NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Request for Records Disposition Authority

Records Schedule Number DAA-NU-2015-0005

Schedule Status Modified Approved Version
Agency or Establishment Department of the Navy
Record Group / Scheduling Group  Navy Undifferentiated
Records Schedule applies to Agency-wide

Schedule Subject General Administration and Management

internal agency concurrences will  No
be provided

Background Information Department of the Navy Records Schedule 2015 revision - Chapter 5

Item Count
Number of Total Disposition | Number of Permanent Number of Temporary Number of Withdrawn
ltems Disposition Items Disposition ltems Disposition ltems
91 32 59 0
GAO Approval
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Qutline of Records Schedule Items for DAA-NU-2015-0005

Sequence Number

1.1

1.2

13
14
1.5
16
1.7
18
19
1.10
1.1
142
113
1.14
1.15

1.16

1.17

1 Chapter 5 - General Administration and Management

5000-1 Policy, Strategy, and Planning
Disposition Authority Number: DAA-NU-2015-0005-0001

5000-2 Department of the Navy General Officers, Flag Officers, and Senior Offic
ials
Disposition Authority Number: DAA-NU-2015-0005-0002

. 5000-3 Organizational and Functional Charts

Disposition Authority Number: DAA-NU-2015-0005-0003

5000-4 Technology Transfer and Security Assistance Review Board (TTSARB)
Disposition Authority Number: DAA-NU-2015-0005-0004

5000-5 Navy and Marine Corps Command Histories
Disposition Authority Number: DAA-NU-2015-0005-0005

5000-6 Historical Records and Historical Program Management
Disposition Authority Number: DAA-NU-2015-0005-0006

5000-7 Records of Unusual Importance or Exceptional Historical Interest
Disposition Authority Number: DAA-NU-2015-0005-0007

5000-8 Directives Case Files
Disposition Authority Number: DAA-NU-2015-0005-0008

5000-9 Publications
Disposition Authority Number: DAA-NU-2015-0005-0009

5000-10 International Agreements
Disposition Authority Number: DAA-NU-2015-0005-0010

5000-11 Legislative Affairs
Disposition Authority Number: DAA-NU-2015-0005-0011

5000-12 Original Research Data
Disposition Authority Number: DAA-NU-2015-0005-0012

5000-13 Inspector General Investigations - Final Reports
Disposition Authority Number: DAA-NU-2015-0005-0013

5000-14 Inspector General Investigations - Other Reports
Disposition Authority Number: DAA-NU-2015-0005-0014

5000-15 Clearance Adjudication (significant incidents)
Disposition Authority Number: DAA-NU-2015-0005-0015

5000-16 NCIS Criminal Investigative Case Files (perm)
Disposition Authority Number: DAA-NU-2015-0005-0016

5000-17 NCIS Criminal Investigative Civil Disturbance Response

Electronic Records Archives
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Disposition Authority Number: DAA-NU-2015-0005-0017

1.18 5000-18 NCIS Special Investigations/Operations
Disposition Authority Number: DAA-NU-2015-0005-0018
1.19 5000-19 JAGMAN Administrative Investigations and Courts of Inquiry
Disposition Authority Number: DAA-NU-2015-0005-0019
1.20 5000-20 Courts Martial Records of Trial
' Disposition Authority Number: DAA-NU-2015-0005-0020
1.21 5000-21 Military Justice Information Systems
Disposition Authority Number: DAA-NU-2015-0005-0021
1.22 5000-22 Death and Funeral Records
Disposition Authority Number: DAA-NU-2015-0005-0022
1.23 5000-23 Visual Information (VI)
: Disposition Authority Number: DAA-NU-2015-0005-0023
1.24 5000-24 Audio and Video Broadcasts
Disposition Authority Number: DAA-NU-2015-0005-0024
1.25 5000-25 Community Relations
_ Disposition Authority Number: DAA-NU-2015-0005-0025
1.26 5000-26 Information Releases - Chief of Information (CHINFO) and the Office of

U.S. Marine Corps Communication (OUSMCC)
Disposition Authority Number: DAA-NU-2015-0005-0026

1.27 5000-27 Department-level FOIA Reports
Disposition Authority Number: DAA-NU-2015-0005-0027

1.28 5000-28 Department-level Privacy Act Reports
Disposition Authority Number: DAA-NU-2015-0005-0028

1.29 5000-29 Department-level awards

' Disposition Authority Number: DAA-NU-2015-0005-0029

1.30 5000-30 Ship-Naming, Commissioning, and Christening Ceremony Records
Disposition Authority Number: DAA-NU-2015-0005-0030

1.31 5000-31 Alcohol and Drug Management Information Tracking System (ADMITS)
Disposition Authority Number: DAA-NU-2015-0005-0031

1.32 5000-32 Automatic Data Processing Program

: Disposition Authority Number: DAA-NU-2015-0005-0032

1.33 5000-33 Hazardous Substance Reports
Disposition Authority Number: DAA-NU-2015-0005-0033

1.34 5000-34 NCIS Credentials Log
Disposition Authority Number: DAA-NU-2015-0005-0034

1.35 5000-35 NCIS Investigate Case Files - Controlled Death and Criminal Sex Invest
igations
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Bequest for Records Disposition Authority Records Schedule;: DAA-NU-2015-0005

Disposition Authority Number: DAA-NU-2015-0005-0035
1.36 5000-36 NCIS Incident Reports

Disposition Authority Number: DAA-NU-2015- 0005-0036
1.37 5000-37 NCIS Polygraph Examination

Disposition Authority Number: DAA-NU-2015-0005-0037
1.38 5000-38 Courts of Inquiry and Investigations (non-perm)

Disposition Authority Number: DAA-NU-2015-0005-0038
1.39 5000-39 Department of the Navy Criminal Justice Information System (DONCJIS

) Profile Data .

Disposition Authority Number: DAA-NU-2015-0005-0039
1.40 5000-40 Urinalysis Records
' Disposition Authority Number: DAA-NU-2015-0005-0040
1.41 5000-41 General Counsel Policy and Planning Support

Disposition Authority Number: DAA-NU-2015-0005-0041
1.42 5000-42 Survey and Inspection - Department-level

Disposition Authority Number: DAA-NU-2015-0005-0042
1.43 5000-43 Local History

Disposition Authority Number: DAA-NU-2015-0005-0043
144 5000-45 Environmental Reports

Disposition Authority Number: DAA-NU-2015-0005-0044
1.45 5000-46 Equal Opportunity Office Reports

Disposition Authority Number: DAA-NU-2015-0005-0045
1.48 5000-47 Intellectual Property - Legal Review

Disposition Authority Number: DAA-NU-2015-0005-0046
1.47 5000-48 Publication Security Review

Disposition Authority Number: DAA-NU-2015-0005-0047
1.48 5000-49 Security Clearance Adjudication

Disposition Authority Number: DAA-NU-2015-0005-0048
1.49 5000-50 NCIS Case Files - Personnel Investigation

Disposition Authority Number: DAA-NU-2015-0005-0049
1.50 5000-51 NCIS Criminal Investigative Reports

Disposition Authority Number: DAA-NU-2015-0005-0050
1.51 5000-52 NCIS Non-Investigative Reports

Disposition Authority Number: DAA-NU-2015-0005-0051
1.52 5000-53 Summary and Special Courts-Martial

Disposition Authority Number: DAA-NU-2015-0005-0052
1.53 5000-54 Military Music Recordings

Disposition Authority Number: DAA-NU-2015-0005-0053
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

1.54
1.55
1.56
1.57
1.58
1.59
1.60
1.61
1,62
1.63
1.64
1.65
1.66
167
168
1.69
1.70
1.71

1.72

5000-55 Program Oversight (General Administration)
Disposition Authority Number: DAA-NU-2015-0005-0054

5000-56 Annual Expanded Legal Assistance Program (ELAP) Report

Disposition Authority Number: DAA-NU-2015-0005-0055

5000-57 Survey and Inspection
Disposition Authority Number: DAA-NU-2015-0005-0056

5000-58 NCIS Polygraph Examiner Certification
Disposition Authority Number: DAA-NU-2015-0005-0057

5000-59 Military Justice Case Management - USMC
Disposition Authority Number: DAA-NU-2015-0005-0058

5000-60 Military Justice Case Management: - Reports
Disposition Authority Number: DAA-NU-2015-0005-0059

5000-61 Visual Information (V1) - Activities' Copies
Disposition Authority Number: DAA-NU-2015-0005-0060

5000-62 Drug Abuse and Rehabilitation
Disposition Authority Number: DAA-NU-2015-0005-0061

5000-64 JROTC Records
Disposition Authority Number: DAA-NU-2015-0005-0062

5000-65 Employment records
Disposition Authority Number: DAA-NU-2015-0005-0063

5000-66 Program Management
Disposition Authority Number: DAA-NU-2015-0005-0064

5000-67 NCIS Criminal Investigation - Topical Files
Disposition Authority Number: DAA-NU-2015-0005-0065

5000-68 Interagency Agreements
Disposition Authority Number: DAA-NU-2015-0005-0066

5000-69 USMC Inspection Reports
Disposition Authority Number: DAA-NU-2015-0005-0067

5000-70 Foreign Disclosure Authorization (DA) for Visits
Disposition Authority Number: DAA-NU-2015-0005-0068

5000-71 Classified Material Control
Disposition Authority Number: DAA-NU-2015-0005-0069

5000-72 Installation or Facility Visitor's Requests
Disposition Authority Number: DAA-NU-2015-0005-0070

5000-73 NCIS Preliminary Investigation Reports
Disposition Authority Number: DAA-NU-2015-0005-0071

5000-74 NCIS Evidence and Forensic Laboratory
Disposition Authority Number: DAA-NU-2015-0005-0072
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
1.73 5000-75 Legal Assistance
Disposition Authority Number: DAA-NU-2015-0005-0073
1.74 5000-78 Information Release
Disposition Authority Number: DAA-NU-2015-0005-0074
175 5000-79 Visual Information - Logs
_ Disposition Authority Number: DAA-NU-2015-0005-0075
1.76 5000-80 Safety Investigations and Mishap Analysis
Disposition Authority Number: DAA-NU-2015-0005-0076
177 5000-81 Safety and Occupational Health - Local Activity Copies
Disposition Authority Number: DAA-NU-2015-0005-0077
1.78 5000-82 General Operations - Administration and Management
_ Disposition Authority Number: DAA-NU-2015-0005-0078
1.79 5000-83 Information Management Control
Disposition Authority Number: DAA-NU-2015-0005-0079
1.80 5000-84 Working Papers and Reference Information
Disposition Authority Number: DAA-NU-2015-0005-0080
1.81 5000-85 Transient Records
Disposition Authority Number: DAA-NU-2015-0005-0081
1.82 5000-86 Subordinate Command Plans and Policies
Disposition Authority Number: DAA-NU-2015-0005-0082
1.83 5000-87 Indexes and Finding Aids
Disposition Authority Number: DAA-NU-2015-0005-0083
1.84 5000-88 Duty Delegation
Disposition Authority Number: DAA-NU-2015-0005-0084
1.85 5000-90 Physical/Information Security Controls
Disposition Authority Number: DAA-NU-2015-0005-0085
1.86 5000-91 Personnel Clearances
Disposition Authority Number: DAA-NU-2015-0005-0086
1.87 5000-92 Civil Disturbance - Open Source Listing
Disposition Authority Number: DAA-NU-2015-0005-0087
1.88 5000-93 Missing, Lost, Stolen or Recovered Government Property (MSLR)
Disposition Authority Number: DAA-NU-2015-0005-0088
1.89 5000-94 Navy and Marine Corps Art, Artifact, and Historical Aircraft Collection M
anagement
Disposition Authority Number: DAA-NU-2015-0005-0089
1.90 5000-95 Military Music Compositions
Disposition Authority Number: DAA-NU-2015-0005-0090
1.91 5000-96 Correspondence and Approvals - Non-DoD Hosted Conferences
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Reguest for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Disposition Authority Number: DAA-NU-2015-0005-0091
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Records Schedule ltems

Sequence Number

1 Chapter 5 - General Administration and Management

The records described in this chapter pertain to performance of office and other
administrative management functions throughout the navy and marine corps and
to techniques and programs that develop, control, and improve management
processes. These techniques and programs relate to organization and planning;
management analysis; acquisition program management; office methods; records,
forms, reports, and publications management; mechanized and data processing
systems; industrial engineering and methods; inspections; management sciences;
and overall civilian and military personnel/manpower programs and external and
internal relations. The records also pertain 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
functions and programs as well as by activities (primarily at the departmental or
command level) developing overall procedures, policies, and programs. Certain
specialized records relating to the management of military personnel, civilian
personnel, logistics, and financial matters are covered in other chapters of this
manual.

141 5000-1 Policy, Strategy, and Planning
Disposition Authority Number DAA-NU-2015-0005-0001

Information relating to the establishment, development and accomplishment of
plans, programs and policies related to Management and Administration of the
U.S. Navy and U.S. Marine Corps. Includes general administration, information
security, physical security, publications and printing, external relations, law
enforcement, legal matters, and office services. These records document high-.
level policy and programs and are created and maintained by the Offices of the
Secretary of the Navy, Under Secretary of the Navy, Deputy Under Secretaries
of the Navy, Assistant Secretaries of the Navy, General Counsel of the Navy,
Judge Advocate General (JAG), Inspector General of the Navy, Chief of Legislative
Affairs, Chief of Information (CHINFO), Chief of Naval Research (CNR), Chief of
Naval Operations (CNO), Commandant of the Marine Corps (CMC), and other
senior officials of the DON.

Final Disposition. Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item cumrently exist in

electronic format(s) other than e-

mail and word processing?
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Regquest for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

Manual Citation

Manual Title

5000-1

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to the National Archives
for Accessioning

Additional Information

What wiil be the date span of the
initial fransfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-89-4 / 5040/1/A
N1-NU-89-4 / 5040/1/B
N1-NU-89-4 / 5104/1/A
N1-NU-89-4 / 5280/1

N1-NU-89-4 / 5500/1

N1-NU-89-4 / 5700/1/A
N1-NU-89-4 / 5700/1/B
N1-NU-89-4 / 5700/1/C
N1-NU-89-4 / 5720/9/A
N1-NU-89-4 / 5771/1/A
N1-NU-89-4 / 5800/1/A
N1-NU-89-4 / 5870/1/A

Cutoff at end of calendar year.

Transfer to the National Archives 30 year(s) after
cutoff

First year of records accumulation 1943

Unknown
This schedule revision supersedes various Navy
schedules.

Every 1 Years

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 392 Cubic feet 24 Cubic feet
Microform
Hardcopy or Analog Special
Media
Electronic Records Archives Page 9 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority . Records Schedule: DAA-NU-2015-0005

1.2

5000-2 Department of the Navy General Officers, Flag Officers, and Senior
Officials

Disposition Authority Number DAA-NU-2015-0005-0002

Incoming and outgoing correspondence files of the Secretary of the Navy,

Under Secretary of the Navy, Deputy Under Secretaries of the Navy, Assistant
Secretaries of the Navy, General Counsel of the Navy, and other senior officials in
the DON. Note: Correspondence files of senior officials of the U.S. Navy and U.S.
Marine Corps are scheduled under items 3000-1, 3000-2, 3000-3, and 3000-4.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-2 . SECNAV M-5210.1

GRS or Superseded Authority N1-NU-96-3 / 1

Citation N1-NU-96-3 / 2

N1-NU-89-4 / 5000/1/B

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives  Transfer to the National Archives 50 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1963

What will be the date span ofthe Unknown )
ir:l’“f[?‘ transfer of ’i°°’d5 tothe  Thjs schedule revision supersedes various Navy
ational Archives schedules. Initial transfer under new schedule is
undetermined.

How frequently will your agency Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital

Electronic Records Archives Page 10 of 97 PDF Created on: 12/04/2018
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

Electronic Records Archives

Paper 589 Cubic feet 20 Cubic feet

Microform

Hardcopy or Analog Special

Media

1.3 5000-3 Organizational and Functional Charts

Disposition Authority Number DAA-NU-2015-0005-0003

Organization and functional charts, manuals, or other records depicting the internal
organization, relationships, functions, and status of activities and offices of the U.S.
Navy, U.S. Marine Corps and Navy Secretariat.

Final Disposition Permanent

ltem Status Active

Is this item media neutral? Yes

Do any of the records covered Yes

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

Manual Citation Manual Title

5000-3 SECNAV M-5210.1
GRS or Superseded Authority N1-NU-89-4 / 5400/1/A
Citation : N1-NU-89-4 / 5400/1/B

N1-NU-89-4 / 5401/1
N1-NU-89-4 / 5402/1/B/1

Disposition Instruction
Cutoff Instruction Cutoff at end of Calendar year.
Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff
Additional Information

First year of records accumulation 1942
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Dispaosition Authority Records Schedule; DAA-NU-2015-0005

14

What will be the date span ofthe Unknown

mgi?;;;al’zfgisgg‘?f°rds tothe  This schedule revision supersedes various Navy
) schedules. Initial transfer under new schedule is
unknown.
How frequently will your agency Every 1 Years

transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper |67 Cubic feet 2 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-4 Technology Transfer and Security Assistance Review Board (TTSARB)
Disposition Authority Number DAA-NU-2015-0005-0004

Memoranda of the TTSARB. TTSARB is a Navy international policy decision-
making body that produces decision memoranda.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item cumrently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-4 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-02-5/ 1
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives  Transfer to the National Archives 30 year(s) after
for Accessioning . cutoff

Electronic Records Archives Page 12 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

1.5

Additional Information
First year of records accumulation 1992

What will be the date span ofthe Unknown

ir:}:iiagr:; T}frfg;h’j;:?fwc’s tothe  Thjs schedule revision supersedes various Navy
' schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 25 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-5 Navy and Marine Corps Command Histories
Disposition Authority Number DAA-NU-2015-0005-0005

U.S Navy: Annual history prepared by ships, aviation commands, other operating
force commands, and shore activities in accordance with OPNAV INSTRUCTION
5750.12 current version. The history will include sections on command composition
and organization, a chronology of significant events, a narrative account, and
supporting documents. U.S. Marine Corps: 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. Additional documents types include Post
deployment briefs, those that get briefed by the strike group commander (these
files may also include a command operation report to the CNO) and daily operation
files and Intel briefings provided to the CNO.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item cumrently exist in
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

1.6

electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

No

Manual Citation

Manual Title

5000-5

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to Inactive Storage

Transfer to the National Archives
for Accessioning

Additional Information
First year of records accumulation

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-89-4 / 5757/1/A
N1-NU-89-4 / 5757/1/B
N1-NU-89-4 / 5757/2

Cutoff at end of calendar year.

U.S. Navy: Transfer to NHHC at cutoff. U.S. Marine
Corps: Transfer to CMC (HD) at cutoff.

Transfer to the National Archives 50 year(s) after
cutoff

1955

Unknown
This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Every 1 Years

Estimated Current Volume | Annual Accumulation

Electronic/Digital

Paper

220 Cubic feet 2.5 Cubic feet

Microform

Hardcopy or Analog Special
Media

5000-6 Historical Records and Historical Program Management

Electronic Records Archives

Page 14 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Disposition Authority Number DAA-NU-2015-0005-0006

Information relating to the history of the Department of the Navy, US Navy,

and US Marine Corps and the management of historical programs dedicated

to the collection, preservation, interpretation, display, and access to permanent
historical records, art, and artifacts, that provide research and reference services,
and that publish, in print or electronic media, historical analysis, books, studies,
documentary studies, and other historical knowledge products. Includes records
of the SECNAV, OPNAYV, Headquarters USMC and other components of the
Executive Part of the DON consisting of reports, correspondence, and other
documents accumulated or prepared in connection with the historical and related
functions and reflecting their administrative history of the Navy and Marine Corp.
This series also includes the primary program records of the Director of Naval
History and the Director of Marine Corps History.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic formai(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

Manual Citation Manual Title

5000-6 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5750/1/A
Citation N1-NU-89-4 / 5750/1/B
: N1-NU-89-4 / 5750/1/C

N1-NU-89-4 / 5750/4/A
N1-127-89-1/ 1/A
N1-127-89-1/1/B
N1-127-89-1/ 1/C
N1-127-89-1 /1/E
N1-NU-89-4 / 5750/5/B/1
N1-NU-89-4 / 5750/5/B/2
N1-NU-89-4 / 5750/5/B/3
N1-NU-89-4 / 5750/5/C
N1-NU-89-4 / 5753/1

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority ) Records Schedule: DAA-NU-2015-0005

1.7

Transfer to Inactive Storage Transfer to the Naval History and Heritage Command
or USMC Museum and Archives.

Transfer to the National Archives  Transfer to the National Archives 50 year(s) after
for Accessioning cutoff

Additional Information

First year of records accumulation 1942

What will be the date span ofthe | Unknown

ir:iti?I t’al";ffe;_Of ri°°rds tothe  Thjs schedule revision supersedes various Navy
ational Archivess schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 632 Cubic feet 15 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-7 Records of Unusual Importance or Exceptional Historical Interest
Disposition Authority Number DAA-NU-2015-0005-0007

Records not designated permanent elsewhere in this manual determined to be of
unusual importance or have exceptional historical significance. 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. Selection criteria is determined by the Assessment
Matrix for Determination of Records of Unusual Importance or Exceptional
Historical Interest, a Naval History and Heritage Command Form (see attachment).
Note: Notify DON/AA DRMD if records are determined by the commander

or commanding officer to be of historical importance. DRMD will coordinate

with NHHC and NARA to determine whether the records warrant permanent
preservation under this retention schedule.

Final Disposition Permanent
ltem Status Active
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

1.8

Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

Manual Citation Manual Title
5000-7 ' SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5750/2
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information

First year of records accumulation 1937

What will be the date span ofthe Unknown

'S't}(a' trﬂl‘fffe;_Of "f)cmds tothe  This schedule revision supersedes various Navy
ational Archives: schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years

transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 105 Cubic feet 2 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-8 Directives Case Files
Disposition Authority Number DAA-NU-2015-0005-0008
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

Official case files of the offices of SECNAV, CNO, and CMC containing signed
directive and supporting material.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Manual Citation Manual Title

5000-8

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to the National Archives
for Accessioning

Additional Information
First year of records accumulation

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-89-4 / 5212/1
N1-NU-89-4 / 5215/1/A
N1-NU-89-4 / 5311/1/A
N1-NU-02-5/9

Cutoff when canceled.

Transfer to the National Archives 25 year(s) after
cutoff

1950

Unknown
This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Every 1 Years

Estimated Current Volume | Annual Accumulation

Electronic/Digital

Paper

415 Cubic feet 9 Cubic feet

Microform
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
Hardcopy or Analog Special
Media

1.9 5000-9 Publications

Disposition Authority Number DAA-NU-2015-0005-0009

Publications issued by the Department of Defense (DOD) or naval activity

or office, and publications issued by other government agencies or non-
government organizations relating to the U.S. Navy. They include instructional and
informational manuals, catalogs, and other similar published materials.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-9 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5219/3/A
Citation

Disposition Instruction

Cutoff Instruction Cutoff when superseded or obsolete.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information

First year of records accumulation 1952

What will be the date span ofthe Unknown

E:i?lr:ra'f:f;:_d f??°°fds tothe  Thjs schedule revision supersedes various Navy
ona Ives: schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Paper 180 Cubic feet 4 Cubic feet

Microform

Hardcopy or Analog Special
Media

1.10 5000-10 International Agreements
Disposition Authority Number DAA-NU-2015-0005-0010

Agreements, as defined in DoDD 5530.3, between DON and Foreign countries

or international organizations in pursuit of various programs, kept at DON
headquarters, Navy IPO, and systems commands headquarters. For many MOUs,
OSD negotiates and retains the “master” Agreement; Navy negotiates and retains
annexes to the Agreements/Arrangements. Programs Include: (a) Operational
Information Exchange Agreement(OIEA); (b) The Technical Cooperation

Program (TTCP); (c) Foreign Cooperative Testing (FCT); (d) Technical Research
Development Project/Project Agreements (TRDP/PA); (e) Section 65 Loans; and

(f) Ete.

