea fSafSer8U 

~.~. TOOL REPAIR HISTORY CARD: These cards list major
~., repairs to each tool. 

" 

..	 ; 6 
>

' 

Apply par. 10200(1) 

Apply par. 10200(1) 

Cut-off annually at the 
end of the calendar 
year. Destroy when 
3 years old. 

Apply par. 10200(1) 

Apply par. 10200(1) 

Qee+'!'9Y '.MeA 3 
Y9iUi'8 e1s. 

Retain on board. 
Destroy when tool 
disposed of. 



" 

SSIC 10300 

MISCELLANEOUS MATERIAL~ RECORDS 

Miscellaneous materials include abrasives, steel, metallic and 
non-metallic materials, wood, lumber, concrete, rubber,
lubricants, paints, elect~on1c components, molds, dies, 
hardware, and plumbing fixtures (ses ala6 par. 4110 for 
integrateo material manaqemenb records and par. 4940 for 
materials records) • 

• 36. !~d~~~i~~~t~~:~~~P~~~:N;Ts~!li'~~e~~~t!~:e!~!~~n;!o~~:~~tion 

2. STRENGTH AND OTHER TEST RECORDS used in construction work 
by public works activities having continuing research value. 

SSIC 10330 

ClfEMICAL AND CAS RECOlms (OTHER THAN WARFARE RECORDS) 

THESE RECORDS INCLUDE HELIUM AND OXYGEN RELATED FILES 

1. GENERAL CORRESPONDENCE, REPORTS, I~STRUCTIONS AND OTHER TYPES OF 
MATERIAL that may be generated pertaining to gases and chemicals 
(For Tech Reps ~ee ·par. 3900(9)) • 

.a. General correspondence and reports. 

b. Instructions and Notices 

Destroy when 3 
years old. 

Retain on board. 
Dispose of when no 
longer needed for 
administrative 
purposes. 

Destroy when 5 
years old. 

Destroy when 
superseded or 
cancelled. . 

". 

7
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SSIC 10340 

·0 FUEL RECORDS 

1. FUEL REPORTS: copies of reports relating to the receipt, issue, 
inventory, replenishment, conaumpt.Lon , and requirements of fuel 
products submitted'to higher authority (include fuel loading and 
dischatge reports). 

a. Fuel requirements estimate report~. 

b. All other reports~e~" 
2. SLATES (listings) showing fuel inventories, storage, conswnp-
tion, requirements, and planning data for petroleum. 

a. Bulk petroleum products. 

b. All other petroleum products. 

3. LOCAL STATISTICAL REPORTS AND OTHER FUEL REPORTS received 
for informational purposes ore used as local working papers. 

,~Jf. 4. GENERAL CORRESPONDENCE relating to the storage and issuee of fuels. 

SSIC 10341 

Alf. ' GASOLINE -AND JET FUEL RECORDS 
SSIC 10342 

PROPELLANTS AND OXIDIZERS RECORDS 

1. PERFORMANCE TEST RECORDS, -including manufacturing test sheets,
for lots or batches of powder or other propellants. These are 
accumulated by plants, laboratories, or manufacturing facilities. 
(See ~ar. 4430 for inspection receipt (acceptability) record8~) 

8 

Destroy when 2 
years old. 

Destroy when 1 
year old. 

Destroy when 2 
years old. 

Destroy when I 
year old. 

Destroy when super-
seded by new report. 

Destroy when 3 
years old. 

Apply par. 10340 

Retain on board. 
Destroy after mate-
-rial involved is 
withdrawn from 
service. 



'. 

ITEM 
: bolO. 

~8. FUEL OILS RECORDS 

SSIC 10343 

Apply par. l034~ 

~,.' 

•SO. 

FUELING AND FUEL 

LUBRICANT RECORDS 

STORAGE EOUIPMENTRECORDS 

ssrc 

SSIC 

103.45 

10350 

Apply par. 

Apply par. 

10340 

10300 

J;f. PROTECTioN AND PRESERVATIVE COATINGS AND 

SSIC 

COMPOUND 

10360 

RECORDS Apply par. 10300 

BUILDING MATERIAL RECORDS 

SSIC 10370 

Apply par. 10300 

,. e..5J. ELECTRICAL AND ELECTRONIC COMPONENT RECORDS 

SSIC 10380 

Apply par. 10300 



ITEM 
o NO.,sf.
 