Final Disposition Permanent
ltem Status Active

Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-10 : SECNAV M-5210.1

GRS or Superseded Authority N1-NU-02-3/ 1/A
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information

First year of records accumulation 1941
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

1.11

What will be the date span ofthe Unknown
:l“atiia;;’aal'j:rf;:h‘:;;?}c°’ds tothe  Thjs schedule revision supersedes various Navy
’ schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 494 Cubic feet 6.5 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-11 Legislative Affairs
Disposition Authority Number DAA-NU-2015-0005-0011

Information relating to all phases of congressional and legislative liaison matters.
Includes plans, policies, procedures, accomplishments, essential transactions,
drafts of proposed legislation and Executive Orders with supporting papers and
comments reflecting the DON position, and information documenting program
responsibilities in regard to congressional investigations and inquiries.

Final Disposition Permanent
ltem Status Active
|s this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-11 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5730/1

Citation N1-NU-89-4 / 5860/1/A
N1-NU-89-4 / 5860/1/B
N1-NU-89-4 / 5861/1
N1-NU-89-4 / 5863/1
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

112

N1-NU-86-1/1772/1
N1-NU-86-1/ 1780/2
N1-NU-86-1/ 1780/3/A
N1-NU-86-1 / 1780/5

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumuiation 1967

What will be the date span ofthe Unknown
lr:l"f;.m tfél"zfeI:_Of f??°°’d5 tothe  This schedule revision supersedes various Navy
ational Archives: schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 141 Cubic feet 8 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-12 Original Research Data
Disposition Authority Number DAA-NU-2015-0005-0012

Original research data that has continuing value. These include records that are
related to public, legislative, and executive relations, liaison and programs, to
Navy's participation in political military affairs historical matters. These may 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.

Final Disposition Permanent
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Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

Item Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Active
Yes
No

Manual Citation

Manual Title

5000-12

SECNAV M-5210.1

GRS or Superseded Authority
Citation
Disposition Instruction

Transfer to the National Archives
for Accessioning

Additional Information
First year of records accumulation

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-89-4 / 5751/1

Transfer to NARA when 20 years old or no longer

needed or information in connection with the centers

mission.

1989
Unknown

This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Unknown

Nature of the material. Transfer frequency is

undetermined.

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 28 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media

1.13 5000-13 Inspector General Investigations - Final Reports
Disposition Authority Number DAA-NU-2015-0005-0013
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Final investigative reports and working papers of the Inspector General;
investigations resulting from Congressional inquiries; and investigative reports
resulting from Complaints of Wrong submitted under article 138, UCMJ.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-13 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-02-01/ 1
Citation

Disposition Instruction

Cutoff Instruction Cutoff at case closure.

Transfer to the National Archives  Transfer to the National Archives 50 year(s) after
for Accessioning cutoff.

Additional Information
First year of records accumulation 1986

What will be the date span of the Unknown

';]“t't?' tfﬁ'}:fe;_Of f??°°’ds tothe  This schedule revision supersedes various Navy
ational Archives: schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years

transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital
Paper 77 Cubic feet 3 Cubic feet

Microform
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
Hardcopy or Analog Special
Media

1.14 5000-14 Inspector General Investigations - Other Reports

Disposition Authority Number DAA-NU-2015-0005-0014

Other investigative reports and working papers of the Inspector General. Specific
records include: NAVAL COMMAND INSPECTION PROGRAM RECORDS:
Inspector General's survey and inspection reports. 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.
INSPECTOR GENERAL INVESTIGATIONS/ INSPECTIONS: Records that
consist of final investigative reports and working papers. These files may also
contain audio and/or videocassette tapes. Investigations of historical significance
are those that attract great public, congressional, or judicial attention, cause
substantive changes in agency policies or procedures or involve as subjects of the
investigation political appointees serving in the DON, Admirals, and Vice Admirals
in command. TASKED INVESTIGATIONS: Investigations conducted by other
DON activities at NAVINGEN direction. Investigating activities forward record copy
to NAVINSGEN during course of investigation. Record copy includes the final
interim reports, endorsements and other correspondence. MILITARY GRIEVANCE
PROCEDURE RECORDS: Records 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 SECNAYV accumulated at OJAG. Complaints of Wrong
Submitted Under Article 138, UCMJ: Redress of Wrong Committed by a Superior
Submitted Under Article 1150, U.S. Navy Regulations, 1990.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-14 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5040/3/A

Citation N1-NU-02-01/2
N1-NU-02-01/4
N1-NU-02-01/5
N1-NU-02-01
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

1.15

N1-NU-89-4 / 5819/1

Disposition Instruction

Cutoff Instruction Cutoff at case closure.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff.

Additional Information
First year of records accumulation 1968

What will be the date span of the Unknown

'r:lt][?' tfﬂ;';‘Sfe': of f?)COfds tothe  Thjs schedule revision supersedes various Navy
alional Archives: schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years

transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 207 Cubic feet 7 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-15 Clearance Adjudication (significant incidents)
Disposition Authority Number DAA-NU-2015-0005-0015

Case files relating to significant adverse action reports or personnel security
clearance adjudicative decisions that are precedent-setting or have widespread
public or Congressional interest. These are files that contain significant adverse
action reports or relate to personnel security clearance adjudicative decisions of
a significant or potentially disqualifying nature and subsequent adjudicative and
access determinations and associated information such as polygraph examination
results are needed. Files that are precedent setting or have widespread public
or Congressional interest are also considered. These include personnel security
clearance case files and access data on members of the DON, DoD Civilians,
Civilian Consultants, Non-appropriated Fund Employees, USO Personnel, Red
Cross Volunteers and Staff, and U.S. Coast Guard Military and Selected Civilian
Personnel Under The Defense Industrial and Personnel Security Programs.
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Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005,

Final Disposition
ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Significant Incidents or Adverse Actions also included is information from Defense
Hearings and Appeals (DOHA) proceedings. At creation, records could begin

as “Personnel Security and Access Clearance Records” but change once it has
been determined during the adjudication there are significant incidents or adverse
actions apply to that individual. DON has selected a permanent retention period
due to the special circumstances of the records.

Permanent
Active

Yes

No

Manual Citation

Manual Title

5000-15

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to the National Archives
for Accessioning

Additional Information
First year of records accumulation

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-97-2 / 5529/2/b

Cutoff at end of calendar year.

Transfer to the National Archives 25 year(s) after
cutoff.

1995

Unknown
This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Every 1 Years

Estimated Current Volume | Annual Accumulation

Electronic/Digital

Paper

22 Cubic feet 1 Cubic feet

Microform
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
Hardcopy or Analog Special
Media

1.16 5000-16 NCIS Criminal Investigative Case Files (perm)

Disposition Authority Number DAA-NU-2015-0005-0016

Investigative reports of alleged violations of laws, regulations, and directives

in which NCIS has jurisdiction and responsibility determined to be of historical
value based on widespread public interest, notoriety of the individual(s) and or

the seriousness of the alleged offenses. This includes requests for and results of
polygraph and forensic laboratory examinations, technical investigative techniques
such as oral, wire and electronic intercepts, copies of evidence custody documents
and other related material. Also included are criminal investigations completed by
USMC CID and Grand Jury material.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-16 SECNAV M-5210.1

GRS or Superseded Authority  N1-NU-98-2 / 5580/4/A/2/A
Citation N1-NU-98-2 / 5580/4/A/2/B/2
' N1-NU-98-2 / 5580/4/A/2/C/2

N1-NU-98-2 / 5580/4/B/2/A
N1-NU-98-2 / 5580/4/B/2/B/2
N1-NU-98-2 / 5580/4/B/2/C/2

Disposition Instruction

Cutoff Instruction Cutoff at case closure.

Transfer to the National Archives  Transfer to the National Archives 50 year(s) after
for Accessioning ) cutoff

Additional Information

First year of records accumulation 1992

What will be the date span ofthe Unknown
initial transfer of records to the
National Archives?
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

1.17

This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 150 Cubic feet 6 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-17 NCIS Criminal Investigative Civil Disturbance Response
Disposition Authority Number DAA-NU-2015-0005-0017

Upon specific prior authorization of the Secretary of Defense or his designee,
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. Records consist of information on NCIS investigations and other
activities authorized in connection with civil disturbance responsibilities within the
United States, District of Columbia, Commonwealth of Puerto Rico, and United
States territories and possessions.

Final Disposition Permanent
item Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-17 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-98-2 / 5580/7/E/1
Citation N1-NU-98-2 / 5580/7/E/2/B
N1-NU-98-2 / 5580/7/E/3/B
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

Disposition Instruction

Cutoff Instruction Cutoff when situation or event terminates.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1992

What will be the date span ofthe Unknown

Eiti‘?' tfalr;ffer"_“ '?)cmds tothe  Thjs schedule revision supersedes various Navy
ational Archives schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 25 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media
1.18 5000-18 NCIS Special Investigations/Operations

Disposition Authority Number DAA-NU-2015-0005-0018

Information 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.

Final Disposition Permanent
'

item Status Active

Is this item media neutral? Yes

Do any of the records covered No
by this item cumrently exist in

electronic format(s) other than e-

mail and word processing?
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
Manual Citation Manual Title
5000-18 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-98-2 / 56580/8/C/1
Citation N1-NU-98-2 / 5580/8/C/2/B
N1-NU-98-2 / 5580/8/C/3/B

Disposition Instruction

Cutoff Instruction Cutoff at last action
Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1992

What will be the date span ofthe Unknown

:I‘iti?' t’*:'}:fe':_d r?)°°’d5 tothe  This schedule revision supersedes various Navy
ational Archives: schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accurnulation
Electronic/Digital
Paper 21 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media
1.19 5000-19 JAGMAN Administrative Investigations and Courts of Inquiry

Disposition Authority Number DAA-NU-2015-0005-0019

Findings and other related records of JAGMAN administrative investigations and
Courts of Inquiry into incidents of death or injury to naval personnel, significant
loss or damage to vessels, aircraft, vehicles, or other government property, or
other significant incidents involving naval personnel, as required by the JAGMAN
(other than courts-martial cases). Records are permanent if they meet the following
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

criteria: (1) reviewed a major policy or procedural issue, (2) attracted widespread
news media attention, or (3) underwent Congressional scrutiny.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-19 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-01-1/4
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year in which investigative
report is final.
Transfer to Inactive Storage Transfer to the Office of the Judge Advocate General

(Code 15) after 2 years in accordance with Chapters
Il and XI of the JAGMAN. Investigations conducted

in anticipation of litigation should be forwarded
immediately after completion. Records will be entered
into tracking system and transferred to the National
Records Center.

Transfer to the National Archives  Transfer to the National Archives 50 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1950

What will be the date span ofthe Unknown
'I:l“t;_a' tral"Efe':Pf "?)‘70“’5 tothe  Thjs schedule revision supersedes various Navy
aflonal Archives: schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital
Paper 270 Cubic feet 10 Cubic feet
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
Microform
Hardcopy or Analog Special
Media

1.20 5000-20 Courts Martial Records of Trial

Disposition Authority Number DAA-NU-2015-0005-0020

Information relating to cases concerning an officer or involving a sentence to a
punitive discharge. Records consist of the original record of trial, copies of charge
sheets and related papers, staff judge advocate's recommendations, court-martial
orders, decisions of appellate agencies, and similar papers kept by the court-
martial jurisdictions and convening authorities accumulated at OJAG.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item cumrently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-20 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-09-6-1
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year after appellate review.

Transfer to thga National Archives Transfer to the National Personnel Records Center
for Accessioning 30 years(s) after cutoff.

Additional Information
First year of records accumulation 1976

What will be the date span ofthe Unknown
initial transfer of records tothe  Thjg schedule revision supersedes various Navy

; or re | : .
National Archives? schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the

National Archives?

Electronic Records Archives Page 33 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 900 Cubic feet 20 Cubic feet
Microform
Hardcopy or Analog Special
Media
1.21 5000-21 Military Justice Information Systems
' Disposition Authority Number DAA-NU-2015-0005-0021
Master files and systems documentation for electronic military justice case
tracking and reporting systems including Department of the Navy Criminal Justice
Information System (DONCJIS) and Appellate Case Tracking System.
Final Disposition Permanent
item Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered Yes
by this item exist as structured
electronic data?
Manual Citation Manual Title
5000-21 SECNAV M-5210.1
GRS or Superseded Authority N1-NU-89-4 / 5810/2/B/1
Citation N1-NU-89-4 / 5810/2/B/2
N1-NU-89-4 / 5814/2/A
N1-NU-89-4 / 5814/2/B
N1-NU-89-4 / 5814/2/D
Disposition Instruction
Cutoff Instruction Cutoff at end of calendar year.
Transfer to the National Archives Transfer to the National Archives 1 year(s) after
for Accessioning cutoff.
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

1.22

Additional Information
First year of records accumulation 1989

What will be the date span ofthe Unknown

:L‘:i:;gf:ﬁ;ﬁ;g“’ds tothe  This schedule revision supersedes various Navy
’ schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital 20GB 1 GB
Paper
Microform
Hardcopy or Analog Special
Media

5000-22 Death and Funeral Records
Disposition Authority Number DAA-NU-2015-0005-0022

Death record jackets accumulated and filed by fiscal year at Bureau of Medicine
and Surgery (BUMED); CNO area coordinators; The Marine Corps Casualty
Section; and at Naval Medical Treatment Facilities. Records consist of individual
case files, reports, forms, correspondence, and related records pertaining to
persons for whom DON is responsible. Includes the Master file and documentation
for Electronic Information Systems holding these records.

Final Disposition Permanent
item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

Manual Citation Manual Title
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005

5000-22 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5360/2/A
Citation N1-NU-89-4 / 5360/2/B
N1-NU-89-4 / 5360/1

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer tq thg National Archives Transfer to National Personnel Records Ceneter
for Accessioning (NPRC (MPRY)) five years after cutoff.

Additional Information

First year of records accumulation 1945

What will be the date span ofthe Unknown
":I't',al "'al'j:fer:Pf records to the  This schedule revision supersedes various Navy
ational Archives? schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital
Paper 701 Cubic feet 11 Cubic feet

Microform

Hardcopy or Analog Special
Media

1.23 5000-23 Visual Information (VI)
Disposition Authority Number DAA-NU-2015-0005-0023

Visual Information (VI) materials (films, tapes, discs or graphic arts) recorded by
Navy and Marine Corps activities not duplicated elsewhere and determined to have
continuing general or historical interest to the Navy or Marine Corps.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes
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Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

1.24

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

Yes

No

Manual Citation

Manual Title

5000-23

SECNAV M-5210.1

GRS or Superseded Adthority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to the National Archives
for Accessioning

Additional Information

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-86-1/ 1152/4/A
N1-NU-86-1/ 1154/2/A
N1-NU-86-1/ 1651/1/A
N1-NU-86-1/ 1552/1/A
N1-NU-89-4 / 5290/1
N1-NU-89-4 / 5291/1/A/2
N1-NU-89-4 / 5291/1/A/3
N1-NU-89-4 / 5291/1/B/1
N1-NU-89-4 / 5291/1/B/2
N1-NU-89-4 / 5291/2/B

Cutoff at end of calendar year.

Transfer with any related finding aids, to the Defense
Imagery Management Operations Center (DIMOC)
as soon as possible, but no later than one year from
date of creation. DIMOC will cut off images annually.

Unknown

This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Every 1 Years

5000-24 Audio and Video Broadcasts
Disposition Authority Number DAA-NU-2015-0005-0024
Master recording or duplicate master, one reference copy, and appropriate
licensing agreements.
Final Disposition Permanent
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1.25

ltem Status
Is this item media neutrai?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

Active
Yes
Yes

Yes

Manual Citation

Manual Title

5000-24

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to the National Archives
for Accessioning

Additional Information
First year of records accumulation

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-89-4 / 5141/4

Cutoff at end of calendar year.

Transfer to the National Archives 25 year(s) after

1989
Unknown

This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Every 1 Years

Estimated Current Volume | Annual Accumuiation
Electronic/Digital 15 MB 1 MB
Paper
Microform
Hardcopy or Analog Special
Media

5000-25 Community Relations
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Disposition Authority Number DAA-NU-2015-0005-0025

Information of enduring value relating to Department of the Navy, U.S. Navy, and
U.S. Marine Corps community relations. Includes official ceremony records (keel
layings, launchings/christenings, commissionings, decommissionings, dedications,
changes of command, establishment/disestablishment of installations); Fleet
Home town News records, Non-Government Nationally organized groups (other
than media, E.G., Navy League, Navy Relief Society, Fleet Reserve Association,
Navy Wives Club of America, General ARFTS records and internal public affairs
records.; establishment records and inter-agency agreements relating to the Armed
Forces Radio and Television Service; master files of service-wide periodicals

and magazines' and local station newspapers. These include program records of
the establishment or disestablishment of Naval Media Center Detachments and
operating locations including agreements with DOD, other services, other Navy
commands, and foreign nations, regarding Navy or Navy Executive Agent AFRT
Operations. Also included are Navy service-wide periodicals and magazines, such
as All-Hands magazine, local station newspapers/ newsletters, and similar general
interest periodicals from Navy and Marine Corps Bases, Air Stations, and major
industrial facilities, e.g., naval shipyards, aircraft rework facilities, training centers,
etc.. These periodicals are published at least monthly, approved by the issuing
command, and contain articles/information concerning the installation, the local
community, and military and civilian employees of the installation.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-25 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5724/1/A/1

Citation N1-NU-89-4 / 5726/2
N1-NU-89-4 / 5726/3
N1-NU-89-4 / 5770/4
N1-NU-89-4 / 5770/5
N1-NU-89-4 / 5780/3/A
N1-NU-89-4 / 5780/4/A

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
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Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information

First year of records accumulation 1970

What will be the date span ofthe Unknown
';J"t;?“ tfﬁ;’}:fe':_Of f??COTdS tothe  Thjs schedule revision supersedes various Navy
ationa} Archives: schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 51 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media
1.26 5000-26 Information Releases - Chief of Information (CHINFO) and the Office of

U.S. Marine Corps Communication (OUSMCC)
Disposition Authority Number DAA-NU-2015-0005-0026

Master files of 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.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-26 SECNAYV M-5210.1
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1.27

GRS or Superseded Authority N1-NU-89-4 / 5§720/2/A
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1945

What will be the date span ofthe Unknown

il:‘“i?' t"i":fei:_“ '??C‘”ds tothe  This schedule revision supersedes various Navy
atlonal Archives: schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 72 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-27 Department-level FOIA Reports
Disposition Authority Number DAA-NU-2015-0005-0027

Annual reports relating to DON implementation of the FOIA, including annual
reports to the Congress at the DON level.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?
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Manual Citation Manual Title
5000-27 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5720/9/E/1
Citation

Disposition Instruction

Cutoff Instruction N1-NU-89-4 / 5720/9/E/1
Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1986

What will be the date span of the Unknown
:}'ﬁf' tfﬁllf;:fe;Pf f??°°’d5 tothe  This schedule revision supersedes various Navy
ational Archives? schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 16 Cubic feet .50 Cubic feet
Microform
Hardcopy or Analog Special
Media
1.28 5000-28 Department-level Privacy Act Reports

Disposition Authority Number DAA-NU-2015-0005-0028

Department-level annual reports on one-time information requirement relating to
DON implementation, including biennial reports to the Office of Management and
Budget (OMB), and the Report on New Systems at all levels.

Final Disposition Permanent
item Status Active
Is this item media neutral? Yes
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1.29

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

No

Manual Citation

Manual Title

5000-28

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Transfer to the National Archives
for Accessioning

Additional Information
First year of records accumulation

What will be the date span of the
initial transfer of records to the
National Archives?

How frequently will your agency
transfer these records to the
National Archives?

N1-NU-89-4 / 5211/2/E/1

Cutoff at end of calendar year.

Transfer to the National Archives 15 year(s) after

cutoff

1988
Unknown

This schedule revision supersedes various Navy
schedules. Initial transfer is undetermined.

Every 1 Years

Estimated Current Volume | Annual Accumuiation
Electronic/Digital
Paper 15 Cubic feet .50 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-29 Department-level awards

Disposition Authority Number

DAA-NU-2015-0005-0029

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

Final Disposition

Permanent
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Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0005
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered No

by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Manual Citation Manual Title
5000-29 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5061/5
Citation
Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information

First year of records accumulation 1989

What will be the date span of the [Unknown

ir:;iti'al t'*:’:rfel:_“ r?)°°'ds tothe  This schedule revision supersedes various Navy
atlonal Archives: schedules. Initial transfer is undetermined.

How frequently will your agency  Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Acqumulation
Electronic/Digital
Paper 14 Cubic feet .50 Cubic feet
Microform
Hardcopy or Analog Special
Media
1.30 5000-30 Ship-Naming, Commissioning, and Christening Ceremony Records

Disposition Authority Number DAA-NU-2015-0005-0030
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Information relating to ship-naming, commissioning, and christening ceremonies.
Includes name and sponsor files.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title
5000-30 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5030/1
Citation N1-NU-89-4 / 5062

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.

Transfer to the National Archives Transfer to the National Archives 25 year(s) after
for Accessioning cutoff

Additional Information
First year of records accumulation 1966

What will be the date span of the Unknown
l'{l"f;{il tfﬂllf;ffe;_Of f??°°’d5 tothe  This schedule revision supersedes various Navy
ational Archives schedules. Initial transfer is undetermined.

How frequently will your agency Every 1 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 50 Cubic feet 1 Cubic feet
Microform
Hardcopy or Analog Special
Media
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1.31 5000-31 Alcohol and Drug Management Information Tracking System (ADMITS)
Disposition Authority Number DAA-NU-2015-0005-0031
Master file and documentation for the Alcohol and Drug Management Information
Tracking System (ADMITS).
Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered Yes
by this item exist as structured
electronic data?
Manual Citation Manual Title
5000-31 SECNAYV M-5210.1
GRS or Superseded Authority N1-NU-02-6 / 2b
Citation N1-NU-02-6 / 5353/2/D
Disposition Instruction
Transfer to the National Archives  Cut off (take snapshot) at the end of end of fiscal
for Accessioning year and transfer to the National Archives.
Additional Information
First year of records accumulation 2001
What will be the date span ofthe Unknown
'IL“‘;?‘ “‘T'Efer’]_“ "f)°°’ds tothe  This schedule revision supersedes various Navy
ational Archives: schedules. Initial transfer is undetermined.
How frequently will your agency Every 1 Years
transfer these records to the
National Archives?
Estimated Current Volume | Annual Accurmnulation
Electronic/Digital 15 MB 1 MB
Paper
Microform
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Hardcopy or Analog Special
Media
1.32 5000-32 Automatic Data Processing Program
Disposition Authority Number DAA-NU-2015-0005-0032
Information created/used for the development, establishment, and accomplishment
of automatic data processing (ADP) management plans, programs, and
procedures.
Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered Yes
by this item exist as structured
electronic data?
Manual Citation Manual Title
5000-32 SECNAV M-5210.1
GRS or Superseded Authority N1-NU-89-4 / 5230/1
Citation N1-NU-89-4 / 5239/1
N1-NU-89-+4 / 5239/2
Disposition Instruction
Cutoff Instruction Cutoff at end of calendar year.
Transfer to the National Archives  Transfer to the National Archives 25 year(s) after
for Accessioning cutoff
Additional information
First year of records accumulation 1966
What will be the date span ofthe Unknown
:lut;_al tralr;:,rfe':-of rg?cords tothe  Thjs schedule revision supersedes various Navy
ational Archivest schedules. Initial transfer is undetermined.
How frequently will your agency  Every 1 Years
transfer these records to the
National Archives?
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1.33

1.34

Estimated Current Volume | Annual Accumulation
Electronic/Digital
Paper 98 Cubic feet 2 Cubic feet
Microform
Hardcopy or Analog Special
Media

5000-33 Hazardous Substance Reports
Disposition Authority Number DAA-NU-2015-0005-0033

Reports and other records required by the Comprehensive Environmental
Response Compensation Liability Act.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation Manual Title

5000-33 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5090/3
Citation . DAA-0127-2014-0022-0002
Disposition Instruction

Cutoff Instruction Cutoff at final action
Retention Period Destroy 50 year(s) after cutoff.

Additional Information

GAO Approval Not Required
5000-34 NCIS Credentials Log
Disposition Authority Number DAA-NU-2015-0005-0034
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1.35

Log showing the issue and control of badges, credentials and pins naming NCIS

civilian and military personnel.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

Manual Citation

Manual Title

5000-34

SECNAV M-5210.1

GRS or Superseded Authority N1-NU-98-2 / 5512/17/A/2/A
Citation N1-NU-98-2 / 5512/17/1/2/B/2

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 75 year(s) after cutoff.

Additional Information

GAQ Approval Not Required

5000-35 NCIS Investigate Case Files - Controlled Death and Criminal Sex

Investigations

Disposition Authority Number DAA-NU-2015-0005-0035

Investigative reports and case files of controlled death and criminal sex
investigations and investigations created on or after 1 January 1988 and where
DoDI 5505.11 requires submission of offender criminal history data to the FBI.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Manual Citation

Manual Title
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5000-35 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-98-2 / 5580/4/A/1/B

Citation

Disposition Instruction

Cutoff Instruction Cutoff at case closure

Retention Period Destroy 50 year(s) after cutoff
Additional Information

GAO Approval Not Required

1.36 5000-36 NCIS Incident Reports

Disposition Authority Number DAA-NU-2015-0005-0036

Information created during maintenance of discipline, law and order and include
information such as arrest reports, receipts for offenders, sobriety tests, patrol
officer reports, sworn statements, arrest and disposition reports, offense reports,
vehicular collision investigation reports, and other information relating to incidents,
arrest or detention.

Final Disposition Temporary

ltem Status Active

Is this item media neutral? Yes

Do any of the records covered Yes

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes

by this item exist as structured

electronic data?

Manual Citation Manual Title

5000-36 SECNAV M-5210.1

G_RS or Superseded Authority N1-NU-01-2/3

Citation N1-NU-01-2 /4

N1-NU-08-2-1

Disposition Instruction

Cutoff Instruction Cutoff at case closure

Retention Period Destroy 50 year(s) after cutoff.
Additional Information
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GAO Approval Not Required
1.37 5000-37 NCIS Polygraph Examination

1.38

Disposition Authority Number DAA-NU-2015-0005-0037

Technical information relating to polygraph examination during criminal
investigations. Includes information such as statistical and technical data sheets,
personal data sheets, medical waivers, question sheets, charts, numerical
evaluation forms, interview logs, and related data.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured

electronic data?
Manual Citation Manual Title
5000-37 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-09-5 / 5580/9/D
Citation

Disposition Instruction

Cutoff Instruction Cut off after the end of the calendar
Retention Period Destroy 50 year(s) after cutoff.

Additional Information

GAO Approval Not Required
5000-38 Courts of Inquiry and Investigations (non-perm)
Disposition Authority Number DAA-NU-2015-0005-0038

Findings and other related records of JAGMAN administrative investigations and
Courts of Inquiry into incidents of death or injury to naval personnel, significant loss
or damage to vessels, aircraft, vehicles, or other government property, or other
significant incidents involving naval personnel, as required by the JAGMAN (other
than courts-martial cases). Records are temporary if they do not meet criteria in
5000-19 JAGMAN Administrative Investigations and Courts of Inquiry above.

Final Disposition Temporary
Item Status Active
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Is this ilem media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Yes
No

Manual Citation

Manual Title

5000-38

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction

Cutoff Instruction

Transfer to Inactive Storage

Retention Period

Additional Information

N1-NU-01-1/3

Cutoff at end of calendar year in which investigative
report is final.

Transfer to the Office of the Judge Advocate General
(Code 15) after 2 years in accordance with Chapters
Il and XI of the JAGMAN. Investigations conducted

in anticipation of litigation should be forwarded
immediately after completion. Records will be entered
into tracking system and transferred to the National
Records Center.

Destroy 75 year(s) after cutoff.

GAO Approval Not Required

1.39 5000-39 Department of the Navy Criminal Justice Information System (DONCJIS)
Profile Data
Disposition Authority Number DAA-NU-2015-0005-0039
Information captured from the data input from investigations, command actions,
judicial actions, and corrections. Includes information such as but not limited
to names; SSNs; dates and places of birth; offenses; investigative data;
administrative actions, and administrative data drawn from base registration
process, results of judicial and non-judicial actions taken, and corrections data.
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
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Do any of the records covered Yes
by this item exist as structured
electronic data?
Manual Citation Manual Title
5000-39 SECNAV M-5210.1
GRS or Superseded Authority N1-NU-09-1 / 1
Citation
Disposition Instruction
Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 50 year(s) after cutoff.
Additional Information
GAO Approval Not Required
1.40 5000-40 Urinalysis Records
Disposition Authority Number DAA-NU-2015-0005-0040
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 - Incomplete medical boards or administrative actions
Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
Manual Citation Manual Title
5000-40 SECNAV M-5210.1
G_RS_ or Superseded Authority N1-NU-89-4 / 5355/1/A
Citetion N1-NU-89-4 / 5255/1/B
Disposition Instruction
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Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 75 year(s) after cutoff

1.41

1.42

Additional Information

GAO Approval Not Required

5000-41 General Counsel Policy and Planning Support
Disposition Authority Number DAA-NU-2015-0005-0041

Information that reflects the overall development and accomplishment of plans,
policies, programs, procedures, and legal processes governing all phases of
assigned legal responsibilities. Note: Information accumulated at the Departmental
Level by JAG, the General Counsel (GC), and the Legal Staffs of All Other
Departmental Offices Including the Judge Advocate and Legal Staffs of the Marine
Corps are scheduled under item 5000-1, Policy, Planning, and Strategy.

Final Disposition Temporary
[temn Status Active

Is this item media neutral? Yes

Do any of the records covered No

by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Manual Citation Manual Title

5000-41 SECNAV M-5210.1

GRS or Superseded Authority N1-NU-89-4 / 5800/1/B
Citation N1-NU-89-4 / 5800/1/C

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 30 year(s) after cutoff

Additional Information

GAQ Approval Not Required
5000-42 Survey and Inspection - Department-level
Disposition Authority Number DAA-NU-2015-0005-0042

Information accumulated by departmental offices other than Inspector General
relating to surveys and inspections of major activities. Includes special
investigation reports relating to possible violations or irregularities.

Final Disposition Temporary
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ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Active
Yes
No

Manual Citation

Manual Title

5000-42

SECNAV M-5210.1

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information

N1-NU-89-4 / 5040/3/B
N1-NU-89-4 / 5040/5

Cutoff at end of calendar year.
Destroy 30 year(s) after cutoff

GAO Approval Not Required
1.43 5000-43 Local History
Disposition Authority Number DAA-NU-2015-0005-0043
Locally prepared histories not required by nor submitted to higher authority.
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Manual Citation Manuai Title
5000-43 SECNAV M-5210.1
GBS or Superseded Authority N1-NU-89-4 / 5750/3
Citation N1-NU-89-4 / 5750/4/B
N1-NU-89-4 / 5750/4/C
N1-NU-89-4 / 5756/1
Disposition Instruction
Cutoff Instruction Cutoff at end of calendar year.
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Retention Period Destroy 30 year(s) after cutoff

Additional Information

GAO Approval Not Required
1.44 5000-45 Environmental Reports
Disposition Authority Number DAA-NU-2015-0005-0044

Environmental reports and documentation. 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; reports and
surveys of Marine Corps owned and operated public water systems; and tests,
analyses and measurements of DON-controlled drinking water.

Final Disposition Temporary
ltern Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5090/3/A

Citation N1-NU-89-4 / 5090/4
N1-NU-00-1/6
N1-NU-89-4 / 5104/1/B
N1-NU-89-4 / 5090/1/A
N1-NU-89-4 / 5090/1/B
N1-NU-89-3 / 9492/3

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 30 year(s) after cutoff

Additional Information

GAO Approval Not Required

1.45 5000-46 Equal Opportunity Office Reports

Disposition Authority Number DAA-NU-2015-0005-0045

Electronic Records Archives Page 56 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority . Records Schedule: DAA-NU-2015-0005

Equal Opportunity Office off-base housing reports and quarterly Navy-wide
demographic data.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5354/3/A
Citation N1-NU-89-4 / 5354/4/A

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 30 year(s) after cutoff

Additional Information

GAO Approvall Not Required
1.46 5000-47 Intellectual Property - Legal Review
Disposition Authority Number DAA-NU-2015-0005-0046

Information relating to the review, license, and protection of intellectual property
claims. Includes patent application review, signed agreements with owners of
patents, all information relating to copyright licenses and trademark interests, and
licenses and assignments of DON interests in inventions, patents, and royalties.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

GRS or Superseded Authority N1-NU-89-4 / 5870/1/B
Citation N1-NU-89-4 / 5870/3/A
N1-NU-89-4 / 5870/4/A
N1-NU-89-4 / 5870/5/A
N1-NU-89-4 / 5870/5/B
N1-NU-89-4 / 5870/5/C
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N1-NU-89-4 / 5870/5/D
N1-NU-89-4 / 5870/6/A/1
Disposition Instruction

Cutoff Instruction Cutoff at license, patent, or trademark expires.
Retention Period Destroy 30 year(s) after cutoff

Additional Information

GAO Approval Not Required
1.47 5000-48 Publication Security Review
Disposition Authority Number DAA-NU-2015-0005-0047

Information relating to pre-publication security review. Includes request for a
security review of manuscripts, photographs, lectures, radio and television scripts,
etc., prior to publication to ensure that no classified or sensitive information is
disclosed in the publication, copies of the results of the review and other related

correspondence.

Final Disposition Temporary
Item Status Active

Is this item media neutral? Yes

Do any of the records covered No
by this item cumrently exist in

electronic format(s) other than e-

mail and word processing?

GRS or Superseded Authority N1-NU-06-4 / 5500/11/B
Citation

Disposition Instruction

Cutoff Instruction Cutoff at case closure
Retention Period Destroy 30 year(s) after cutoff

Additional Information

GAO Approval Not Required
148 5000-49 Security Clearance Adjudication
Disposition Authority Number DAA-NU-2015-0005-0048

Case files relating to security clearance adjudicative actions of a generally
favorable nature on persons requiring access to classified information. Files may
include information of minor adverse action reports that result in a favorable
adjudicative action. Also included are polygraph examination results and other
adjudication documentation used in arriving at security clearance and access
determinations.
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Final Disposition
{tem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information

Temporary
Active

Yes

No

N1-NU-97-2/ 1/A
N1-NU-97-2 / 2/A

Cutoff at case closure
Destroy 30 year(s) after cutoff

' GAO Approval Not Required
1.49 5000-50 NCIS Case Files - Personnel Investigation
Disposition Authority Number DAA-NU-2015-0005-0049
Personnel Security investigations conducted by Naval Criminal Investigative
Service. Includes routine personnel security investigations; internal personnel
inquiries, and pre-employment inquiries for civilian support personnel.
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
G_RS_ or Superseded Authority N1-NU-98-2 / 5527/1/A/1
Citation N1-NU-98-2 / 5527/1/B/1
N1-NU-09-3 / 1
N1-NU-06-1/1
N1-NU-98-2 / 5527/3/D
N1-NU-08-4 / 1
N1-NU-08-4/ 2
Disposition [nstruction
Cutoff Instruction Cutoff at case closure
Retention Period Destroy 30 year(s) after cutoff
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1.50

1.51

Additional Information

GAO Approval Not Required
5000-51 NCIS Criminal Investigative Reports
Disposition Authority Number DAA-NU-2015-0005-0050

Investigative reports of matters of alleged violations of laws, regulations, and
directives in which NCIS has jurisdiction and responsibility. This includes requests
for and results of polygraph and forensic laboratory examinations, technical
investigative techniques such as oral, wire and electronic intercepts, copies of
evidence custody documents and other related material. Also included are criminal
investigations completed by USMC CID and Grand Jury material.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic formai(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-98-2 / 5580/4/A/1
Citation

Disposition Instruction

Cutoff Instruction Cutoff at case closure
Retention Period Destroy 30 year(s) after cutoff.

Additional Information

GAO Approval Not Required
5000-52 NCIS Non-Investigative Reports
Disposition Authority Number DAA-NU-2015-0005-0051

NCIS reports and assessments of non-investigative nature. Includes NCIS Security
Training, Assistance, Assessment Team (STAAT) vulnerability assessments;
criminal intelligence and information reports, protective operations, and sources
administration.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
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Do any of the records covered
by this item cumrently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff instruction

Retention Period

Additional Information

Yes

No

DAA-0526-2010-0001-0001
N1-NU-98-2 / 5580/4/D/1/A
N1-NU-98-2 / 5580/4/D/4/A
N1-NU-04-2/3

Cutoff at case closure
Destroy 30 year(s) after cutoff

GAO Approval Not Required

1.52 5000-53 Summary and Special Courts-Martial
Disposition Authority Number DAA-NU-2015-0005-0052
Summary and Special Courts-Martial Cases not involving a punitive discharge nor
concerning an officer (consisting of the original record of trial).
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
GRS or Superseded Authority N1-NU-89-4 / 5813/3/A
Citation N1-NU-89-4 / 5813/3/B
Disposition Instruction
Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 30 year(s) after cutoff
Additional Information
GAO Approval Not Required

1.53 5000-54 Military Music Recordings
Disposition Authority Number DAA-NU-2015-0005-0053
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Audio and visual recording of special events and concerts.

Final Disposition Temporary
ltem Status Active
Is this item media neutrai? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5141/5/A
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 30 year(s) after cutoff

Additional Information .

GAO Approval Not Required

1.54 5000-55 Program Oversight (General Administration)
Disposition Authority Number DAA-NU-2015-0005-0054

Information relating to the oversight of the execution of plans, policies, programs,
and procedures relating to the commands assigned mission.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5110/1/A

Citation N1-NU-89-4 / 5210/1/A
N1-NU-89-4 / 5213/2/A
N1-NU-89-4 / 5213/3
N1-NU-89-4 / 5219/1
N1-NU-02-5/15
N1-NU-89-4 / 5600/1
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1.65

1.56

N1-NU-89-4 / 5771/1/B
N1-NU-89-4 / 5771/1/C
N1-NU-89-4 / 5772/1
N1-NU-89-4 / 5774/2
N1-NU-89-4 / 5780/1/A

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 10 year(s) after cutoff.

Additional Information

GAO Approval Not Required
5000-56 Annual Expanded Legal Assistance Program (ELAP) Report
Disposition Authority Number DAA-NU-2015-0005-0055

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.

Final Disposition Temporary
item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5801/5
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 10 year(s) after cutoff

Additional Information

GAQ Approval Not Required

5000-57 Survey and Inspection

Disposition Authority Number DAA-NU-2015-0005-0056

Final reports of surveys and inspections of major activities performed by an
Inspector General's Office and supporting documentation of action taken.
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GAO Approval Not Required

1.57 5000-58 NCIS Polygraph Examiner Certification
Disposition Authority Number DAA-NU-2015-0005-0057
Polygraph examiner certification information, including applications,
recommendations, approvals, disapprovals and related information.
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
GRS or Superseded Authority N1-NU-98-2 / 5580/9/B
Citation
Disposition Instruction
Cutoff Instruction Cutoff upon separation or retirement of examiner
Retention Period Destroy 10 year(s) after cutoff
Additional Information
GAO Approval Not Required

1.58 5000-59 Military Justice Case Management - USMC
Disposition Authority Number DAA-NU-2015-0005-0058
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Final Disposition
ltem Status
is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information

Temporary
Active

Yes

No

N1-NU-89-4 / 5040/1/C
N1-NU-89-4 / 5040/3/C

Cutoff at end of calendar year.
Destroy 10 year(s) after cutoff.
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1.59

Computerized tracking system used Marine Corps wide to provide law centers,
judge advocates, and staff judge advocates the ability to track the progression

of their cases throughout the pre-trial, frial, and post-trial phases. The system
provides oversight to ensure that all cases are tried in an expeditious manner, and
that the post-trial process is handled in accordance with the timelines established
by the appellate courts.

Final Disposition Temporary
item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-07-12/1
Citation

Disposition Instruction

Cutoff Instruction Cutoff at case closure.
Retention Period Destroy 10 year(s) after cutoff

Additional Information

GAO Approval Not Required

5000-60 Military Justice Case Management: - Reports
Disposition Authority Number DAA-NU-2015-0005-0059

Reports of JAGMAN investigations and related records regarding investigations
into reports of lost, compromised, or possibly compromised information or materiel.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-01-1/6
Citation
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Disposition Instruction

Cutoff Instruction Cutoff at case closure
Retention Period Destroy 10 year(s) after cutoff

Additional Information

GAO Approval Not Required
1.60 5000-61 Visual Information (V1) - Activities' Copies
' Disposition Authority Number DAA-NU-2015-0005-0060

Activities' copies of VI materials (films, tapes, discs or graphic arts) recorded by
Navy and Marine Corps activities and maintained at the activity or command-level.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5291/1/C/1/C/3
Citation

Disposition Instruction

Cutoff Instruction Transfer visual information to the Defense Imagery
Management Operations Center (DIMOC) as soon as
possible, but no later than one year from the date of
creation.

Retention Period 1. DIMOC may offer back to the capturing U.S.
Military Service. 2. DIMOC may offer to the original
Services' U.S. Military Service Academy Library,
Archive or Museum. DIMOC will destroy records
immediately after receiving a negative response
from owning DoD Component or DIMOC will destroy
records immediately if not offered to any Component.

Additional Information

GAO Approval Not Required
1.61 5000-62 Drug Abuse and Rehabilitation
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1.62

Disposition Authority Number DAA-NU-2015-0005-0061

Information relating to rehabilitation of participants in the Alcohol and Drug
Prevention and Control Program. Includes, but not limited to urinalysis results,
treatment plans, patient observations, treatment progress reports, and discharge
reports.

Final Disposition Temporary
[tem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5355/1/B/2
Citation N1-NU-89-4 / 5355/3

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 10 year(s) after cutoff

Additional Information

GAO Approval Not Required
5000-64 JROTC Records
Disposition Authority Number DAA-NU-2015-0005-0062

Records concerning the establishment of the Navy and Marine Corps Junior
Reserve Officers Training Corps (JROTC) and Navy National Defense Cadet
Corps (NNDCC) programs In high schools and other secondary schools Records.
Include, but are not limited to, Instructor applications that contain name, gender,
race, SSN, rank at retirement, branch of service from which retired, active

duty designated, retirement date, birth date, pay grade, address, home and

work telephone numbers, electronic mail address, dates of employment as
Instructor, Instructor Certification Application, essay questions, school name,
height, weight, body fat measurements or most recent Physical Readiness Test
(PRT), photograph submission sheet, the interviewer's appraisal, applicant
checklist, desired location for employment as an Instructor, and academic degrees,
certification letters, Instructor status (probation / evaluation), Instructor evaluations,
Instructor observation reports, school evaluations and probation letters, resignation
letters, pay information, and associated correspondence.

Final Disposition Temporary
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{tem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information

Active
Yes
Yes

Yes

DAA-0428-2012-0003-0001
DAA-0428-2012-0003-0003
DAA-0428-2012-0003-0004
DAA-0428-2012-0003-0005
DAA-0428-2012-0003-0006

Cutoff at end of the calendar year
Destroy 10 year(s) after cutoff

GAO Approval Not Required
1.63 5000-65 Employment records

Disposition Authority Number DAA-NU-2015-0005-0063

Income tax withholding records. Please also see chapters 1, 7, and 12.

Final Disposition Temporary

ltem Status Active

Is this item media neutral? Yes

Do any of the records covered Yes

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes

by this item exist as structured

electronic data?

G.RS. or Superseded Authority N1-NU-89-4 / 5380/1/B/2

Citation N1-NU-98-2 / 5527/3/A/2
N1-NU-89-4 / 5840/1/A
N1-NU-89-4 / 5840/1/B
N1-NU-89-4 / 5320/1/A
N1-NU-89-4 / 5380/1/B/1
N1-NU-89-4 / 5320/1/B
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1.64

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information
GAQ Approval

Cutoff at end of calendar year.

Destroy 10 year(s) after cutoff

Not Required

5000-66 Program Management

Disposition Authority Number

DAA-NU-2015-0005-0064

Information relating to the execution of plans, policies, programs, and procedures
relating to the commands assigned mission maintained by activities, departments,
divisions, and other organizational units.

Final Disposition
ltem Status

Is this item media neutral?

Do any of the records covered

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered
by this item exist as structured

electronic data?

GRS or Superseded Authority

Citation

Temporary
Active

Yes

Yes

Yes

N1-NU-89-4 / 5040/2
N1-NU-89-4 / 5070/4
N1-NU-89-4 / 5130/1
N1-NU-89-4 / 5140/1
N1-NU-89-4 / 5140/2/A
N1-NU-89-4 / 5140/2/B
N1-NU-89-4 / 5142/1

DAA-0428-2011-0001-0001

N1-NU-89-4 / 5213/1
N1-NU-89-4 / 5215/1/B
N1-NU-89-4 / 5220/2
N1-NU-89-4 / 5233/2
N1-NU-89-4 / 5240/1/A
N1-NU-89-4 / 5240/1/B
N1-NU-89-4 / 5250/1
N1-NU-89-4 / 5402/1/A
N1-NU-02-5/8
N1-NU-02-5/ 14

N1-NU-98-2 / 55217/3/A/1/A

N1-NU-98-2 / 56529/3/A
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Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information

N1-NU-06-5/ 1

N1-NU-89-4 / 5530/3/A
N1-NU-89-4 / 5560/2/A
N1-NU-98-2 / 56580/4/D/1/B
N1-NU-98-2 / 5580/4/D/2

N1-NU-07-5/1
N1-NU-09-2 / 4

N1-NU-89-4 / 5720/1/A
N1-NU-89-4 / 5723/1/A
N1-NU-89-4 / 5728/1/A

N1-NU-89-4 / 5770/1
N1-NU-89-4 /5771/2
N1-NU-89-4 /5773

N1-NU-89-4 / 5774/1
N1-NU-89-4 / 5775/1
N1-NU-89-4 / 5776/1
N1-NU-89-4 / 5777/1
N1-NU-89-4 / 5778/1
N1-NU-89-4 / 5779/1
N1-NU-89-4 / 5810/1
N1-NU-89-4 / 5940/1

Cut off at end of calendar year, cancellation or

supersession.