• 5~ 

• ". 

o ~ •• 

" 

....~f. 

to 

SSIC 10390
....' .~-. "-.-

ELECTRIC DISTRIBUTION EQUipMENT RECORDS 

SSIC 10400
 

MOLDS"OX ES, J laS rU':CORDS 

sSle 10410
 

HARDWARE RECORDS
 

SSIC 10420
 

B BARI NG RECORDS
 

SSIC 10430
 

PLUMBING FIXTURES AND PIPING RECORDS
 

SSIC 10440
 

_H_O_S_E..:..,_G_1\_S_K_F._~.T_S-=,~P_A_C_K_I_N_G_R_E_C_O_R_D_S 

ssrc 10450
 

CORDAGEAND WIRE ROPE RECORDS
 

SSIC 10460
 

OFFICE EQUIPMENT AND SUPPLIES RECORDS
 

1. GENERAL CORRESPONDENCE pertaining to office equipment,
management, production, and utJ1ization records. 

Apply par. 10300
 

Apply par. 10300
 

Apply par. 10100
 

Apply par. 10300
 

Apply par. 10300
 

Apply par. 10300
 

Apply par. 10300
 

Destroy when 3
 
years old.
 



., 

I,.eM	
I, 

,t{o. 
2. MACHINE UTILIZ~TION .REPORTS'and other records relating to re- Destroy when 2 

, ,~~. quirements and 'j ustifications for office machines and equipment.	 years old • . , 

, Gj. j. RECORDS RELATING TO ACQUISITION OF OFFICE EQUIPMENT	 Retain on board. 
Destroy after 
equipment disposal. 

4. SUPPLY, REQUISITIONS AND RECEIPl' RECORDS (such 8S DO Destroy when 3 
Form 1149 and requests for issue). years old. 

,- SSIC 10467 

OFFICE FURNITURE AND FURNISHINGS RECORDS 

1. OFFICE FURNITURE REQUISITION AND INVENT~Y RECORDS Destg,Eywhen 3 
(such as 001149, DD1262, SF344 and requests 'for issue). years old. 

SSIC 10470 

SAFETY AND SURVIVAL EQUIPMENT AND DEVICE RECORDS Apply par. 10300 

1. GENERAL CORRESPONDENCE relating to the storage and issue of,
 
safety and survival equipment and devices.
 

SSIC 10480
 

SANITARY AND CLEANING EQUIPMENT RECORDS' Apply par. 10300 

1-. GENERAL CORRESPONDENCE relating to the storage and issue of 
sanitary and cleaning equipment. 

SSIC 10490 

MATERIAL HANDLING EQUIPMENT RECORDS 

, .,68. L, GENERAL CO~RESPONDENCE relating to the storage and issue of Destroy when 3 
, rnaterial handLd nq equipment • years old. 

. .. 



•• 

SSIC 10500 

NAVIGATIONAL AND MOORING AID RECORDS	 Apply par. 10300 

1. GENERAL CORRESPONDENCE relating to the storage and issue of
 
navigational .3nd mooring ai~s. (See a19~ par~ 9420.)
 

aSlc 10510 

INSTRUMENT RECORDS	 Apply p~r. 10300 

'10.'1. GENP.RAL CORRESPONDENCE relating to the scoraqe and issue of
 . ins t rumen t s, (Soo also par, 9420.)·
. 

[-;~TC: 1051.0 

1"[,1\\,5 AND PENNANTS R~CORnS• 
t. GENERAL CORRESPONDENCE relating to th~ storaqe and issue of Destroy when 3 years old,..,f· flaqs and pennants. (See also par. q420.~ 

2. DOCUMENTS REFLECTING THE DEVELOPMENT, RESEARCH, DESIGN AND.
 
APPROVAL OR DISAPPROVAL OF SYMBOLIC ITF.HS displayed by indivi-:-f#	 duals or organi~ations, including flags, pennants, plaque,

official seals and other heraldic services. Included are
 
il]u~tration9, designs, paint~ngs, photographs, technical data,

specifications, correspondence, orders and related documents.
 

a Case Files of the Naval Sea Sfstems Comm~nd Headquarters	 Permanent. Offer to NAR 
7~ offic~ performing Navy-wide responslb 1ity for .f1898 8nd pennants.	 when no longer required 

for on-site reference by
NAVSPJASYSeoM. 

b. 'Files of Other Offices.	 Destroy when 2 years old 

SSIC 10550 

ELECTRON res RECORDS I ' 
(See also pars. 9420, ]320, 13290 ~nd 13220) 

. .'. .. 
1. GENER~L CORRESPONOENCE FILES of the Electronics Divisions·or Destroy when 'I
 
units of activities relating t6 their responsibilities for ihe' years old.
 
inspection, repair, and in8~allation of elect~onics equipment.
 