Destroy 5 year(s) after cutoff

GAO Approval Not Required

1.65 5000-67 NCIS Criminal Investigation - Topical Files
Disposition Authority Number DAA-NU-2015-0005-0065
Files contain investigations of the type mentioned in SSIC 5580.4a when a logical
suspect is not developed except death and criminal sex cases, which will be filed
under SSIC 5580.4a(1)(b). if logical suspect is developed within 5 years of the
close date 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; and or in other-agency originated documents.
Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Electronic Records Archives Page 70 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
GRS or Superseded Authority N1-NU-98-2
Citation
Disposition Instruction
Cutoff Instruction Cutoff at case closure
Retention Period Destroy 5 year(s) after cutoff
Additional Information
GAOQ Approval Not Required
1.66 5000-68 Interagency Agreements
Disposition Authority Number DAA-NU-2015-0005-0066
Information relating to understandings and agreements between elements of the
Department of the Navy (DON), between the DON and other military services or
Federal agencies or between the DON and other non-Federal organizations or
agencies (but not with foreign countries). These understandings and agreements
are negotiated to provide and obtain various types of support services. The
services include but are not limited to security, law enforcement, logistical, medical,
fire protection, facilities, payroll, and similar support. They can be one-time or
continuing. Included are agreements, agreement checklist, Memorandums of
Understanding (MOUs) Memorandum of Agreement (MOAS), reviews, comments,
related correspondence and similar information.
Final Disposition Temporary
Item Status _ Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
GRS or Superseded Authority N1-NU-01-4/7
Citation
Disposition Instruction
Cutoff Instruction Cutoff at supersession, cancelation, or termination of
the agreement.
Retention Period Destroy 7 year(s) after cutoff
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1.67

1.68

Additional Information

GAO Approval Not Required
5000-69 USMC Inspection Reports
Disposition Authority Number DAA-NU-2015-0005-0067

Inspection Reports of Marine Corps Activities Conducted by the Inspector General
of the Marine Corps. 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.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5040/9/A
Citation _ N1-NU-89-4 / 5040/9/B
N1-NU-89-4 / 5040/9/C

Disposition Instruction

Cutoff Instruction Cutoff at the end of calendar year.
Retention Period Destroy 7 year(s) after cutoff

Additional Information

GAOQ Approval Not Required
5000-70 Foreign Disclosure Authorization (DA) for Visits
Disposition Authority Number DAA-NU-2015-0005-0068

Visit DAs are the result of the review, analysis, coordination and approval/
disapproval for the disclosure of classified or controlled unclassified information
to foreign governments, entities, nationals or their representatives during regular
(one-time or recurring) and extended visits to DON miilitary or contractor facilities.
DAs are issued in support of programs such as Security Assistance Program
(Foreign Military Sales or Direct Commercial Sales); NATO Rationalization; and
Standardization and Interoperability (RSI). The Technology Cooperation Program
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Final Disposition
ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information

(TTCP), Defense Personnel Exchange Program (DPEP); Foreign Liaison Officer
(FLO) Programs; and International Cooperative Programs (CP).

Temporary
Active

Yes

Yes

Yes

N1-NU-02-5 / 5510/5/B/1

Cutoff at case closure.
Destroy 7 year(s) after cutoff

GAO Approval Not Required
1.69 5000-71 Classified Material Control

Bisposition Authority Number DAA-NU-2015-0005-0069

Information relating to the receipt, transfer, issuance, or destruction of classified

documents.

Final Disposition Temporary

Item Status Active

Is this item media neutral? Yes

Do any of the records covered Yes

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes

by this item exist as structured

electronic data?

GRS or Superseded Authority N1-NU-01-3/ 10

Citation N1-NU-894 / 5511/2
N1-NU-01-3/ 11
N1-NU-01-3 /12

Disposition Instruction
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Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 7 year(s) after cutoff

1.70

1.71

Additional Information

GAO Approval Not Required

5000-72 Installation or Facility Visitor's Requests
Disposition Authority Number DAA-NU-2015-0005-0070

Information relating to visits and to applications for and issuance of visitor's passes
or vehicle entry permits.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item curmrently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-97-4 / 1

Citation N1-NU-89-4 / 5512/6/A
N1-NU-89-4 / 5512/7/A

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year
Retention Period Destroy 5 year(s) after cutoff

Additional Information

GAO Approval Not Required
5000-73 NCIS Preliminary Investigation Reports
Disposition Authority Number DAA-NU-2015-0005-0071

Preliminary investigation reports used to document the receipt of information

that at the initial stage indicated an incident occurred involving one or more
criminal offenses, however it was subsequently determined that no criminal
offense occurred or that the incident and offenses did not fall within NCIS’ or CID's
jurisdiction and or responsibility to investigate. Records may be retained in either
hardcopy or electronic/imaged format.

Final Disposition Temporary
Item Status Active
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Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
GRS or Superseded Authority N1-NU-09-2 / 1
Citation
Disposition Instruction
Cutoff Instruction Cutoff at case closure
Retention Period Destroy 7 year(s) after cutoff
Additional Information
GAO Approval Not Required
1.72 5000-74 NCIS Evidence and Forensic Laboratory
Disposition Authority Number DAA-NU-2015-0005-0072
Information created by the NCIS and Base Security/Provost Marshal Offices
worldwide and used by criminal investigators and crime laboratories. It consists of
information showing the description, receipt, and disposition of physical property
held as evidence for potential use in military or civil court proceedings. Included
are evidence custody documents (ECD), statements of destruction, logbooks
| (e.g., OPNAYV 5580/24), related information. Includes hardcopy and electronically
captured fingerprint records.
Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered Yes
by this item exist as structured
electronic data?
GRS or Superseded Authority N1-NU-98-2 / 5580/5/A
Citation N1-NU-98-2 / 5580/5/B
N1-NU-98-2 / 5580/11/A/2
N1-NU-07-8 / 3
N1-NU-07-8 / 4
Disposition Instruction
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Cutoff Instruction

Retention Period

Additional Information
GAO Approval

1.73 5000-75 Legal Assistance
Disposition Authority Number

Final Disposition
ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

GRS or Superseded Authority
Citation

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information
GAQ Approval

1.74 5000-78 Information Release
Disposition Authority Number

Press releases, publications,

and other formally presented

Final Disposition
ltem Status

Is this item media neutral?

Cutoff after final disposition of evidence or at end of
calendar year.

Destroy 7 year(s) after cutoff

Not Required

DAA-NU-2015-0005-0073

Information relating to legal assistance. Includes legal assistance productivity
report and appointment of trustees in cases of incompetency.

Temporary
Active

Yes

No

N1-NU-89-4 / 5801/4
N1-NU-89-4 / 5802/1
DAA-0428-2014-0002-0001

Cutoff at end of calendar year
Destroy 5 year(s) after cutoff

Not Required

DAA-NU-2015-0005-0074
transcripts of press conferences, official speeches,

or other presentations, including graphics or exhibits, television or radio scripts,

publicity or informational material. Includes formally

released document that is not forwarded to or duplicated in the files of CHINFO,
OUSMCC, Navy Department,

or other higher authority.
Temporary
Active
Yes
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Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5720/2/B

Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year
Retention Period Destroy 7 year(s) after cutoff

Additional Information

GAO Approval Not Required
1.75 5000-79 Visual Information - Logs
Disposition Authority Number DAA-NU-2015-0005-0075

Logs of still picture negatives and motion picture film. (Exclude shelf lists, indexes,
and other records that can be used as finding aids.)

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5290/2/B
Citation

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 7 year(s) after cutoff

Additional Information

. GAO Approval Not Required
1.76 5000-80 Safety Investigations and Mishap Analysis

Disposition Authority Number DAA-NU-2015-0005-0076
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1.77

Afloat, shore, ground and expeditionary warfare safety investigations, mishap
analysis and hazard reports (all severity classifications, including hazard reports).
Original reports (including evidence) and endorsements. Reports required by
OPNAVINST 5102.1 (series) / MCO P5102.1 (series) are maintained by the Naval
Safety Center, Norfolk, VA. Note: Exposure records and entries contained in the
Employee Medical File (EMF), such as occupational injuries or illnesses, progress
reports, lab results, X-ray reports, and X-rays are to be retained according to
appropriate schedule item in chapter 6 of this manual.

Final Disposition Temporary
item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5102/1
Citation

Disposition Instruction

Retention Period Transfer to Naval Safety Center, Norfolk, VA. Naval
Safety Center retains indefinitely.

Additional Information

GAOQ Approval Not Required
5000-81 Safety and Occupational Health - Local Activity Copies
Disposition Authority Number DAA-NU-2015-0005-0077

Records of safety investigations, mishap analysis and hazard reports (all severity
classifications, including hazard reports) of incidents afloat, on shore, ground and
expeditionary warfare including test results or waste analyses, reports of injuries
or occupational disease, work project case files for occupational health, industrial
and environmental control records and related documentation.. Copies held by all
other organizations Note: Exposure records and entries contained in the Employee
Medical File (EMF), such as occupational injuries or illnesses, progress reports,
lab results, X-ray reports, and X-rays are to be retained according to appropriate
schedule item in chapter 6 of this manual.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
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Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered Yes
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5090/2/B

Citation N1-NU-89-4 / 5100/2/B
N1-NU-89-4 / 5100/3/A
N1-NU-89-4 / 5100/3/B/1
N1-NU-89-4 / 5100/4/B
N1-NU-89-4 / 5102/1/A/1
NC1-NU-81-2 / 6200/2/C

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year of date of the final
endorsement.
Retention Period Destroy 7 year(s) after cutoff

Additional Information

GAO Approval Not Required
1.78 5000-82 General Operations - Administration and Management
Disposition Authority Number DAA-NU-2015-0005-0078

Information relating to the daily operations of Navy and Marine Corps
management and administration. Includes policy waivers; intra-Navy agreements;
correspondence transactions; custody receipts; publication inventory reports;
routine statistical reports and data summaries; mail and postal logs; classified

mail receipts and logs; musician proficiency reports; music composition review;
privacy act requests; records holdings inventory; Equal Opportunity Office reports;
standards of conduct; fund-raising campaign files; visit requests; employee
identification and credentials; military dependent identification and credentials; lost
property statements and reports; courier authorization; facility access; publications
source material; time reports; media clippings; media queries; minor officials and
guest speeches and speakers biographies; and space holdings and storage.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?
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Citation

GRS or Superseded Authority

N1-NU-08-5/ 1
N1-NU-08-5/2
N1-NU-08-5/3
N1-NU-08-5/4
N1-NU-89-4 / 5000/2
N1-NU-01-4 /4
N1-NU-01-4/8
N1-NU-01-4/9
N1-NU-89-4 / 5040/2/D
N1-NU-02-01/7
N1-NU-02-01/9
N1-NU-89-4 / 5060/1
N1-NU-89-4 / 5061/1/A
N1-NU-89-4 / 5061/1/B
N1-NU-89-4 / 5061/2
N1-NU-89-4 / 5070/5/A
N1-NU-89-4 / 5070/5/B
N1-NU-89-4 / 5070/5/D
N1-NU-89-4 / 5090/2/A
N1-NU-89-4 / 5090/2/C
N1-NU-89-4 / 5090/2/D
N1-NU-89-4 / 5090/2/E
N1-NU-89-4 / 5100/2/A
N1-NU-89-4 / 5100/4/A
N1-NU-89-4 / 5100/5
N1-NU-89-4 / 5100/6
N1-NU-89-4 / 5100/8

N1-NU-89-4 / 5102/1/B/1

N1-NU-89-4 / 5110/1/B
N1-NU-89-4 / 5110/4
N1-NU-89-4 / 5110/5
N1-NU-89-4 / 5110/6
N1-NU-89-4 / 56110/7
N1-NU-89-4 / 5110/8
N1-NU-89-4 / 5110/9
N1-NU-89-4 / 5110/10
N1-NU-89-4 / 5110/13/A
N1-NU-89-4 / 5119/1
N1-NU-89-4 / 5120/1
N1-NU-89-4 / 5120/2
N1-NU-89-4 / 5120/3
N1-NU-89-4 / 5120/4
N1-NU-89-4 / 5120/7
N1-NU-89-4 / 5140/3
N1-NU-89-4 / 5141/3
N1-NU-89-4 / 5219/2/B
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N1-NU-89-4 / 5219/3/B/1/A
N1-NU-89-4 / 5219/3/B/1/B
N1-NU-89-4 / 5219/3/B/1/C
N1-NU-89-4 / 5219/3/B/1/E
N1-NU-89-4 / 5219/3/B/1/F
N1-NU-89-4 / 5219/3/B/1/G
N1-NU-89-4 / 5219/3/B/1/H
N1-NU-89-4 / 5219/3/B/1/I
N1-NU-89-4 / 5220/1
N1-NU-89-4 / 5231/3
N1-NU-89-4 / 5234/1
N1-NU-89-4 / 5234/2
N1-NU-89-4 / 5235/1
N1-NU-89-4 / 5235/2
N1-NU-89-4 / 5236/1
N1-NU-89-4 / 5236/2
N1-NU-89-4 / 5238/1
N1-NU-89-4 / 5238/2
N1-NU-89-4 / 5305/1
N1-NU-89-4 / 5320/1/C
N1-NU-89-4 / 6321/
N1-NU-89-4 / 5350/1
N1-NU-89-4 / 5353/3/A
N1-NU-89-4 / 5353/4
N1-NU-89-4 / §355/1/B/1
N1-NU-89-4 / 5380/1/A/1
N1-NU-89-4 / 5380/1/A/2
N1-NU-89-4 / 5380/4
N1-NU-89-4 / 5420/2
N1-NU-03-2/8
N1-NU-03-2/9
N1-NU-89-4 / 5500/3/A
N1-NU-89-4 / 5500/3/B
N1-NU-89-4 / 5500/4/A
N1-NU-89-4 / 5500/4/B
N1-NU-89-4 / 5500/5
N1-NU-89-4 / §500/7
N1-NU-03-2/ 11
N1-NU-06-4 / 1
N1-NU-01-3/5
N1-NU-01-3/6
N1-NU-01-3/7
N1-NU-02-5/3
N1-NU-02-5/4
N1-NU-02-5/5
N1-NU-02-5/6
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N1-NU-02-5/ 13
N1-NU-02-5/ 16
N1-NU-01-3/13
N1-NU-89-4 / 5511/4
N1-NU-89-4 / 5512/2/B
N1-NU-89-4 / 5512/4
N1-NU-89-4 / 5512/5/A
N1-NU-89-4 / 5512/6/B
N1-NU-89-4 / 5512/7/B
N1-NU-89-4 / 5512/9
N1-NU-89-4 / 5512/14/A
N1-NU-89-4 / 5512/14/B
N1-NU-01-3/ 14
N1-NU-01-3/16
N1-NU-97-1/1/B
N1-NU-01-3/18
N1-NU-98-2 / 5/A/2
N1-NU-97-2/1/B
N1-NU-03-1/5
N1-NU-06-5/ 2
N1-NU-89-4 / 5530/1/A
N1-NU-89-4 / 5530/2
N1-NU-89-4 / 5530/3/B
N1-NU-03-2 / 12
N1-NU-89-4 / 5531/3
N1-NU-89-4 / 5532/4/A
N1-NU-89-4 / 55632/5
N1-NU-89-4 / 5540/1
N1-NU-89-4 / 5580/2
N1-NU-89-4 / 5580/3
N1-NU-06-6 / 3
N1-NU-98-2 / 5580/8/A/1
N1-NU-98-2 / 5580/8/D/1
N1-NU-98-2 / 5580/8/D/2
N1-NU-98-2 / 5580/8/E
N1-NU-98-2 / 5580/8/F
N1-NU-98-2 / 5580/8/G
N1-NU-98-2 / 5580/8/H
N1-NU-98-2 / 5580/12
N1-NU-89-4 / 5585/4
N1-NU-89-4 / 5585/4
N1-NU-89-4 / 5600/2
N1-NU-89-4 / 5602/1/A
N1-NU-89-4 / 5602/1/B
N1-NU-89-4 / 5603/1
N1-NU-89-4 / 5603/2
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N1-NU-89-4 / 5603/3/A
N1-NU-89-4 / 5603/6/A/1
N1-NU-89-4 / 5603/6/A/2
N1-NU-89-4 / 5603/6/B
N1-NU-89-4 / 5603/6/C
N1-NU-89-4 / 5603/6/D
N1-NU-89-4 / 5603/7
N1-NU-89-4 / 5603/8/A
N1-NU-89-4 / 5605/1
N1-NU-02-3/1/B
N1-NU-02-3/1/C
N1-NU-89-4 / 5720/3
N1-NU-89-4 / 5720/5/A
N1-NU-89-4 / 5720/7
N1-NU-89-4 / 5721/1/B
N1-NU-89-4 / 5726/1
N1-NU-89-4 / 5727/1
N1-NU-89-4 / 5727/2
N1-NU-89-4 / 5740/1
N1-NU-89-4 / 5751/2
N1-NU-89-4 / 5755/1/B
N1-NU-89-4 / 5760/1
DAA-0428-2012-0003-0002
N1-NU-89-4 / 5770/2
N1-NU-89-4 / 5780/4/B
N1-NU-89-4 / 56801/1/B
N1-NU-89-4 / 5801/2
N1-NU-89-4 / 5801/3
N1-NU-89-4 / 5811/1
N1-NU-89-4 / 5812/1
N1-NU-89-4 / 5813/2
N1-NU-89-4 / 5814/1
N1-NU-89-4 / 5815/1
N1-NU-89-4 / 5817/1
N1-NU-89-4 / 5820/1
N1-NU-89-4 / 5821/1
N1-NU-89-4 / 56822/1
N1-NU-89-4 / 5830/2
N1-NU-01-1/5
N1-NU-89-4 / 5880/2
N1-NU-89-4 / 5890/2
N1-NU-89-4 / 5900/1
N1-NU-89-4 / 5900/3
N1-NU-89-4 / 5900/9
N1-NU-89-4 / 5910/1/B/1
N1-NU-89-4 / 5910/1/B/2
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1.79

1.80

Disposition Instruction

Cutoff Instruction Cutoff at end of calendar year.
Retention Period Destroy 3 year(s) after cutoff.

Additional Information

GAO Approval Not Required
5000-83 Information Management Control
Disposition Authority Number DAA-NU-2015-0005-0079

Records incolving licensing data collections obtained from the public, other Federal
agencies, DoD and within the DON ensuring data collections follow Title 44 U.S.C.
and DoD/DON Information Collection Programs. Includes: « registers or databases
used to record and control the numbers and other identifying data assigned to each
control symbol. ¢ official case files consisting of the record copy of each control
symbol sponsored by DON/DON component with related requiring documentation,
superseded control symbol packages and documentation showing scope, purpose,
and background material of the data collection

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered No
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

GRS or Superseded Authority N1-NU-89-4 / 5214/1/A/1
Citation N1-NU-89-4 / 5214/1/A/2
N1-NU-89-4 / 5214/1/B

Disposition Instruction

Cutoff Instruction Cutoff at control symbol cancellation.
Retention Period Destroy 3 year(s) after cutoff

Additional Information

GAO Approval Not Required
5000-84 Working Papers and Reference Information
Disposition Authority Number DAA-NU-2015-0005-0080

Information accumulated in contribution to a final report, presentation, research
paper, product, or other document. Includes information used for reference
purposes only.
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Final Disposition
Htem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

GRS or Superseded Authority
Citation

Disposition Instruction

Retention Period

Additional Information

Temporary
Active

Yes

No

N1-NU-89-4 / 5000/3
N1-NU-89-4 / 5000/5
N1-NU-89-4 / 5000/7
N1-NU-89-4 / 5000/8
N1-NU-89-4 / 5200/2/A
N1-NU-89-4 / 5219/2/A
N1-NU-89-4 / 5400/2

Destroy when 6 months old.

GAO Approval Not Required
1.81 5000-85 Transient Records

Disposition Authority Number DAA-NU-2015-0005-0081

Information related to management and administration that has minimal or no

documentary or evidential value.

Final Disposition Temporary

ltem Status Active

Is this item media neutral? Yes

Do any of the records covered No

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

G.RS- or Superseded Authority N1-NU-89-4 / 5000/4

Citation N1-NU-89-4 / 5000/6
N1-NU-89-4 / 5040/3/E/1
N1-NU-89-4 / 5040/3/E/2
N1-NU-89-4 / 5040/3/F
N1-NU-89-4 / 5040/4
N1-NU-89-4 / 5050/1/B
N1-NU-89-4 / 5050/2
N1-NU-89-4 / 5070/3
N1-NU-89-4 / 5100/7
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N1-NU-89-4 / 5100/12
N1-NU-89-4 / 5102/1/A/2
N1-NU-89-4 / 5102/1/B/2
N1-NU-89-4 / 5110/2
N1-NU-89-4 / 5110/3
N1-NU-89-4 / 5110/11
N1-NU-89-4 / 5110/13/B
N1-NU-89-4 / 5110/13/B
N1-NU-89-4 / 5120/5
N1-NU-89-4 / 5120/6
N1-NU-89-4 / 5120/8
N1-NU-89-4 / 5210/1/B
N1-NU-89-4 / 5219/3/B/1/D
N1-NU-89-4 / 5230/4/B
N1-NU-89-4 / 5230/4/B
N1-NU-89-4 / 5230/4/E
N1-NU-89-4 / 5232/1
N1-NU-89-4 / 5141/5/B
N1-NU-89-4 / 5291/1/C/1/C/1
N1-NU-89-4 / 5291/1/C/1/C/2/A
N1-NU-89-4 / 5291/1/C/1/C/2/B
N1-NU-89-4 / 5291/1/C/1/C/2/C
N1-NU-89-4 / 5291/1/C/1/C/2/D
N1-NU-89-4 / 5291/1/C/1/C/2/E
N1-NU-89-4 / 5291/1/C/1/C/2/F
N1-NU-89-4 / 5291/1/C/1/C/2IG
N1-NU-89-4 / 5291/1/C/1/C/1/A
N1-NU-89-4 / 5291/1/C/1/C/1/B
N1-NU-89-4 / 5291/1/C/1/C/1/C
N1-NU-89-4 / 5291/1/C/1/C/1/D
N1-NU-89-4 / 5291/1/C/1/C/M/E
N1-NU-89-4 / 5291/1/C/1/C/1/F
N1-NU-89-4 / 5291/1/C/1/C/1/G
N1-NU-89-4 / 5291/1/C/1/C/1/H
N1-NU-89-4 / 5291/1/C/1/C/1/J
N1-NU-89-4 / 5291/1/C/1/C/1/K
N1-NU-89-4 / 5291/3/A/4
N1-NU-89-4 / 5291/3/B/3
N1-NU-89-4 / 5291/3/C/2
N1-NU-89-4 / 5291/3/C/3
N1-NU-89-4 / 5291/3/D/2
N1-NU-89-4 /5291/3/D/3
N1-NU-89-4 / 5291/3/D/5
N1-NU-89-4 / 5291/3/DI7
N1-NU-89-4 / 5291/3/D/8
N1-NU-89-4 / 5291/3/E
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DAA-0127-2014-0014-0002
N1-NU-89-4 / 5312/1
N1-NU-89-4 / 5314/1
N1-NU-89-4 / 5380/1/D
N1-NU-89-4 / 5410/1
N1-NU-89-4 / 5442/1/A
N1-NU-89-4 / 5442/1/B
N1-NU-89-4 / 5450/2
N1-NU-89-4 / 5450/3
N1-NU-01-3/8
N1-NU-02-5/7
N1-NU-02-5/12
N1-NU-89-4 / 5512/1/A
N1-NU-89-4 / 5512/1/B
N1-NU-89-4 / 5512/2/A
N1-NU-89-4 / 55612/3
N1-NU-89-4 / 5512/8/A
N1-NU-89-4 / 5512/12
N1-NU-89-4 / 5512/13
N1-NU-98-2 / 5512/17/B/1
N1-NU-98-2 / 5527/3/A/1/B
N1-NU-89-4 / 5530/1/B
N1-NU-89-4 / 5531/1/B
N1-NU-89-4 / 5532/1
N1-NU-89-4 / 5532/3
N1-NU-89-4 / 5532/4/B/1
N1-NU-89-4 / 55632/4/B/2
N1-NU-89-4 / 5532/2
N1-NU-89-4 / 5532/6
N1-NU-89-4 / 5560/3
N1-NU-89-4 / 5560/3
N1-NU-98-2 / 56580/4/D/3
N1-NU-06-6 / 4
N1-NU-98-2 / 5580/7/C
N1-NU-98-2 / 5580/7/D
N1-NU-98-2 / 5580/8/B
N1-NU-89-4 / 5600/5
N1-NU-89-4 / 5602/3
N1-NU-89-4 / 5603/3/B
N1-NU-89-4 / 5603/4
N1-NU-89-4 / 5603/5/A
N1-NU-89-4 / 5603/5/B
N1-NU-89-4 / 5605/2
N1-NU-89-4 / 5720/6
N1-NU-89-4 / 5720/8
N1-NU-89-4 / 5724/1/B/1
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1.82

Disposition Instruction

Retention Period

Additional Information
GAO Approval

N1-NU-89-4 / 5727/3
N1-NU-89-4 / 5752/1
N1-NU-89-4 / 5755/1/A
N1-NU-89-4 / 5755/1/C
N1-NU-89-4 / 5770/3
N1-NU-89-4 / 5900/2
N1-NU-89-4 / 5900/5/B
N1-NU-89-4 / 5930/2
N1-NU-89-4 / 5861/2
N1-NU-89-4 / 5862/1
N1-NU-89-4 / 5870/2

Destroy when 6 months old.

Not Required

5000-86 Subordinate Command Plans and Policies

Disposition Authority Number

DAA-NU-2015-0005-0082

Implementing directives and instructions issued or maintained by subordinate
commands. Includes local activity copies of delegation/succession of authority.

Final Disposition
ltem Status

Is this item media neutrail?

Do any of the records covered

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

GRS or Superseded Authority

Citation

Temporary
Active

Yes

No

N1-NU-01-4/3
N1-NU-89-4 / 5100/11
N1-NU-89-4 / 5215/1/C
N1-NU-89-4 / 5216
N1-NU-89-4 / 5217
N1-NU-89-4 / 5231/1
N1-NU-89-4 / 5231/2
N1-NU-89-4 / 5237/1
N1-NU-89-4 / 5240/1/C
N1-NU-01-3/4
N1-NU-01-3 / 17
N1-NU-89-4 / 5514/1
N1-NU-98-2 / 5580/10/A

N1-NU-89-4 / 5402/1/B/2/A
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1.83

1.84

Disposition Instruction

Retention Period

Additional Information
GAQ Approval

Destroy when superseded or canceled

Not Required

5000-87 Indexes and Finding Aids

Disposition Authority Number

DAA-NU-2015-0005-0083

Information used to locate other records, such as catalogs, indexes and finding

aids.

Final Disposition

ltem Status

Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

GRS or Superseded Authority
Citation

Disposition Instruction

Retention Period

Additional Information
GAOQ Approval

5000-88 Duty Delegation
Disposition Authority Number

Temporary
Active

Yes

No

N1-NU-89-4 / 5061/4
N1-NU-89-4 / 5070/1
N1-NU-89-4 / 5070/2
N1-NU-89-4 / 5605/4
N1-NU-89-4 / §720/2/C/1

Destroy or delete when superseded or obsolete.

Not Required

DAA-NU-2015-0005-0084

Information related to the designation of a person to serve in a specific capacity.

Final Disposition
ltem Status
Is this item media neutral?

Do any of the records covered
by this item cumrently exist in
electronic format(s) other than e-
mail and word processing?

Temporary
Active

Yes

No
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1.85

1.86

GRS or Superseded Authority N1-NU-01-4/5
Citation

Disposition Instruction

Retention Period Destroy on expiration, revocation, or supersession of
designation.

Additional Information

GAO Approval Not Required

5000-90 Physical/Information Security Controls
Disposition Authority Number DAA-NU-2015-0005-0085

Information relating fo physical security controls. Includes restricted area
designation; baggage tags; courier authorization cards; and record access files.

Final Disposition Temporary
item Status Active
Is this item media neutral? Yes

Do any of the records covered No

by this item currently exist in

electronic format(s) other than e-

mail and word processing?

GRS or Superseded Authority N1-NU-03-2/ 10

Citation N1-NU-89-4 / 5512/5/B
N1-NU-894 / 5512/8/B
N1-NU-89-4 / 5512/10
N1-NU-89-4 / 5512/11
N1-NU-98-2 / 5512/17/A/2/B/1
N1-NU-98-2 / 5512/17/C
N1-NU-01-3/ 15
N1-NU-01-3/19

Disposition Instruction

Retention Period Destroy when superseded or obsolete.

Additional Information

GAO Approval Not Required
5000-91 Personnel Clearances
Disposition Authority Number DAA-NU-2015-0005-0086

Case files relating to the investigation and adjudication of personnel security
clearances.

Final Disposition Temporary

Electronic Records Archives Page 90 of 97 PDF Created on: 12/04/2018



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-NU-2015-0005

ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

GRS or Superseded Authority
Citation

Disposition Instruction

Retention Period

Additional Information

Active
Yes
No

N1-NU-97-1/1/A
N1-NU-89-4 / 5521/2/A
N1-NU-89-4 / 5521/2/B
N1-NU-03-1/3

Destroy upon transfer or separation of employee.

GAQ Approval Not Required

1.87 5000-92 Civil Disturbance - Open Source Listing
Disposition Authority Number DAA-NU-2015-0005-0087
Listings of those who have official responsibilities related to control of disturbances
which are obtained prior to commitment of Federal troops and routinely maintained
for planning purposes.
Final Disposition Temporary
item Status Active
Is this item media neutral? Yes
Do any of the records covered No
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
G.RS_ or Superseded Authority N1-NU-98-2 / 5580/7/A
Citation N1-NU-98-2 / 5580/7/B
Disposition Instruction
Retention Period Destroy or delete when superseded or obsolete.
Additional Information
GAO Approval Not Required

1.88 5000-93 Missing, Lost, Stolen or Recovered Government Property (MSLR)
Disposition Authority Number DAA-NU-2015-0005-0088
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1.89

An operational system, which provides the CNO and Naval Criminal Investigative
Service (NCIS) with information concerning firearms, explosives, ammunition, and
property which has been reported missing, lost, stolen, or recovered in the Navy.

Final Disposition Temporary
ltem Status Active

Is this item media neutral? Yes

Do any of the records covered No

by this item currently exist in
electronic format(s) other than e-
mail and word processing?

GRS or Superseded Authority N1-NU-89-4 / 5500/8

Citation

Disposition Instruction

Retention Period Retain updated master file until no longer required
then destroy.

Additional information

GAO Approval Not Required

5000-94 Navy and Marine Corps Art, Artifact, and Historical Aircraft Collection
Management

Disposition Authority Number DAA-NU-2015-0005-0089

Information documenting the accession, management, loan, and disposition of art,
artifacts, and aircraft in Navy and Marine Corps historical collections.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5754/1
Citation

Disposition Instruction

Transfer to Inactive Storage Retain at NHHC, Marine Corps Art or other DON
Museums.
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Retention Period Destroy when no longer required for business use.

Additional Information

GAO Approval Not Required

1.90 5000-95 Military Music Compositions

Disposition Authority Number DAA-NU-2015-0005-0090

Information relating to the arrangement of music for official use. Included are
scores, licensing agreements, correspondence, and related documents.

Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-NU-89-4 / 5141/2
Citation

Disposition Instruction

Retention Period Destroy when no longer required for band's mission.

Additional Information

GAQ Approval Not Required

1.91 5000-96 Correspondence and Approvals - Non-DoD Hosted Conferences
Disposition Authority Number DAA-NU-2015-0005-0091

Records consisting of requests, correspondence, final approval authorizations and
memos for attendance to a non-DoD hosted conference.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?
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Disposition Instruction
Cutoff Instruction Cutoff at the end of the calendar year.

Retention Period Destroy 5 year(s) after cutoff

Additional Information
GAO Approval Not Required
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Agency Certification

periods specified.

| hereby ce}tify that | am authorized to act for this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal in this schedule are not now needed for the business of the agency or will not be needed after the retention

Signatory Information

Date Action By Title Organization
03/21/2017 | Certify Maurice King Supervisory Manage | Assistant for
ment Analyst Administration -
Directives and Records
Management Division
06/08/2017 |Return for Revisio |Steven Rhodes |Senior Appraisal Arc |National Archives and
n hivist Records Administration
- Records Management
Services
10/17/2017 |Return for Revisio |Steven Rhodes |Senior Appraisal Arc | National Archives and
n hivist Records Administration
- Records Management
Services
10/18/2017 |Return for Revisio |Steven Rhodes |Senior Appraisal Arc |National Archives and
n hivist Records Administration
- Records Management
Services
10/18/2017 | Submit For Certific | Kristen Meehan |Records Manageme (DON/SECNAYV - DON/
' ation nt Analyst AA DRMD
10/23/2017 | Certify Maurice King Supervisory Manage | Assistant for
ment Analyst Administration -
Directives and Records
Management Division
04/11/2018 | Submit for Concur |Steven Rhodes |Senior Appraisal Arc | National Archives and
rence hivist Records Administration
- Records Management
Services
04/17/2018 |Concur Margaret Director of Records |National Records
Hawkins Management Servic |Management Program
es - ACNR Records
Management Services
04/17/2018 | Concur Margaret Director of Records |National Records
: Hawkins Management Servic | Management Program
es - ACNR Records
Management Services
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04/18/2018 |Approve David Ferriero | Archivist of the Unite | Office of the Archivist -
d States Office of the Archivist
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SSIC/No.

Series Title

Description of Records

Cutoff

Dispaosition

Ret.

DAU

Notes

5750.5a(2)

HISTORICAL MATTERS RECORDS

S. Oral History Records.
a. Marine Corps Fleld Interviews. interviews of Marine Corps amve duty personnel or civillans In a duty
status conducted at Marine Corps field s by | or by Marine Corps historians.

| Interviews concern current operations, important events or policles. Records are maintained by the

Director of Marine Corps History and Museums.
{2) Transcripts.

PERMANENT. Transfer to NARA when
30 years old.

Permane
nt

N1-127-89-1/1/B

5750.5a(3)

HISTORICAL MATTERS RECORDS

5. Oral History Records.

a. Marine Corps Fleld Interviews. Interviews of Marine Corps at:!lve duty perscnnel or clvillans in a duty
status conducted at Marine Corps field Is by | or by Marine Corps historians.
interviews concern current operations, important events or policies. Records are maintained by the
Director of Marine Corps History and Museums.

(3) Documentation Sheets. Sheets that each fleld officer Is required to provide with each interview.
Sheets contain the name, date, place of interview, and a brief synopsis

PERMANENT. Transfer to NARA when
30yearsold.

Permane
nt

N1-127-89-1/ 1/C

5750.5a(4)

HISTORICAL MATTERS RECORDS

5. Oral History Records.

a, Marine Corps Fleld Interviews. Interviews of Marine Corps active duty personnel or civilians in a duty
status conducted at Marine Corps fleld ds by d | or by Marine Corps historians.
Interviews concern current operations, Important events or policies. Records are maintained by the
Director of Marine Corps History and Museums,

(4) Indexes to Fleld Interviews. Card Index and/or listings of field Interviews which have been published in
Marine Corps Bulletins,

PERMANENT. Transfer to NARA when
tapes are transferred.

Permane
nt

N1-127-89-1 /1/E

5750.5b(1)

HISTORICAL MATTERS RECORDS

5. Oral History RecSrds. 4
b. Navy Oral History Program, lmervlews of Navy officers and enlisted personnel involved in combat
actlons or In key op pp g during periods of armed conflict. Included also are

of former of war. are d d by Naval Center
and fleld historians as part of the Navy's Oral History Program.
(1) Sound Tapes.

PERMANENT. Transfer instructions to
be determined at a later date.

|Permane
nt

N1-NU-89-4/
5750/5/B/1

5750.5b(2)

HISTORICAL MATTERS RECORDS

5. Oral History Records.,

b. Navy Oral History Program. lntervlews of Navy officers and enlisted personne! involved in combat
actions or In key op ] supporting during periods of armed conflict. Included also are
interviews of former prisoners of war. Interviews are cond d by Naval ical Center |
and fleld historians as part of the Navy's Oral History Program.

{2) Transcripts.

PERMANENT. Transferto NARA when
50 years old.

Permane
nt

N1-NU-89-4/
5750/5/B/2

5750.5b(3)

HISTORICAL MATTERS RECORDS

S. Oral History Records.

b. Navy Oral History Program. Interviews of Navy officers and enlisted personnel Invoived In combat
actions or In key op 1 supp g during perlods of armed conflict. Included also are
d d by Naval Historical Center personnel

of former prt of war. are

and fleld historlans as part of the Navy's Oral History Program.
{3) Indexes to Oral Histories.

PERMANENT. Transfer to NARA with
transcripts.

Permane
nt

N1-NU-89-4/
5750/5/8/3

5750.5¢

HISTORICAL MATTERS RECORDS

¢. Marine Corps Lectures. Sound tapes of lectures given by senlor military commanders and high ranking
clvilian officlals to students and faculty of the Marine Corps Command and Staff College, Quantico,
Topics include strategy, Marine Corps op analysls by ders, policy, and p!. These
records ara maintained by the Marine Corps Historical Center and are generally not transcribed,

PERMANENT. Transfer instructions to
be determined at a later date.

|Permane
nt

N1-NU-89-4/
5750/5/C

5753.1

ARCHIVES RECORDS

1. Naval Center, O | Archives Holding Records. Records documenting the acqulsition
or transfer of Navy records maintained by the Naval Historical Center. Files Include transfer documents,
accessloning lists, certificates of origin, finding aids, indexes, and descriptions of the collection.

PERMANENT. Transfer to NARA when
records are transferred.

|Permane
nt

N1-NU-89-4/
5753/1




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
5000-7 Records of Unusual Importance or [Records not designated permanent elsewhere in this manual determined to be of PERMANENT: Cutoff at end of |x
Exceptional Historical Interest: unusual importance or have exceptional historical significance. Records depicting calendar year. Transfer to the
important unique situations of continuing interest or important policy transactions National Archives 25 years
or decisions, unusual noteworthy events, or summarize the organizational and after cutoff.
functional history of the activity.
Note: Notify DON/AA DRMD if records are determined by the commander or
commanding officer to be of historical importance. DRMD will coordinate with
; NHHC and NARA to determine whether the records warrant permanent
X preservation under this retention schedule.
2. Records Not Desi| d f Elsewh In This Manual, which the ¢ der or ¢ d
Officer Determines to be of Unusual Importance or to Have Exceptlonal Historical Significance or Interest. PERMANENT. Retire to nearest FRC Permane |N1-NU-89-4 /
5750.2 HISTORICAL MATTERS RECORDS |Records deplcting Important unique situations of continuing Interest or important policy transactions or when 3 years old. Transfer to NARA at 575072
] unusual thy events, or the | and functiona! history of the when 20 years old,
activity.
5000-8 | Directives Case Files: Official case files of the offices of SECNAV, CNO, and CMC containing signed PERMANENT: Cutoff when lrx
! directive and supporting material. canceled. Transfer to the j
National Archives 25 years I
z 4 4 4 after cutoff - 4
RECORDS DISPOSITION PROGRAM {INCLUDES 1. Office of the SECNAV Files. One copy of each DON Instruction or other documents, whld1 Issue DON PERMANENT. Transfer to NARA when [Permane [N1-NU-89-4/
52121 TRANSFER, RETIREMENT, STORAGE AND licy and procedures for disposition of records with DON, h supportin| 20 years old. nt 5212/1
DESTRUCTION) RECORDS policyandp P with supporting d years old.
1. Directives Files.
a. Official Case Files of the Offices of SECNAV, CNO, CMC, USCINCPAC AND USACOM. Files contaln the
ISSUANCE SYSTEMS (INCLUDE DIRECTIVES) official green copy (or other designated official copy) of the baslc directive {containing dearance initials PERMANENT. Retire to WNRC when Permane |N1-NU-89-4/
5215.1a ) n cancelled or Inactive, Transfer to NARA
RECORDS or names) and the original or copy the actual sigy or other The official In Svear blacks when 20 vears old 5215/1/A
green copy and/or signature copy {or other designated officlal copy) of any change, cancellation, cross- ve ye )
fi sheet or revision of the basic directives.
1. Publications and P fi Files. and dards issued by CNO.
. . o " PERMANENT. Transfer to FRC when 4
5311.1a REQUIREMENTS RECORDS These are n andinclude and vearsold, Retireto NARAwhen20 || orane [NI-NU-89-4/
materials. " nt 5311/1/A
a. Issulng Office Master Copy. One copy of each issued by CNO. years olc.
5. Foreign Disclosure Records
e. of Di h Records. These Include General Delegallons, Delegations of
:::closure Letlers (DDLs) lssued n support of International \Gr and DDLs PERMANENT. Dispose with the record permane
S5105e(1)(a) |INFORMATION SECURITY RECORDS (1) General Delegatlons The:e deleg:tlons are issued either by enclosure (2) nf SECNAVINST 5510.34, copy of SECNAVINST, change o revision nt NI-NU-025/9
dreal ' {see 5215.1a)
message, or other formal update to the General is to major
DON commanders such as CNO, CMC, SYSCOM Commanders, Fleet CINC's etc.
{a) SECNAVINST 5510.34 and changes, updates.
50009 | Publicatlons: Publications issued by the Department of Defense {(DOD) or naval activity or office, PERMANENT: Cutoff when X
i and publications issued by other government agencies or non-government superseded or obsolete,
organizations. They include instructional and informational manuals, catalogs, and Transfer to the National
other similar published materials. Archives 25 years after cutoff.
3. Publl and F efl Files. Puk issued by the Department of Defense
{DOD) or naval activity or office, and publications issued by other government agencles or non- PERMANENT. Forward to FRC when Permane |N1-NU-89-4/
5219.3a PUBLISHING MANAGEMENT RECORDS government organizations, They Indude | and infi logs, and other {superseded or obsolete. Offer to NARA
N nt 5219/3/A
similar published materials. 'when 20 years old.
a. Issulng Office Master Copy. One copy of each issued by the naval! activity.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
5000-10 International Agreements: Agreements, as defined in DoDD 5530.3, between DON and Foreign countries or PERMANENT: Cutoff at end of X
international organizations in pursuit of various programs, kept at DON calendar year. Transfer to the }
headquarters, Navy IPO, and systems commands headquarters. For many MOUs, National Archives 25 years
0SD negotiates and retains the “master” Agreement; Navy negotiates and retains after cutoff.
annexes to the Agreements/Arrangements. Programs Include: {a) Operational
Information Exchange Agreement({OIEA); (b) The Technical Cooperation Program
{TTCP); (c) Foreign Cooperative Testing (FCT); (d) Technical Research Development
I Project/Project Agreements (TRDP/PA); (e) Section 65 Loans; and (f) Etc.
1 \g! Records. da of Und. ding {(MOUs) or da of
Ag| {MOAs) DON and Forelgn jes ori | in pursuit of
various programs, kept at DON headquarters, Navy IPO, and systems commands headquarters. For many| PERMANENT. Retire case file to WNRC
MOUs, OSD negotiates and retains the “master” Ag! ; Navy and retains tothe 7 years after signature by both parties, Permane
5§710.1a INTERNATIONAL AGREEMENTS RECORDS. A\g! / Include: (a) C I Inf h Agr {OIEA); or when records become Inactive, N1-NU-02-3/ 1/A
(b) The Technical Cooperation Program (TTCP); c) Foreign Cooperative Testing (FCT); {d) Technical whichever is later. Transfer to NARA
Research Project/Project Agr (TRDP/PA); (e) Section 65 Loans; (f) Etc. (Note: this when 20 years old.
disposition includes former 4910.4b and 4920,6a)
° a, Case files for all Navy MOUSs EXCEPT those listed in 5710.1b below.
5000-11 fegislative Affairs: fnformation relating to all phases of congressional and legislative lizison matters. PERMANENT: Cutoff at end of |x 7
Includes plans, policies, procedures, accomplishments, essential transactions, calendar year. Transfer to the
drafts of proposed legislation and Executive Orders with supporting papers and National Archives 25 years
comments reflecting the DON position, and information documenting program after cutoff.
responsibilities in regard to congressional investigations and inquiries.
1. Primary Program Records. Files and other records of the Office of Legislative Affairs and other PERMANENT. Retire to WNRC when 4
5730.1 CONGRESSIONAL AND LEGISLATIVE LIAISON | departmental offices having primary program responsibilities for all phases of congressional and years old or files become Inactive, Permane |N1-NU-89-4/
: RECORDS liaison matters. These are records that document plans, policles, programs, procedures, hich is later. Transferto NARA [nt 5730/1
and ] when 20 years old.
1, Primary Program Records.
LEGISLATION AND CONGRESSIONAL ACTION  |a. Office of Legislative Affalrs (OLA). Files that document plans, policles, programs, procedures, and PERMANENT. Retire to WNRC when 4 Permane |N1-NU-89-4 /
5860.1a o o N L years old. Transfer to NARA when 20
RECORDS relating to primary prog) ittes for cong) and offairs. ars old. nt 5860/1/A
{Exdlude records covered In SSIC 5860.2 and SSiC 5730. years olc.
1. Primary Program Records.
LEGISLATION AND CONGRESSIONALACTION |b. CNO, CMC, and Chief of Other Offices. Files that document essentlal of Important policy transactions PERMANENT. Retlre to WNRCwhen |, e vy nu-89-4/
5860.1b N N ) files become [nactive. Transfer to NARA
RECORDS relating to prop and I't and other congi nt 5860/1/8
when 20 years old.
1, Leglslative Proposal Files, Drafts of proposed legisl. and Orders her with
o PERMANENT, Transfer to WNRC when
58611 LEGISLATIVE PROPOSALS RECORDS supporting papers and comments reflecting the DON position on prop or files become Inactive. OffertoNARa | ormane [N1-NU-89-4/
already Introduced In the Congress. Include related card Index records. These are accumulated at the when 20 years old nt 5861/1
departmenta level, principally by OLA. ¥es B
N PERMANENT. Transfer to WNRC when
5863.1 CONGRESSIONAL INVESTIGATIONS RECORDS 1. General.Corrupondence files and Otl:er Records of OLA. Its progr 4 years old, Offer to NARA when 20 Permane |N1-NU-89-4/
responsibilities In regard to congl and nt 5863/1
years old.
1. DEPARTMENT OF THE NAVY SURVIVOR BENEFITS POLICY RECORDS. These records include precedent
setting legal opinions by the Judge Advocate General {JAG), Office of General Counsel, and Comptroller
N Permanent. Transfer to WNRC when 3
17721 SURVIVORS' BENEFITS RECORDS that the of benefits based on paternity of the Navy member. These records vears old. Transfer toNARAWhen 25 |p N1-NU-86-1/
concern entitlement of family members who may or may not be absolved of any felonlous Intent In ars old 1772/1
with a Navy member's death, i.e., death gratulty, unpald pay and allowances, and/or legal Ve N
ded to ble beneficiary d
2. LEGISLATION AND CONGRESSIONAL ACTION RECORDS. Files of the CNO that document essential or Permanent. Transfer to WNRC when file| NI-NU-86-1/
1780.2 EDUCATIONAL BENEFITS RECORDS Important policy relating to proposals and I'{ becomes Inactive. Offer to NARA when |p 17802

20 years old,

and other congr | matters.