'oO	 12 

1'l.'!' I:'!!'" rrtm :,::",: :I" ,,:: "" :,,;' ;' i I ;IT'll;"!l i"111f11iT fl'.!"!.'''''.' ;1.';" "I':1:;1i,"'I'!,llll' ", 1.'11111,',. :1':, "'II, [,1,;.11.l,l.I.\. .'!1 1,11"'\1'1.\1 1\.1. i. i III IllTl111l1lrili \ In I \ ill \111 \ III \ ill rnrmrrnnnr nnlllTTlIlllll III I llll I Ill' - .,---'1	 1,1,,1,1,1. r.1\ 1.lJ \11; Iii: llililii \ i! i iii i iii I ill iil,!I!, ili l iii! Hi 



". 
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·'IT~ 
NO.	 consists of equipment .and test data, copies of station directives,


and other records relating to"electronics matters and integrated

electronics systems.
 

2. ELECTRONIC EQUIPMENT INSTALLATION RECORDS; related or similar	 Destroy when supersedec
recorfls.	 when equipment is trane 

ferred to other contro]
or after final disposi-
tion of equipment is 
completed. 

J. E['ECTRON ICS MATER t A[' AND C(),MPONENTS EQUI PMP.N'l'['OG nOOKS OR	 Transfer with equipment
EQUIPMENT	 HISTORY CARDS. destroy when equipment

is expended. 

SSIC 10560 

DIVING EQUIPMENT RECORDS	 Apply par. 10300 

1. GENERAL CORRESPONDENCE relating	 to the storage and issue of71.	 diving equipment. (See also pars.~ and ..9597.) ~ R/,/
 
. -Q.5'90 ~ 1h70 1';I/~o7


SSIC	 105 0 . 

DOMESTIC AND WILD ANIMAL RECORDS 

.0 1. GENERAL CORRESPONDENCE FILP.S relating to routine	 Destroy when 2
_78. operation and administration of a domestic and wild years old.
 

animal progr~m. ,
 

SSIC 10SRO 

CONTAINER(S) (AS USED IN CONTAr~ERIZATION) RECORDS 

1. CORRESPONDENCE, REPORTS AND RELATED PAPERS accumulated· Destroy when 2 
by activities and offices in connection with the operation and years old. 
administratio~ of containerization program and techniques. 



i, 

.,ZT~	 SSIC 10700
.• NO. 

AUDIOVISUAL EQUIPMENT AND ACCESSORIES 

. Bo. 1. AUDIOVISUAL EQUIPMENT ALLOWANCE AUTHORIZATION DOCUMENTS 

. 
2. AUDIOVISUAL EQUIPMENT MAINTENANCE RECORDS of corrective and 
planned maintenance. 

COPIES	 OF" " 

3. "AUDIOVISUAL EQUIPMENT STANDARDIZATION DOCUMENTS and handbooks 
pertaining to Military/Federal procurement specifications and 
stanqarns. 

83.	 4. AUDIOVISUAL EQUIPMBNT PROCUREMENT AUTHORIZATIONS 

81./.	 5. AUD IOV ISUAL BQU J PMENT OPERAT rONAL, TEST, AND EV1\LUATION REPORTS 

6. AUDIOVISUAL EQUIPMENT LOGISTICS RECORDS of integrated
logistic suppo~t plans, operational logistics support plans,
equipment training plans, and approvals for service use. 

7. AUDIOVISUAL EQU IPMEt-lTTECHNICAL MANUALS includi nq rnaint enance ,8(;.	 overhaul, and illustrated parts breakdown, and AV technical,

bulletins.
 

Retain on board. ' 
Destroy when superseded
or cancelled • 

Retain on board. 
Destroy when equipment
is declared obsolete. 

Retain on board.
 
Destroy when super-
seded or cancelled.
 

Destroy when 2 years
old or when equip-
ment is incluoeo in 
command Audiovisual ~qui
ment allowance authoriza 
tion documents. 

Retain on board.
 
Oestroy when equip-
ment is declared
 
obsolete.
 

Retain on board.
 
Destroy when super-
seded or equipment

is declared obso-
lete.
 

Retain on board.
 
Destroy' when ~uper-
seded or equipment

1s declared obso-

.lete • 

.. ", 

,I iIII /II.	 1.4 
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. NC. 
~ 87. 8. NAVY AUOIOVISU~L EQUIPMENT INVENTORY REPORT (OPNAV form 10100/1). Destroy when 2 years

old or when all changes,
. . deletions and additions 

have been included on 
succeeding NAVAIR'Audio-
visual ~quipM~nt inventol 
listing{ 

88. 9~ NAVAL "AIR S~STEMs COHMAN5 AuDtovfSUAL EQdtPM~NT INVENTO~Y	 DeB~roy when all cha~geBI
LISTING.	 deletions and additions 

have been included on a 
superseding listing. 

q~(!S dr~ io 7' ,Mq8~re(-'1>7PluJe (A6rloPNA'0 
and ~b Stor"! (J.I4~/ He';)) Of{ Novedlber 8J '9~3., 

'. 
., 

is
'. 