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
3. LEGISLATIVE PROPOSALS.
. . Permanent. Transfer to WNRC when file ¥
1780.3a EDUCATIONAL BENEFITS RECORDS . Legislative Propasal Files. Drafts of prop and Executive Orders with supporting becomes inactive. Transferto NARA  |p N1-NU-B6-1/
papers and comments reflecting the Department of the Navy position on proposed legislation or 1780/3/A
lamicl. . when 20 years old.
already introduced in Congress.
o N . . Permanent. Transfer to WNRC when 4
17805 EDUCATIONAL BENEFITS RECORDS . LEGAL OPINION RECORDS. Legal ndd or opinians on e b’"’": :';::":’ relating o laws, vears old or when file becomes Inactive. |p :‘718';/”:“/
- Transfer to NARA when 20 years old.
5000-12 Original Research Data: Original research data that has continuing value. PERMANENT: Transfer to x
NARA when no longer needed
for reference or information in
connection with the center's
mission. Marine Corps
activities transfer to CMC (HD)
who will offer to NARA when
no longer needed for reference
PERMANENT. Transfer to NARA when
no longer needed for reference or
. {informatlon In connection with the
s7511 RESEARCH RECORDS . i, I::cord Coples of Studies and Cnrresp:':ndenoe. Files contain original research data th:t has continulng| cepter's mission, Marlne Corps ::rmane/ :71::;11-39-4/
. activitles transfer to CMC (HD) who will
offer to NARA when no longer needed
for reference
5000-13 Inspector General Investigations - |Final investigative reports and working papers of the Inspector General; PERMANENT: Cutoff at case  |x
Final Reports: investigations resulting from Congressional inquiries; and investigative reports closure. Transfer to the
resulting from Complaints of Wrong submitted under article 138, UCMJ. National Archives 50 years
after cutaff
1. Files consist of final investigative reports and working papers. Files may contain audlo and/or PERMANENT, Transfer 10 years after
videacassetts tapes. investigation is closed. Naval Historical
INSPECTOR GENERAL INVESTIGATIONS/ a. Investigations of historical significance (those that attract great public, congressional, or judidal & - Permane
5041.1a(1) N Center transfer to NARA 50 years after N1-NU-02-01/1
INSPECTIONS attention, cause substantive changes In agency policles or pracedures or invoive as subjects of the N nt
) NN A N case closing and after declassification
political serving in the DON, and Vice In review
{1) Record copy of final reports with working papers offered to/accepted by the Naval Historical Center:
5000-14 Inspector General Investigations - |Other investigative reports and working papers of the Inspector General. PERMANENT: Cutoff at case  |x
Other Reports: closure. Transfer to the
National Archives 25 years
after cutaff.
3. Survey and Inspection Reports Fles.
504030 NAVALCOMMAND INSPECTION PROGRAM | a. Inspector General's Report Files. Inspector General's offlclal [departmental) file of reports of on-she PE::::’E':I;::::‘:';R:; ':; : Permane |N1-NU-89-4/
- RECORDS surveys, and inspections induding Industrial supply, and other surveys made by or under the direction of ye"s o d. 3 5040/3/A
the Inspector General of Navy. Include master Implementation files and other supporting documents. Ve N
1. Files consist of final Investigative reports and working papers. Flles may contain audio and/or PERMANENT. Transfer to WNRC 10
Videacassette tapes. ars after investigation Is closed.
INSPECTOR GENERAL INVESTIGATIONS/ a, Investigations of historical significance (those that attract great public, congressional, or judicial ve ’ Permane
5041.1a(2) Iy . Transfer to NARA 25 years after case N1-NU-02-01/2
INSPECTIONS cause in agency policles or procedures or involve as subjects of the closing and after declassification nt
political serving in the DON, Admirals, and Vice Admirals in d. &

(2) Record copy of final reports not transferred to the Naval Historical Center:

review.




Notes

SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU
2. Tasked d d by other DON activitles at NAVINGEN direction.
N > PERMANENT. Transfer 10 years after
INSPECTOR GENERAL INVESTIGATIONS/ Investigating activities forward record copy to NAVINSGEN during course of Investigation. Record copy closing. Naval Historical Center transfer | Permane
5041.2a(1) includes the final Interim reports, endorsements and other correspondence, N1-NU-02-01/4
INSPECTIONS to NARA 50 years after case closing and nt
a. Investigation of historical significance. (Note: Historical significance Is defined above.) after declassification review
(1) Record copy of flnal reports with working papers offered to/accepted by the Naval Historical Center. "
2. Tasked i Jucted by other DON activities at NAVINGEN direction.
PERMANENT. Transfer to WNRC 10
INSPECTOR GENERAL INVESTIGATIONS/ Investigating activities forward r:nnrd. copy to NAVINSGEN during mune of investigation. Record copy vears after investigation s closed. Permane
5041.2a(2) includes the final Interim reports, and other N1-NU-02-01/5
INSPECTIONS Transfer to NARA 25 years aftercase  |nt
a. Investigation of historical significance. {Note: Historical significance s deflned above.) dosing and after dedassHfication review
{2) Record copy of final reports not transfetred to the Naval Historical Center: B
3. Cong | Inquirles. 1G fi ly gt 8 | gly
50413 INSPECTOR GENERAL INVESTIGATIONS/ such case files contain di to and from the d congr i office. Such cases will Refer to paragraphs 1 or 2 for Permane N1-NU-02-01
y INSPECTIONS be maintained with phs 1and 2 above, e g, If itis a tasked Investigation, It falls under disposition. nt
paragraph 2. Congressional interest alone does not change the status of the case.
1. Complaints of Wrong Submitted Under Article 138, UCMJ: Redress of Wrong Committed by a Superior
N PERMANENT. Retire to WNRC when 3
5819.1 MILITARY GRIEVANCE PROCEDURE RECORDS Submitted Under Article 1150, U.S, Navy Regulations, 1990. Files consist of original of the complaint or vears old. Transfer to NARA when 20 Permane |N1-NU-89-4/
report, the investigation into the complaint or repor, the actlon of the genernl court-martial authority, ars old nt 5819/1
. and actlon of SECNAV atcumulated at OJAG. . Ve ‘
5000-15 Clearance Adjudication {significant |Case files relating to significant adverse action reports or personnel security PERMANENT: Cutoff at end of |x
Incidents): dearance adjudicative decisions that are precedent-setting or have widespread calendar year. Transfer to the
public or Congressional interest. National Archlves 25 years
after cutaff
PERMANENT. Transfer to NARA after
25 years. (a) Paper records that have
been converted to microform: 1 Paper
copy: Destroy upon verification that
record copy Information has been fully
and accurately converted to microform.
' 2 NCIS wil I
2. Significant Incldents or Adverse Actions. Files containing significant adverse action reports or relating 2 Microform copy: NCIS will convert file
to archival medium acceptable at the
to personnel secumy clearance adjudlutlve decislons of a significant nr potentially disqualifying nature time of transfer, () Paper copy and
5529.2b CLEARANCE ADJUDICATIONS RECORDS and fve and access d and such as polygraph |microform records thathavebeen | orane [NLNU-97-2/
results. Also Is from Defense Hearings and Appeals {DOHA) nt 5529/2/b
procedings converted to electronic/optical images:
b. Files from {a) above that are precedent setting or have pread public or Congr Interest. 1 Paper copy and microform Images:

Destroy upon verification that the
record copy Information has been fully
and accurately converted to
electronic/optical Images, 2
Electronic/optical images: NCIS will
convert flle to archival medium
acceptable at the time of transfer.




SSIC/No. | Series Title Description of Records Cutoff Disposition Ret. DAU ~Notes
5000-16 {NCIS Criminal Investigative Case Investigative reports of alleged violations of laws, regulations, and directives in PERMANENT: Cutoff at case ;x
Files (perm): which NCIS has jurisdiction and responsibility determined to be of historical value closure. Transfer to the |

based on widespread public interest, notoriety of the individual(s) and or the
seriousness of the alleged offenses. This includes requests for and results of
polygraph and forensic laboratory examinations, technical investigative techniques
such as oral, wire and electronic intercepts, copies of evidence custody documents
and other related material. Also included are criminal investigations completed by
USMC CID and Grand Jury material.

National Archives 50 years
after cutoff.

4, NCIS Criminal Investigative Records. Files relating to law enforcement information and criminal
Investigative cases.

a. Criminal Reports. reports of matters of alleged violations of laws,
regulations, and directives in which NCIS has and bility. This includ q for
and results of polygraph and forensic lab Y i hnlcal such as
oral, wire and el 1 pts, copies of evid custody d and other related materfal.
Also included are criminal d by USMC CID and Grand Jury materfal. {Privacy Act: hives 50 years after closure. nt
N05520-4))

{2). Files (except Grand Jury materlal that [s to be destroy at the time of transfer} from a(1){a) or a{1)(b)
|determine to be historical value bases on widespread public Interest, notorlety of the individual(s) and or
the seriousness of the alleged offenses.

(a) Paper copy.

PERMANENT. Transfer to National |Permane |N1-NU-98-2/
5580/4/A/2/A

5580.4a(2)(a) |LAW ENFORCEMENT RECORDS

. 7/ 4 < 4
PERMANENT. NCIS will convert

4. NCIS Criminal Investigative Records. Files relating to law enforcement Information and criminal
microform images to a medium (paper,

investigative cases. magnetic tape, 3480 class tape
a, Criminal igative Reports. reports of matters of alleged violations of laws, 8n 4 P
. - cartridge or any other medium} and a
regulations, and directives in which NCIS has ji and This Includes req for
b b nieal i format that meet the standards
and results of polygraph and forensic Y suchas

specified in subchapter B 36 CFR
Chapter Xl before the transfer of the  |Permane |N1-NU-98-2 /

s to the | Archives’ legal |nt 5580/4/A/2/8/2
custody, which will take place 50 years
after case closure. Prior to the transfer

oral, wire and electronic
Also Included are criminal
N05520-4))
{2). Files (except Grand Jury materfal that Is to be destroy at the time of transfer) from a(1){a) or a{1)(b)
{determine to be historical value bases on widespread public interest, notoriety of the individual{s) and or National Archives and NCIS
the seriousness of the alleged offenses.
|representatives will determine the

{b) Paper copy records that have been converted to microform: "

a and format In which records
2. Microform copy:

will be transferred.

pts, copies of evid custody d and other related material,
d by USMC CID and Grand Jury material. (Privacy Act:

5580.4a(2){b)2 |LAW ENFORCEMENT RECORDS

4. NCIS Criminal Investigative Records. Flles relating to law enforcement information and criminal PERMANENT. Transfer to the Natlonal

Investigative cases. Archlves 50 years after case closure, At
a. Criminal Reports. reports of matters of alleged violatlons of laws, the time of transfer, NARA and NCIS will
regulations, and directives in which NCIS has and bility. This Includ q for determine medium and format in which

and results of h and forensic lab Y such as
oral, wire and electronic Intercepts, coples of evidence custody documents and other related material.
Also Included are criminal | d by USMC CID and Grand Jury material. (Privacy Act:
N05520-4))

records will be transferred as well as
thelr arrangement, Every effort will be
made to transfer records electronic
records contained in 36 CFR 1228.270

Permane |N1-NU-98-2/

5580.4a(2){c)2 |LAW ENFORCEMENT RECORDS t 5580/4/A/2/C/2

(2). Files (except Grand Jury materlal that Is to be destroy at the time of transfer) from a{1){a) or a{1){b}
determine to be historical value bases on widespread public interest, notoriety of the individual(s) and or
the serlousness of the alleged offenses. :

{c) Paper copy and microform records that have been converted to electronic/optical images.

2. Electronic/optical Image copy:

or standards applicable at that time, f
transfer in an electronic medium is not
feasible, prior to transfer, with NARA
concurrence, records will be converted
to paper or to microform.




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
4. NCIS Criminal Investigative Records. Files refating to law enforcement information and criminal
Investigative cases,
b. Topical files {Titled under Name of Ship, Installation, or Subject Code). Files contain Investigations of
the type mentioned in SSIC 5580.4a when a logical suspect Is not developed except death and criminal
sex cases, which will be filed under SSIC 5580.4a(1)(b). if logical suspect is developed within 5 years of
the close date for any of these investigations, the Investigative reports are pulled from the toplcal file and PERMANENT. Transfer to the Nationa! |Permane |N1-NU-98-2/
5580.4b(2)(a) |LAW ENFORCEMENT RECORDS retained with the pertinent name dossler. After 5 years, the remaining topical file material is of no Archives 5 years after case closure. nt 5580/4/B/2/A
k ive value for orother h; and or in other-agency originated
|documents. {Privacy Act: NO5520-4)
{2} Flles from 4b(1){a) and (b) determined 1o be of historical value based on widespread public interest,
Inotoriety of the Incident or the serlousness of the allegation.
{a) Paper copy:
4. NCIS Criminal Investigative Records. Files relating to law enforcement information and crimtnal PERMANEN.T' NCIS wil convert
microform images to medium (paper,
[nvestigative cases.
b. Topical files (Titled under Name of Ship, Installation, or Subject Code). Files contain investigations of magnetic tape, 3420 class t_‘ pe
) cartridge or any other medium) and a
the type mentioned in SSIC 5580.4a when a logical suspect is not developed except death and criminal format that meet the standards
sex cases, which wiil be filed under SSIC 5580.4a(1)(b). If logical suspect is developed within 5 years of spectfied in Subchapter B of 36 CFR
the close date for any of these investigations, the investigative reports are pulled from the toplcal flle and Chapter Xl before the transfer of the | Permane |N1-NU-98-2/
5580.4b(2){b)2 |LAW ENFORCEMENT RECORDS retained with the pertinent name dossler. After 5 years, the remalning topical file material is of no istothe . ives’legal [nt 5580/4/B/2/B/2
value for historical, or other research; and or In other-agency originated
custody, which will take place 5 years
documents, {Privacy Act: N05520-4) f Josure. Priorto the transfer
’ {2) files from 4b{1){a) and (b} determined to be of historical value based on widespread publicinterest, ; er case closure. 4
notorlety of the incident or the serlousness of the allegation. ational Ar:.hlves and NCiS
{b) Paper or microform records that have been converted to electronic/optical imaging: representatives will determine the
2. Microform copy: m_edlum and format in which records
will be transferred,
PERMANENT. Transfer to the Nationa!
4. NCIS Criminal Investigative Records. Fifes refating to law enforcement information and criminal Archives 5 years after case closure. At
|investigative cases. the time of transfer, NARA and NCIS wall
b. Topical files (Titled under Name of Ship, Installation, or Subject Code). Files contaln investigations of determine medium and format In which
the type mentioned in SSIC 5580.4a when a loglcal suspect is not developed except death and cnminal records will be transferred as well as
sex cases, which will be filed under SSIC 5580.4a(1)(b). if logical suspect is developed within 5 years of their arrangement. Every effort will be
the close date for any of these investigations, the investigative reports are pulled from the topical file and made to transfer records electronically Permane |N1-NU-98-2/
5580.4b(2}{c)2 |LAW ENFORCEMENT RECORDS retained with the pertinent name dossier. After S years, the remaining topical file materlal is of no in accordance with the standards for n 5580/4/8/2/C/2
L valuefor i or ather h; and or in other-agency orij d permanent electronic records
{documents. {Privacy Act: N05520-4) contalned in 36 CFR 1228.270 or
{2) Files from 4b{1)(a) and (b) determined to be of historical value based on widespread public interest, standards applicable at that time. If
notorlety of the Incident or the serlousness of the allegation. transfer in an electronic medium is not
{c) Paper copy and microform records that have been converted to electronic/optical images: feasible, prior to transfer, with NARA
2. Electronic/optical image copy: records will be d
to paper or to microform.
5000-17 {NCIS Criminal Investigative Civil The Attorney General is the chief civilian officer in charge of coordinating all PERMANENT: Cutoff when x
|Disturbance Response: Federal government activities relating to civil disturbances. Upon specific prior situation or event terminates.
] authorization of the Secretary of Defense or his designee, information may be Transfer to the National
acquired which is essential to meet operational requirements flowing from the Archives 25 years after cutoff.
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 the law enforcement capabilities of state and local
authorities. Records consist of information on investigative and other activities
authorized in connection with civil disturbance responsibilities within the United
States, District of Columbia, Commonwealth of Puerto Rico, and United States
territories and possesstons.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
7. Civil Disturbance Files. The Attomney General is the chief civilian offlcer In charge of coordinating all
Federal government activitles relating to civil disturbances. Upon specific prior authorization of the
{Secretary of Defense or his d i may be acquired which Is to meet )
requlrements flowing from the misslon assigned to DOD to asslst civil authorities in dealing with civil
. Such auth will only be granted when there Is a distinct threat of civil disturbance
exceeding the law enforcement capabllities of state and local authorities. Records conslst of Information
on and other h din with civil disturb ponsibilities within PERMANENT. Retain on board. Permane |N1-NU-98-2/
5580.7e(1) LAW ENFORCEMENT RECORDS the United States, District of Columbia, Commonwealth of Puerto Rlco, and United States territories and Transfer to NARA 25 years after the ot 5580/7/E/1
possessions. situation or event terminates.
e. Documents Prepared by Military Departmental Staffs, Agency Headquanen, or Task Force Element.
Those, which are engaged in quelling a civil k d data, after action reports,
and historical summarles. Such after action reports and historical summarles will avold references to non: =
afflliated persons and organizations by name to the greatest extent possible.
(Privacy Act: To be determined.}
(1) Paper records:
7. Civi Disturbance Flles, The Attorney General is the chief civillan officer in charge of coordinating all
Federal government activities relating to civil disturbances. Upan specific prior authorization of the PERMANENT. Covert microform images
Secretary of Defense or his d may be acq d which 1s | to meet op | to a medium (paper, magnetictape,
requirements flowing from the mission assigned to DOD to assist civil authorities In dealing with civil microform, 3480 class tape cartridge or
! isturt Such auth will onlly be granted when there is a distinct threat of ¢ivil disturbance ahy other medium) and a format that .
ding the law enf b of state and local authorities. Records conslst of information meet the standards specified in
on [nvestigative and other activities auth d in with civil ponsibilities within subchapter B of 36 CFR Chapter XII
the United States, District of Columbia, Commonwealth of Puerto Rico, and United States territories and before the transfer of records to the Permane |N1-NU-98-2/
$580.7e(2](b)  [LAW ENFORCEMENT RECORDS possessions. Natlonal Archives’ legal custody, which |nt 5580/7/E/2/B
e. Documents Prepared by Military Departmental Staffs, Agency Headgquarters, or Task Force Element. will take place 25 years after situation
Those, which are engaged in quelling a civil background data, after action reports, or event terminations. Prior to the
and historical summarles. Such after action reports and hi | ies will avold refs to non transfer National Archives and DON
affillated persons and organizations by name to the greatest extent possible. wili the
{Privacy Act: To be determined.) medlum and format in which records
(2) Paper copy records that have been converted to microform: will be transferred.
{b) Microform copy:
7. Civil Disturbance Files. The Attorney General Is the chief civilian officer in charge of coordinating all PERMANENT. Transfer to the National
Archives 25 years after the situation or
Federal government activitles relating to civil disturbances. Upon specific prior authorization of the
. . P . event terminates. At the time of
|Secretary of Defense or his may be acg! which is to meet
N ) ) transfer, NARA and DON
q flowing from the mission assigned to DOD to assist civil authorities In dealing with cwvil Representatives will determine medium
disturbances, Such authorization will only be granted when there Is a distinct threat of civil disturbance P ! mine medid
Lo and format In which records will be
the law of state and local authorlties. Records consist of information wransferred as well as their
on investigative and other activitles authorized In with civll disturb p within arr:n:ement Every effort will be made
5580.7e(3)(b) {LAW ENFORCEMENT RECORDS ;he Unlstl:nri| ssmes, District of Columbla, Commonwealth of Puerto Rico, and United States territories and to transfer racords electronically in ::rmane ::;zll;-/sss/-:/ :
e. Documents Prepared by Milltary Depanment:l Staffs, Agency Headqu:rters, or Task Force Element. accordance v,’"h the s:r::dn:s for
Those, which are engaged in quelling a civil di d data, after :cuon reports, contalned In 36 CFR 1226.270 or
and historical summarles. Such after action reports and will avold to non;
. standards applicable at that time. If
affiiated persons and organizations by name to the greatest extent possible. )
transfer in an electronlc medium s not
(Privacy Act: To be determined.)
feasible, prior to transfer, with NARA
{3) Paper copy and microform records that have been converted to electronic/optical images:
concurrence, records will be converted
(b) Electronic/optical images:
to paper or to microform.
5000-18 NCIS Speclal Information originated by DOD components pertaining to those activities of non- PERMANENT: Cutoff at last x

Investigations/Operations:

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

I thesse activitine

action. Transfer to the Nationat
Archives 25 years after cutoff.




Notes

SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU
8. Files Relating To Non-DOD Affiliated U.S. Citizens, ¢ or Forelgn 1
contained In these files, to the extent that it concerns U.S. persons, is coll din d; of
Order 12333, dated 4 December 1981, or for force protection purpuses
c. Spedial Investigations/Operations. Files or other d d by DOD comgp: PERMANENT. Retain on board. |permane |N1-Nu-s8-2/
5580.8¢{1) LAW ENFORCEMENT RECORDS penalnlng to those actlvities of non-DOD affillated / Individuals which lly or actually| Transfer to the Natlanal Archives 25 5580/8/C/1
DoD Y, or | and files or other documentation relating to Defense years after last action.
Review Ooundl (Dlncl-appm:d measures ta quell or counter these activities.
{Privacy Act: To be determined.)
(1) Paper records:
PERMANENT. Convert rnicroform
8. Flles Relating To Non-DOD Afflllated U.S. Cltizens, € or Forelgn :r:a:e ;::—:f':;:lu;:s(:;:e: ::tsrrll: .
contalned In these flles, to the extent that it concerns U.S, persons, s coll in | of orpar: other me:ilum) .n:. ﬁ"mﬂy
Order 12333, dated 4 December 1981, or for force protection purposes. that :u et the standards specified in
c. Speclal Investigations/Operations. Files or other d d by DOD p Subchapter B of 36 CFR d:: pter Xl
- ions/ y or N1-NU-98-2
5580.8c(2)(k) |LAW ENFDRCEMENT RECORDS pertaining to those ,'“"""“"'""" DOD affliated vhich actually before the transfer of the records to [ /" /
DOD pl or ! and files or other documentation relating to Defensa the National Archives’ legal custod nt 5580/8/C/2/8
Investigative Review Councll (Dlnc)-eppmved measures to quell or counter these activities, which wil take place 25 :an aftery;: st
{Privacy Act: To be determined.} action. Prior to transfer National
(2) Paper copy records that have been converted to microform: [Archives and DON representatives wil
4 {b) Microform copy: 4 4 4 determine the medium and format In” 4
which records will be transferred.
PERMANENT. Transfer to the National
Archives 25 years after last action. At
the tli transfer, NARA and will
8. Files Relating To Non-DOD Affiliated U.S, Cttizens, or Forelgn I d;m"":n:'m':;um'_n p fo::. . :.c:m h
contained in these files, to the extent that It concerns U.S. persons, Is collected In d: of is will b das wellas
Order 12333, dated 4 December 1981, or for force protection purposes. their amng:;:enl Every effort will be
c. Special Investigations/Operations. Files or other d d by DOD comp made to transfer r.euu rds electronically
penalmng to those activities of non-DOD affiliated / individuals which ly or actually| N Permane |N1-NU-58-2/
5580.8¢(3)(b) |LAW ENFORCEMENT RECORDS DOD v, OF 1 and files or other documentation relating to Defense in accordance with the standards for 5580/8/C/3/B

{investigative Review Councll (DIRC)-apprwed measures to quell or counter these activities.
{Privacy Act: To be determined.)

{3) Paper or microform records that have been converted to electronic/optical Images:
{b) Electronic/optical image copy:

permanent electronic records

contalned in 36 CFR 1228.270 or

standards applicable at that time. If
ferin an el dlum Is not

feasible, prior to transfer, with NARA
concurrence, records will be converted
to paper or to microform.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
5000-19 JAGMAN Administrative Findings and other related records of JAGMAN administrative investigations and PERMANENT: Cutoff at end of |x
Investigations and Courts of Courts of Inquiry into incidents of death or injury to naval personnel|, significant calendar year in which
Inquiry: loss or damage to vessels, aircraft, vehicles, or other government property, or investigative report is final.
other significant incidents Involving naval personnel, as required by the IAGMAN Transfer to the Office of the
{other than courts-martial cases). Records are permanent if they meet the Judge Advocate General {Code
[following criteria: (1) reviewed a major policy or procedural issue, (2) attracted 15) after 2 years in accordance
widespread news media attention, or {3) underwent Congressional scrutiny. with Chapters il and Xi of the
JAGMAN. Investigations
conducted in anticipation of
litigation should be forwarded
immediately after completion.
Records will be entered into
|tracking system and
transferred to the National
I Records Center. Transfer to the
National Archives 50 years
after cutoff.
] 1. Courts Of Inquiry Records and Investigations Conducted Per Manua} of The JAG of the Navy (JAGMAN) . )
Reports/Records/Case Files. Findings and other records of Courts of Inquiry as well as reports of
3 nto incid X
i:s:f:::::i:zi:r;r:l: Ir:sI:':rd ;:r:r::to vessels, aircraft, vehidlest, or other gxedr:::nzr;::?r::, or PERMANENT. Cut oﬂ atend of calendar
other significant i involving naval l, as required by the JAGMAN (other than courts- :;;::T'?‘:qm:f:m:ﬁd;d 'rr
5830.1b COURTS OF INQUIRY AND INVESTIGATIONS martlal cases). Maintalned by fleld activities and the Office of the Judge Advocate General of the Navy, Retireto \:N Rcll;;ears i::er :ut:faf.. Permane NI-NU-01-1/4
RECORDS (JAGMANS conducted under SECNAV M 5510.36 are flled under SSIC 5830,3,) (Privacy act: NOS830-1) nt
b. Permanent records. All courts of Inquiry findings and other records as well as records of any JAGMAN Transfer to the National Archives In 5-
investigation that meets one or more of the following criteria: {1) reviewed a major policy or procedural vear blacks when the most recent
issue, {2) d d news media or (3) underwent Congressional scrutiny. (Note: records have been cut off 50 years.
Nawyis ible for selecting and segregating the records from the Y records,
including those records retired to a Federal Records Center.
5000-20 :Courts Martial Records of Trial: Information relating to cases concerning an officer or involving a sentence to a PERMANENT: Cutoff at end of {x
punitive discharge. Records consist of the original record of trial, copies of charge calendar year after appeliate |
\ sheets and related papers, staff judge advocate's recommendations, court-martial review. Transfer to the
1 orders, decisions of appellate agencies, and similar papers kept by the court- National Archives 30 years
! martial jurisdictions and convening authorities accumulated at OJAG. after cutoff.
1. General Courts-Martlal Cases and Spedal Courts-Martlal Cases. Cases consisting of the orignal record
of trial, coples of charge sheets and rel:ted papers, staff judge advocate's rewmm:nda!lons.:loun- P::MANE"IT;IM: to w“m:c 2 ylelrs Permane N1-NU-09-6-2
5813.1b COURTS-MARTIAL TRIAL RECORDS martlal orders, declsions of appellate agendes, and similar papers kept by the court-martial jurisdictions ; 0 l:;";:T;;V [;:::S;I:n':’::_l'_ nt N1-NU-89-4/
and authorrtles ] at OJAG. Privacy Act N058010-1 and MIAGO009. 5813/1
a. Cases files after 31 December 1976. authorized.
5000-21 Military Justice Information Master files and systems documentation for electronic military justice case tracking PERMANENT: Cutoff at end of |x
Systems: and reporting systems including Department of the Navy Criminal Justice calendar year. Transfer to the
Information System (DONCJIS) and Appellate Case Tracking System. National Archives annually.
2. Flectronic Milltary Justice Case Tracking and Reportn, items. Files accumulated by OJAG.
5810.2b(1)  |MILITARY JUSTICE RECORDS b. Flles acwmulne:l,w 0IAG. e ReporungSys » :im‘;iﬂlr;::';::ﬂv to ::""‘“' ::;:;’;;':/

(1) Master files and historical data tapes.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
2. Electronic Military Justice Case Tracking and Reporting Systems. Files accumulated by OJAG.
b. Files accumulated by OJAG.
PERMANENT. Transferthe
5810.2b(2) MILITARY JUSTICE RECORDS (2) systems d:scuTentatlon including but not limited to, user manuals, systems descariptions, data documentation to NARA on an annual Permane |N1-NU-89-4/
reports, report listings, and the record layout/file structure and codes basls with the files in 5810.2b{1) above. nt 5810/2/B/2
for each data flle. 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.
2. Appellate Case Tracking System. This system Is used to track the status of courts-martlal cases
5814.2a COURTS-MARTIAL REVIEW AND APPEALS reviewed by the Navy-Marine Corps court of criminal appeals and appealed to the U.S. Court of Appeals PERMANENT. Transfer annually to Permane |N1-NU-89-§/
- RECORDS for the armed forces. Prov and NARA when the files are 1 year old. nt 5814/2/A
a. Master files and historical data tapes.
2. Appellate Case Tracking System. This system is used to track the status of courts-martlal cases
reviewed by the Navy-Marine Corps court of criminal appeals and appealed to the U.S. Court of Appeals
for the armed forces. Provides and PERMANENT. Transfer the
5814.2b s:(l:lok"‘l’;-sMAKTlAL REVIEW AND APPEALS b. Systems documenhtlon Induding but not limited to, user manuals, systems descriptions, data documentation to NARA on an annual ::rmana ::;:7;:4,
li reports, report listings, and the record layout/file structure and codes basls with the files In 5814,2a above.
for each data file. when avallable, the documentation for each data file will include any additional
about the content of the data file and/or the context in which the data file was created.
2. Appellate Case Tracking System. This system is used to track the status of courts-martlal cases
£814.24 COURTS-MARTIAL REVIEW AND APPEALS reviewed by the Navy-Marine Corps court of criminal appeals’and appealed to the U.S. Court of Appeals Retlre records under S$IC 5800.1or Permane |N1-NU-89-4/
- RECORDS for the armed forces. Provides and 5800.2 as appropriate. nt 5814/2/D
d. Output data reports.
5000-22 Death and Funeral Records: Death record jackets accumulated and filed by fiscal year at Bureau of Medicine PERMANENT: On an annual x
and Surgery (BUMED); CNO area coordinators; The Marine Corps Casualty Section; basis transfer copies of all
and at Naval Medical Treatment Facilities. Records consist of individual case files, records that are 5 years or
reports, forms, correspondence, and related records pertaining to persons for older to NPRC.
whom DON is responsible. Includes the Master file and documentation for
Electronic Information Systems holding these records.
1. Decedent Affairs Program Records. Death record jackets accumulated and filed by fiscal year at
) ) Cut off annually. Retire to NPRC (MPR)
5360.1 DEATH AND FUNERAL RECORDS Bure.au of Medicine and Surgery (BUMED); CNO area coordinators; and at Naval Medical Treatment when 4 years old, DO NOT DESTROY. Permane |N1-NU-89-4/
Fadlitles. Records consist of individual case files, reports, forms, correspondence, and related records y nt 5360/1
Disposition Is NOT authorized.
pertaining to persons for whom DON Is responsible.
2. Electronic Death and Funeral Records. El ic records ion about d d
Individuals maintained by the Office of Mortuary Affairs in BUMED, the Naval Medical Information PERMANENT. On an annual basis Permane |N1-NU-89-4 /
5360.2a DEATH AND FUNERAL RECORDS Management Center, BUPERS (PERS 66), the Marine Corps Casualty Office, and other activities that transfer coples of all records that are 5 nt 5360/2/A
malntain databases of Navy and/or Marine Corps-wide records of deaths. years or older to NPRC.
a. Electronic Records.
2, Electronic Death and Funeral Records, El records f about d d
. Individuals maintained by the Office of Mortuary Affairs in BUMED, the Naval MedIcal Information
PERMANENT. On an annual basls
Management Center, BUPERS (PERS 66), the Marine Corps Casualty Office, and other activitles that Permane |N1-NU-89-4/
5360.2b DEATH AND FUNERAL RECORDS |maintain databases of Navy and/or Marine Corps-wide records of deaths, transfer documentation for the records nt 5360/2/B

b. Documentation for electronic records. NOTE: All transfers of data and documentation will be done In
accordance with 36 CFR 1228.

In 2a {above) to NPRC.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
5000-23 Visual Information (Vi): Visual Information (VI) materials (films, tapes, discs or graphic arts) recorded by PERMANENT: Cutoff at end of |x [1] Follow O5D Schedule
Navy and Marine Corps activities not duplicated elsewhere and determined to have calendar year. Transfer with
continuing general or historical interest to the Navy or Marine Corps. any related finding alds, to the
Defense Imagery
Management Operations
Center (DIMOC) as soon as
possible, but no later than
one year from date of
creation. DIMOC will cut off
Retain on board. Offer two sets of
slides vmh script for each old, new or
4. PRESENTATION SCRIPTS, SLIDES, AND PUBLICATIONS. Materials which constitute the expository and to the |
of the progr Archives, Comlnue to offer two sets of N1-NU-86-1/
us2.42 SEA POWER PRESENTATIONS RECORDS a, Oﬂglnal Flle Coples Retained by Program Manager. Note: Care must be taken when applying these each new and/or updated presentation 1152/4/A
dispositions. F records are included in 5 year blocks. { Retain one additional
set on board. Destroy when no longer
|needed for research),
2. STILL PHOTOGRAPHIC AND GRAPHIC ART PRODUCTS. which are acquired or prepared for
1154.2a RECRUITING SUPPORT AUDIO/VISUAL use In recrulting. Transfer to the National Archives when |Permane N1-NU'-85-1/
RECORDS a. Orl;lnll Coples of Art Work, Art Work for Posters, Still Photo Projects and Slide Presentations Hetalned 3 years old. nt 1158/2/A
by Project Manager as well as two copies of each printed poster.
Transfer to: Defense Visual Information
L TRANING FLAS o, RSSO
1551.1a TRAINING FILMS, AIDS, AND SPECIAL DEVICES |a, Originators’ Master Negative Film. Color original plus separate optical sound track, Intermediate mversléle CA. 925812717 8 ’ Permane |N1-NU-86-1/
RECORDS m:stel: positive or duplicate negative plus optical sound track, and sound projection print or video http:ffwww.dodmedia.osd.mil when nt 1551/1/A
recording.
copy is made, Transfer to NARA 20
years after transfer.
Permanent. Forward one copy of each
to FRC when no longer needed for
frequent reference. Transfer to NARA
in 5-year blacks when 20 - 25 years old.
{Naval Education and Training Program
1552,1a TRAINING PUBLICATIONS RECORDS : :':';::z: 1;::3'::;:::‘:'“:‘::‘5 AND MARUALS. Management Support Actlvity ::"'“"' ::5':;’1'/8: 1/
- P 8 ¥ {NETPMSA) will forward a copy of each
new tralning manual and
correspondence course to the CNET
administrative services director for
retirement to FRC)
1. CNO, CMC, N dia Cent d Co; dii , Marl bat
Dev:npment’((:::rr::::: :::Il:vv aljl:dnenln.g :n’:i :rr::ram ;’::Lsﬂﬁ::‘::yﬂ;“:::.:::::‘m; and PERMANENT. Cut off annually.
5290.1 VI MANAGEMENT, GENERAL AND PRIMARY o o and of Imaglng (V1) plans, policles, programs, and Transfer to: WNRC, 4205 Surtland, Rd., |Permane |N1-NU-89-4/
- PROGRAM AND RELATED ADJUNCT RECORDS 8 plans, p " PTOB! g Sultland, MD 20409, when 7 yearsold, |nt 5290/1
procedures that implement the Naval Imaging Program. Records documenting the authorization of Navy Offer to NARA when 25 1d
and Marine Corps Visual information Activitles. d en 25 years old.
.Vl mnerlals {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
here and d d to have continuing general or historical interest to the Navy or
Marine Corps.
VI PRODUCTIONS, PRODUCTS AND SERVICES | - 1l Media. Black-and-white and calor negative phat the original negative, a prit, Transfer periadically to the DOD Still {Permane N1-NU-89-4/
5291.1a(2) RECORDS and, for color in If one exists. Black and white and Media Records Center Washington, OC, Int 5293/1/A/2
color still video lm:gery the original diskette and a captioned print for each image. Black and white and g gton, OC.
color p the original and a duplicate. Slide sets or filmstrips and accompanying
audio recordlngs or scripts: 2 coples,
{2) Held by Naval Media Center and the Marine Corps Combat Development Command.



http:http://www.dodmedia.osd.mil

SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
1. Vimaterlals {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
h
jduplicated elsewhere and determined to have general or interest to the Navy or PERMANENT. Transfer to NARA when
Marine Corps. 10 years old or earller If no longer
VI PRODUCTIONS, PRODUCTS AND SERVICEs |+ 11 Media. Black-and-whhte and color the orlginal N print, needed for current operations along  |Permane |N1-NU-89-4/
5291.1a(3) RECORDS and, for color negetive photography, in addition a duplicate negative If one exists. Black and white and With related shelf ists and other nt 5201/1/A/3
color still video Imagery: the original diskette and a captioned print for each Image. Black and white and y N
N lindexes (including video disks and other
color the orlginal and a duplicate. Slide sets or filmstrips and accompanying e
finding alds).
audio recordlngs or scripts: 2 coples.
{3) Held by the DOD Stll Media Records Center.
. . PERMANENT. Transfer 2 coples of each
1.V mate.nals {films, tapes, dnsu_or Enphlc arts) recorded by Navy and Marine Corps activities not poster to the National Archives when
p and to have general or interest to the Navy or roduced by adding the Natlonal
sas1ibfy) |YIPROPUCTIONS, PRODUCTS AND SERVICES  |Marine Corps. Irrchivos to detobomon st g |PeTmane |N1-NU-85-4/
- RECORDS b. Graphic Arts. Posters distributed Navy-wide or to the public and original artwork of unusual or Natlanal Archives & Reco nl‘s maltos I 5291/1/B/1
outstanding merit. Posters: 2 copies. Original art: original and photographic copy If one exists. (NNSP) e
(1) Posters {(Navy and Marine Corps). 20408),
1. VI mauﬂ:ls {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
and d to have general or interest to the Navy or Offer to National Archives when no
5291.1b(2) VI PRODUCTIONS, PRODUCTS AND SERVICES |Marine Corps. longer needed (artwork not accepted  {Permane |N1-NU-89-4/
: RECORDS b. Graphic Arts. Posters distributed Navy-wide or to the public and original artwork of unusual or for transfer by NARA will be destroyed (nt 5291/1/8/2
outstanding merit. Pasters: 2 coples. Original art: original and photographic copy If one exists. per GRS 21.6).
4 4 (2) Original artwork of unusual or outstanding merit. 4 .
2. Vi Materlals {Films, Tapes, Discs or Graphic Arts) and their records of prodi of
Navy and Marine Corps-sponsored Category 2 and 3 Film and Video Programs that are available service-
wide, DOD wide or to the public and are ded for d andr 8
These programs have been approved through the use of DD 1995, and a record of their production has
been entered into the data base of the Defense Automated Visual Information System (DAVIS). They
include motion media produced orunder 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. Video recordings: the original or earliest generation of|
5291.2b VI PRODUCTIONS, PRODUCTS AND SERVICES ding and dubbing if one exIsts. Acquired films: two pro} prints or one projection print and a Transfer perlodically to the DOD Permane |N1-NU-894/
; RECORDS video recording. Quttakes and unedrted film or video: the original negative or color original, work prlnt. Motion Media Records Center. nt 5291/2/B
an diate positive or If one exists, or a video ri ding ap Y
labeled, and descnbed. Contract produced and in-h di : DD 1995 p for
script, interlock final answer print, script as ded, Public Exhibition Cl for script and
production, talent mleases, music rights, location of stock footage rights, contract with all amendments If
lly pi d or 1 (off-the-shelf) product, definite evaluation and final budget Tegal
| 's proprietary nghts, d pertaining to
}documentation project and photography records.
b. Held by Naval Media Center and the Marine Corps Combat Development Command
5000-24 Audio and Video Broadcasts: Master recording or duplicate master, one reference copy, and appropriate PERMANENT: PERMANENT.  |x
licensing agreements. Transfer to NARA when 25
vears old.
51414 MILITARY MUSIC Brn‘ldrast Quality Audio and V.ldeo Prod.ucts Records consist of master recording or duplicate master, PERMANENT. Transfer to NARA when |Permane [N1-NU-89-4/
ane copy, and approp g 20 years old. nt 5141/4
5000-25 Community Relatlons: Information of enduring value relating to Department of the Navy, U.S. Navy, and PERMANENT: Cutoff at end of |x
U.S. Marine Corps community relations. Includes official ceremany records {keel calendar year. Transfer to the
layings, launchings/christenings, commissionings, decommissionings, dedications, National Archives 25 years
changes of command, establishment/disestablishment of installations); records of after cutoff.
non-government nationally organized groups (i.e. Navy League, Navy Rellef Society,
Fleet Reserve Association, Navy Wives Club, etc.); Establishment records and inter-
agency agreements relating to the Armed Forces Radio and Television Service;
master files of service-wide periodicals and magazines' and local station
newspapers.




Notes

(Presidential, Secretarial, etc.).

calendar year. Transfer to the
National Archives 25 years

SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU
1. Fleet Home Town News Center Records.
PERMANENT, Retire to WNRC when 4
a. General Correspondence Files. Permane |N1-NU-89-4/
5724.1a(1) FLEET HOME TOWN NEWS RECORDS (1) Correspondence and related records di the center's | history and its policies, ye::: :::' Transfer to NARA when 20 nt 5724/1/A/1
progr overall procedures, and | Ve 3
2. officlal C Keel layings, | fch d PERMANENT. Retire to WNRC when 4 .
5726.2 COMMUNITY RELATIONS RECORDS i hang d /d hment of Instal Master files of vears old. Transfer to NARAwhen 20 ::""'"' :7122;’2'”4/
CHINFO, Washington, DC. (One copy of each document, together with related Index or other records.) years old.
3. Non iy ¢ d Groups (Other Than Medla, E.G., Navy League, Navy Relief PERMANENT. Transfer to WNRC when Permane [N1-NU-894/
57263 COMMUNITY RELATIONS RECORDS Saclety, Fleet Reserve Assoclation, Navy Wives Club of America, Etc.) Master files of the CHINFO, 4 years old. Offer to NARA when 20 nt 5726/3
hi DC. years old.
PERMANENT. Retire to FRCwhen 4
S7704 GENERAL AFRTS RECORDS 4, Program Records of the Establishment/Disestablishment of Naval Media Center Detachments and years old, Transfer to NARA when 20 Permane |N1-NU-89-4/
Operating Locatlons, nt 5770/4
years old.
N PERMANENT. Retire to FRC when 4
57705 GENERAL AFRTS RECORDS 5. Agreements With DOD, Other Sem.ces, Other Navy Commands, And Foreign Nations, Regarding Navy years old. Transfer to NARA when 20 Permane |N1-NU-89-4/
Or Navy Executive Agent AFRT Operations. years old nt 5770/5
PERMANENT. Retire to WNRC when 4
3. Service-Wide dicals and [{ All Hands 1 Permane |N1-NU-89-4/
5780.3a INTERNAL PUBLIC AFFAIRS RECORDS a. Master Files. ;::: old. Transfer to NARA when 10 nt 5780/3/A
4, Local Station Newspapers, Newsletters, and Similar General [nterest Perlodicals. Perlodicals published (Offer to NARA Reglonal Archives upon
N ) " closing of the base or installation. Long
at least monthly, approved by the lssuing and - y e running publication serles not needed |Permane |N1-NU-89-4 /
5780.4a INTERNAL PUBLIC AFFAIRS RECORDS llation, the local and military and civillan employees of the nstallation. , S.P .
< - for publication files should be offered” |nt 5780/4/A
a. Station Newspapers from Navy and Marine Corps Bases, Alr Stations, and major industrial facilitles, 10 NARA in 5-year blocks when 20 years
e.g., haval shipyards, aircraft rework facilities, tralning centers, etc. old ye N 20yea
5000-26 Information Releases - Chief of Master files of press releases, publications, transcripts of press conferences, officiat PERMANENT: Cutoff at end of |x
Information (CHINFO) and the speeches, or other presentations, including graphics or exhibits, television or radio calendar year. Transfer to the
Office of U.S. Marine Corps scripts, and other formally presented publicity or informational material. National Archives 25 years
i (1
2. Information Releases. Press releases, of press confi , offlcial h
72022 EXTERNAL PUBLIC AFFAIRS (INCLUDING or other presenta - aphics or or radto scripts, and other formally ;:::::E'gf'h':’::;;:xvx:::;';:m Permane |N1-NU-894/
FREEDOM OF INFORMATION) RECORDS a. Master Flles of the CHINFO, Washington, DC. (One copy of each document, together with related old. nt 5720/2/A
index.)
5000-27 Department-leve!l FOIA Reparts: Annual reports relating to DON implementation of the FOIA, including annuat PERMANENT: Cutoff at end of {x
reports to the Congress at the DON level. calendar year. Transfer to the
National Archives 15 years
9, Freedom of Information Act Records {FOIA)
5720.9¢(1) EXTERNAL PUBLIC AFFAIRS {INCLUDING e. FOIA Report Files. reports and i q relating to DON PERMANENT. Trensfer to NARA when |Permane |N1-NU-89-4/
) FREEDOM OF INFORMATION) RECORDS implementation of the FOIA, including annual reports to the Congress at the DON level. 15 years old. nt 5720/9/E/1
(1) Annual reports at DON or departmental level.
5000-28 Department-level Privacy Act Department-level annual reports on one-time information requirement relating to PERMANENT: Cutoff at end of |x
Reports: DON implementation, including biennial reports to the Office of Management and calendar year. Transfer to the
Budget (OMB), and the Report on New Systems at all levels. National Archives 15 years
2. Privacy Act Records.
. N PERMANENT. Offer to NARA with
5211.2e(1) FILINGS, MAINTENANCE, RETRIEVAL, AND Iem PI:vr:eqnt:::o?T::l‘:;:“;ﬂ::::lr::s :tp:t:st:: Office of Management ar:d Budget (r;:t:)‘g::dpt::‘ refated Navy records approved for Permane |N1-NU-85-4 /
- PRIVACY ACT SYSTEMS RECORDS P . B P ge g | permanent retentlon or when 15 years |nt 5211/2/E/1
Report on New Systems at all levels, -
old, whichever is earlier.
{1) Annual reports at department or agency level,
5000-29 Department-level awards: Information relating to awards made at the departmenta! level or higher PERMANENT: Cutoff at end of |x




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. ] DAU Notes
PERMANENT. Transfer to FRC when 4
5. Departmental Level Awards Files. Records relating to awards made at the departmental leyef or Permane |N1-NU-89-4/
50615 PUBLIC SERVICE AWARDS RECORDS higher (Presidential, Secretarlal, etc ). ::rs old. Offer to NARA when 20 years| 5061/5
5000-30 Ship-Naming, Commissioning, and |Information relating to ship-naming, commissioning, and christening ceremonies. PERMANENT: Cutoff at end of |x
Christening Ceremony Records: Includes name and sponsor files. calendar year. Transfer to the
National Archives 25 years
after cutalff,
PERMANENT. Cut off when no longer
ded for ref or In
connection with the NHC mission. Permane |N1-NU-89-4/
. Al . i A
5030.1 NAMES AND SYMBOLS RECORDS 1. Records of the Director of Naval History. Records documenting the assignment of names and symbols Retire to WNRC 2 years after cut of?. nt 5030/1
Transfer to NARA 20 years after
retirement to WNRC.
CHRISTENING CEREMONIES AND PROCEDURES | CHRISTENING CEREMONIES AND PROCEDURES RECORDS Name and Sponsor Files. General PERMANENT. Retlreto WNRCwhend |,
5062, years old. Transfer to NARA when 20 N1-NU-89-4 /5062
RECORDS Correspondence Pertalning to Christening Ceremonies. vears old nt
5000-31 Alcohol and Drug Management Master file and documentation for the Alcohol and Drug Management Information PERMANENT: Cut off (take x
Information Tracking System Tracking System (ADMITS). snapshot) at the end of end of
(ADMITS): i ) fiscal year and transfer to the
2, Alcohol and Drug Management Information Tracking System (ADMITS), Database management :::m":fﬁ ::: (It;::rs:::shot) a N1-NU-02-6/2b
5353.2b ALCOHOL ABUSE CONTROL RECORDS :y"s‘t;n; :I:T:o :: :I’id Information about indlviduals treated at Navy nonmedical facilities for abuse of |transfer to the National Archives In ‘::rmane DAL A-2008-0002)
b. Master files of central database records maintained at NAVPERSCOM (PERS-60F). | 2ecardance with 36 CFR 1226.270 and 0001
36 CFR 1234
2. Alcohol and Drug Management Information Tracking System (ADMITS). Database management PERMANENT. Transfer to the National
system used to track Information about individuals treated at Navy nonmedical facilities for abuse of Archives along with the annual |Permane |N2-Nu-02-6/
5353.2d ALCOHOL ABUSE CONTROL RECORDS " | drugs or aleohol. {snapshot of the master file in nt 5353/2/D
d. Documentation for the master file of central database records maintained at NAVPERSCOM (PERS- {accordance with 36 CFR 1228.270 and
60F). Induding are codebooks, record layouts and other system documentatton. 36 CFR 1234
5000-32 Automatic Data Processing Information created/used for the development, establishment, and PERMANENT: Cutoff at end of |x
Program: accomplishment of automatic data processing (ADP) management plans, programs, calendar year. Transfer to the
and procedures. National Archives 25 years
1. Primary Program Records. Files of the Offices of SECNAV, CNO, CMC, and Naval Information Systems
5230.1 AUTOMATIC DATA PROCESSING AND Management Center {NISMC) which document their primary mission responsibilities for the PE:’\::::EI:L ::::I:::G:TAR :I‘:'e T:: Permane |N1-NU-89-4/
i INFORMATION SYSTEMS RECORDS d and h of data p (ADP) vem ol d' nt 5230/1
plans, programs, and procedures. e *
52303  AUTOMATIC DATA PROCESSING AND 3. Official Record Copies of Magnetic or Punched Tape Records. Records created/used in the DO NOT DESTROY. Disposition is NOT |Permane DO NOT DESTROY
- INFORMATION SYSTEMS RECORDS accumulation of operating and reporting data the fi of and offices. authorized. nt
s2381 DATA TRANSMISSION AND PROTECTION 1. All Activity or Offlce D idel f Materlals, and Any Other Materfals Related to :E“Mr:':f:z;:':f;';:“w':‘“c ‘;’:’" Permane [N1-NU-89-4/
- RECORDS Data € andTr years oic. when nt 5239/1
years old.
52392 DATA TRANSMISSION AND PROTECTION 2. All Activity or Office Dy ideli i Is, and Any Other Materfals Related To :ER'::':IE:TJ:'::';';:::;:::‘::'" Permane [N1-NU-89-4/
: RECORDS Data Protection and Security. ve - nt 5239/2
years old.
5000-33 Hazardous Substance Reports: Reports and other records required by the Comprehensive Environmental TEMPORARY: .Cutoff at final  {x
Response Compensation Llabllity Act. action. Destroy 50 years after
cutoff,
<0503 GENERAL ENVIRONMENTAL PROTECTION  |3. Hazardous Substance Records. Includes reports and other recards required by the Comprehensive Retlre to "“':“ FRC3 "‘:"Is '"’D' wovlso N1-NU-89-4/
- RECORDS Liability Act. ot response action. Destray 5090/3

e

when 50 years old.




|ssic/no.

Series Title

Description of Records

Cutoff

Disposition

Ret.

DAU

Notes

5090.6

GENERAL ENVIRONMENTAL PROTECTION
RECORDS

Camp Lejeune Historic Drinking Water Notification Database. The purpose of the system Is to obtaln,

contact inf and with regi and other ] parties who may
have been exposed to contaminated drinking water at Marine Corps Base Camp Lejeune, NC.

Destroy 50 years after Camp Lefeune Is
deleted from the National Prioritles List.

DAA-0127-2014-
0022-0002

NCIS Credentials Log:

Log showing the Issue and control of badges, credentials and pins naming NCIS
civilian and military personnel.

TEMPORARY: Cutoff at end of
calendar year. Destroy 75
vears after cutoff.

5512.17a(2)(a)

IDENTIFICATION (CREDENTIALS, TAGS, PASSES,
AND PERMITS) RECORDS

17. Naval Criminal Service (NCIS) Badge, Cred | And Service PIn
Controls Records. Information showing the issue and control of badges, credentials and pins naming
NCIS civillan and military personnel. Included are recelpts, log books, loss/| Y reports,
Inspections, destruction lists and related documents. (Privacy Act: N01070-12)

a. Logbooks {paper or electronic):

{2) At NCISHQ

(a) Paper copy.

Retaln on board. Destroy 75 years after!|
last entry.

75

N1-NU-98-2/
5512/17/A/2/A

5512.17a(2)(b}2

IDENTIFICATION (CREDENTIALS, TAGS, PASSES,
AND PERMITS) RECORDS

17. Naval Criminal Service (NCIS) Badge, Cred | And P Service Pin
Controls Records. Information showing the Issue and control of badges, credentials and pins naming
NCIS civilian and military personnel. Included sre receipts, log books, loss/i y reports,
Inspections, destruction [ists and related documents. (Privacy Act: N01070-12)

a. Logbooks (paper or electronic):

{2) At NCISHQ

(b) Paper copy records that have been converted to electronic records: .
2 Electronic record:

Delete entry when 75 years old.

75

N1-NU-98-2/
5512/17/1/2/8/2

5000-35

NCIS Investigate Case Flles -
Controlled Death and Criminal Sex
Investigations:

Investigative reports and case files of controlled death and criminal sex
Investigations and Investigations created on or after 1 January 1988 and where
DoDI 5505.11 requires submission of offender criminal history data to the F8l.

TEMPORARY: Cutoff at case
closure. Destroy 50 years after
cutoff.

x

5580,4a(1){b)

LAW ENFORCEMENT RECORDS

4, NCIS Criminal Investigative Records. Files relating to law enforcement information and criminal
investigative cases.

a. Cnminal Reports. reports of matters of alleged violations of laws,
regulations, and directives in which NCIS has jurisdiction and responsibllity. This Indudes requests for
and results of polygraph and forensic lab Y h such as
oral, wire and el pts, coples of evid custody documents and other related material.
Also included are criminal d by USMC CID and Grand Jury material. (Privacy Act:
NO05520-4))

{1) Case files.

{b) Controlled death and cnminal sex investigations and Investigations created on or after 1 January
1988 and where DoDI 5505.11 requires submisslon of offender criminal history data to the FBI. {N1-NU-
98-2)

Destroy 50 years after case closure
unless (2) applies.

50

N1-NU-98-2/
5580/4/A/1/B

5000-36

NCIS Incldent Reports:

Information created during maintenance of discipline, law and order and Include
Informatlon such as arrest reports, receipts for offenders, sobriety tests, patrol
officer reports, sworn statements, arrest and disposition reports, offense reports,
vehicular collision investigation reports, and other Information refating to
incldents arrsst nr detentinn

TEMPORARY: Cutoff at case
closure. Destroy 50 years after
case closure.

5580.4¢{1){a)

LAW ENFORCEMENT RECORDS

4, NCIS Criminal Investigative Records. Files refating to law enforcement information and criminal
Investigative cases.

¢. Incident Reports (IR) Incident Compliant Reports {ICR). Coples of Marine Corps and Navy base secunty
law enforcement reports created under SSIC 5580.1a and forwarded to NCIS.

(1) Case Files falling under NCIS jurisdiction.

{a) Case files created after December 31, 1987.

Cut off at case closure. Retire to NCI§
Records Management Division. Hif space
Is not available, retire to WNRC. Destroy
50 years after case closure.

N1-NU-01-2/3

5580.4c(1){b)

LAW ENFORCEMENT RECORDS

4. NCIS Criminal Investigative Records. Files relating to law enforcement Information and criminal
Investigative cases.

c. Incident Reports {IR) Incident Compliant Reports {ICR). Copies of Marine Corps and Navy base security
law enforcement reports created under SSIC 5580.1a and forwarded to NCIS,

(1) Case Files falling under NCIS Jurisdiction.

{b) Case files created prior to 1 January 1988.

|Destroy 25 years after case dosure.

N1-NU-01-2/4

moved up to be with like records




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
4. NCIS Criminal Investigative Records. Files relating to law enforcement information and criminal
Investigative cases.
d. Non-Investigative Reports. Consists of reports concerning non-investigative issues such as criminal
Intelligence and Infi reports, { law briefl and sources
administratton.
Unsolicited L L d letters and other § or el ic) Retain on Board. Delete 50 years after
55804d(7)(a) | LAW ENFORCEMENT RECORDS ::z:eived byor r::re:d to NCIS for analysis and inquiry wh:: ¥ ‘an ber " ito ) last entry. * 50 N1-NU-08-2-1
convey a possible threat to DON persons or property. Also includes coples of analytical and other
information and reports created during course of the NCIS inquiry, Where a formal investigative case Is .
opened information will be filed under SSIC 5580, para.4a.
{a) Letters and other communications where a formal investigation Is not opened. Letters and
communications will be imaged and entered into the database.
5000-37 NCIS Polygraph Examination: Technical information relating to polygraph examination during criminal TEMPORARY: Cutoff at end of |x
Investigations. Includes information such as statistical and technical data sheets, calendar year. Destroy 50
personal data sheets, medical walvers, question sheets, charts, numerical years after cutoff.
9. Polygraph Examination Records (Criminal Investigations).
d. Polygraph Files. Includes inf such as and technical data sheets, personal
data sheets, medical walvers, sheets, chai forms, interview logs, and Retire to NCIS Records Management. N1-NU-09-5/
5580.5d LAW ENFORCEMENT RECORDS related data. " = Destroy when 50 years old. s so 5580/9/D
’ " |privacy Act: Nos5204 ’ Y 7
5000-38 Courts of Inquiry and Investigatlons | Findings and other related records of JAGMAN administrative investigations and TEMPORARY: Cutoff at end of |x
(non-perm): Courts of Inquiry into incidents of death or injury to naval personnel, significant calendar year in which
loss or damage to vessels, aircraft, vehicles, or other government property, or investigative report is final.
other significant incldents involving naval personnel, as required by the JAGMAN Transfer to the Office of the
{other than courts-martial cases). Records are temporary if they do not meet Judge Advocate General (Code
criteria in 5000-19 JAGMAN Administrative Investigations and Courts of Inquiry 15) after 2 years In accordance
above. . with Chapters Il and X! of the
JAGMAN. Investigations
conducted in anticipation of
litigation should be forwarded
Immediately after completion.
Records will be entered into
tracking system and
transferred to the Natlonal
Records Center, Destroy when
75 years old.
1. Courts Of Inquiry Records and Investigations Conducted Per Manual of The JAG of the Navy {JAGMAN)
Reports/Records/Case Files. Findings and other records of Courts of Inquiry as well as reports of
JAGMAN investigations and refated records regarding Into of death or injury to Cut off at the end of calendar year In
5830.1a COURTS OF INQUIRY AND INVESTIGATIONS naval personnel, slg‘nlﬂam loss ?r damage to vessels, alrcraft, vehicles, or other government property, or whl_ch investigative report is final. 75 NI-NU-01-1/3
RECORDS other significant Incid involving naval ], as req d by the JAGMAN (other than courts- Retire to WNRC 2 years after cutoff.
martial cases). Maintained by field activitles and the Office of the Judge Advocate General of the Navy. Destroy 75 years after cutoff.
(JAGMANSs conducted under SECNAV M 5510.36 are filed under 55/C 5830.3.) [Privacy act: N05830-1)
a. Temporary records. Records of any JAGMAN Investigation not covered by SSIC 5830.1b.
3000-39 Department of the Navy Criminal  [Information captured from the data input from Investigations, command actions, TEMPORARY: Cutoff at end of |x
Justice information System Judicial actions, and corrections. Includes information such as but not limited to calendar year. Destroy 50
{DONCIIS} Profile Data: names; $SNs; dates and places of birth; offenses; investigative data; administrative years after cutoff.

actions, and administrative data drawn from base registration process, results of
Jjudicial and non-Judicial actions taken, and corrections data.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes

5. Department of the Navy Criminal Justice Information System (DONCIIS) Records. Includes records
from Navy and Marine Crops police and Crimina! [nvestigation Division (CID) operations where there is a
suspected violation of Jaw, criminal Investigations conducted by Naval Criminal Investigative Service,

Ct d Actions for p ing and of inad dyudi d by military courts under the
of the Judge Ad General of the Navy, case actions d d
at naval confinement facilities and by activities responsible for naval pre-trial and post-trial prisoner
5810.5f(1) MILITARY JUSTICE RECORDS Privacy Act: TBD Delete when 50 years old. 50 N1-NU-09-1/1

f. Profile data. Consists of key information captured from the data input from investigations, command
|actlons, judicial actions, and corrections. Includes information such as but not imited to names; SSNs;

dates and places of birth; off ive data; adi actions, and administrative data
drawn from base registration process, results of judiclal and non-judicial actions taken, and corrections
data.

(1) Cniminal Investigative profile data.

5000-40 [Urlmlysls Records: Documentation of detection of drug abuse by mititary personnel, including Marine TEMPORARY: Cutoff at end of ]x
. Corps Tables of Organization. Some exceptions to disposal standards are calendar year. Destroy 75
necessary, regardless of authorization herein, records directly relating to matters years after cutoff.

listed below will not be destroyed until clearance or settiement of the case.

- Incomplete investigation
4 7 - incomplete NJP 7 ’ 4 7
- Court Martial and other disciplinary action
- Incomplete medical boards or administrative actions
1. Documentation of Detection of Drug Abuse By Military Personnel, Including Marine Corps Tables of
C Some to ds Are Y. Regardless of
Hereln, Records Directly Relating To Matters Listed Below Will Not Be Destroyed Until Clearance or {;:':g;;?:m:"al Pe:f::el :::ords
h of the Case: | NJP, Court Martial and other disciplinary iitary Personne? Reco N1-NU-89-4/
5355.1a DRUG ABUSE CONTROL RECORDS o o N {MPR), 9700 Page Blvd., St. Louis, MO |75
action, appeals p or medical boards or admunistrative actions. 63132 when 2 vears old, NPRC destro 5355/1/A
a. Fleet and Shore i .1 C Urlnalwls ledger, any coples of Urine hen 75 en yeld od. estroy
Sample Custody Document (OPNAV 5350/2), and any di urinalysis col when /5 years olc.
information.
1. Documentation of Detection of Drug Abuse By Military Personnel, Indudlng Marine Cnrps Tables of
C Some to dards Are Y- Reg of
Hereln, Records Directly Relating To Matters Listed Below Will Not Be Destroyed Untif Clearance or Retain on board for 5 years. Transfer to N1-NU-89-4/
. R
5355.16 DRUG ABUSE CONTROL RECORDS of the Case- NJP, Court Martial and other disciplinary NPRC. Destroy when 75 years old. [ 5255/1/8
actlon, including appeals pi dure, or lete medical boards or admimstrative actions,
b NavyDruglLab L is Analysis [
5000-41 General Counsel Policy and I Information that refiects the overall development and accomplishment of plans, ' TEMPORARY: Cutoffatend x
1 . .
Planning Support: policies, programs, procedures, and legal processes governing all phases of . .of calendar year. Destroy 30 ' .
assigned legal responsibilities. ' "years after cutoff. . ' ;
' .
| . i .
iNote: Information accumulated at the Departmental Level by JAG, the General ' ' . !
Counsel (GC), and the Legal Staffs of All Other Departmental Offices Including the ! . . i
Judge Advocate and Legal Staffs of the Marine Corps are scheduled under item H l . ! 1
- o - . . . PR 1 Balieu Dlannicn and feenbam:e . . . | . | . I -
i i
. " | !
-GENERAL LAWS AND LEGAL MATTERS 1. Primary Program Records. Records that reflect the overall and of plans, Retire to WNRC when 2 years old. NI-NU-89-4/ |
5800.1b RECORDS policies, programs, p and legal pi governing all phases of assigned Jegal r!!ponslblhllls.l IDestm when 20 years old ,30 5800/1/8 |
b. Files Accumulated by Branch Offices of OGC. {Files that are not duplicated in SSIC 5800.1a. ! v ve ! !
S I ST S S
' i : | i
1. Primary Program Records. Records that reflect the overall ] and h of plans,! { | !
policies, prog) , di and legal p governing all phases of assigned legal respons:bilities. [ | l
5800.1c :::::::; LAWS AND LEGAL MATTERS c Files Au:umulated by the Legal Shffs of Naval District Washington, Area Coordinators, Fleet | R:";m:h! r:: rtszloFRC w"‘; 2years 30 I:;:;’l-/s: -4/
C ds, Other Shore Ce d ters, and Navy Legal Service Offices. Fleet Marine Forces |° estray when 20 years o ! I l
and all subordinate commands of the Marine Corps. (Files that are not duplicated In SSIC5800.1a and b. | ! ' i |
. 1 1
i 1 I




|ssic/no. ] Serles Title | Description of Records Cutoff Disposition | Ret. |  DAv Notes
5000-42 Survey and Inspection - Information accumulated by departmental offices other than Inspector General TEMPORARY: Cutoffatend [x
Department-level: relating to surveys and inspections of major activities. Includes special investigation of calendar year. Destroy 30
reports relating to possible violations or irregularities. years after cutoff.
3. Survey and Inspection Reports Files.
b. Final (Summary) Report Files (Master File Only). Flles of departmental offices relating to surveys of
5040.3b ::::;:: MMAND INSPECTION PROGRAM major activitles that are not di d or d In records covered [n SSIC 5040.3a, ::‘:':e 'owwh::iowmnr:c:?“ old. 30 :;;2;:7:4/
together with correspondence and other records implementing essential or important recommendations roy vea
and results.
50405 NAVAL COMMAND INSPECTION PROGRAM 5. Speclal Finandal Survey, Investigation, and Inquiry Records. Special Investigation reports, Retire to WNRC when 6 years old. 20 N1-NU-89-4/
3 RECORDS | pond and other d relating to possible viol or irregularities. Destroy when 20 years old. 5040/5
5000-43 Local History: Locally prepared histories not required by nor submitted to higher authority. TEMPORARY: Cutoffatend |x
of calendar year, Destroy 30
3. General Historical Records, Naval Historlcal Center’s Malll flle of refi q and Retire to WNRC when 10 years old. N1-NU-89-4/
5750.3 HISTORICAL MATTERS RECORDS Destroy when 20 years old. 30 s5750/3
4. Local Activity or Office Historles. Locally prepared h not required by nor d to higher Retire to nearest FRC when no longer N1-NU-89-4/
§750.4b HISTORICAL MATTERS RECORDS authority. needed for reference. Destroy when 20|30 5750/4/B
J b. Navy activities. Including source files for Command histories. years old.
4 4. Local Activity or Gffice Historles. Locally prepared histories not réquired by nor submitted to higher 4 Transfer to CMC (ORCA) wher{ 3 years NLNU-89-4 /
5750.4¢c HISTORICAL MATTERS RECORDS authority. old. CMC (ORCA) destroy when no wnin 5750/4/C
c. Marine Corps activitles. longer required.
1. Records of the Curator for the Navy and the Marine Corps Historical Center. Records related to :z:gf:ﬁw:ﬂ::;:f;;:td N1-NU-89-4/
5756.1 AIRCRAFT RECORDS unqulslllonl,l 'I:;an, or dor:llllnn of naval aircraft; eligibllity of recipients; history of aircraft; and |center's mission. Destroy when 20 30 5756/1
il years old.
500045 Environmental Reports: Environmental reports and documentation. Includes environmental assessments; TEMPORARY: Cutoffatend |x
environmental impact statements; Iife-cycle analyses; documentation of of calendar year. Destroy30
compliance/noncompliance; documentation required by the Army Corps of years after cutoff.
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; reports and
survey s of Marine Corps owned and operated public water systems; and tests,
analyses and measurements of DON-controlled drinking water.
509032 (GENERAL ENVIRONMENTAL PROTECTION |- A Records. ui;:z:’:‘"‘d other records required by the Comprehensive ywhen dedorobsolete [ [NiNU-89-4/
- RECORDS N Lo |whichever s later. 5090/3/A
a, Plans and support
4. General Environmental Reports and Not Covered Elsewhere in this Instruction.
Includes | | impact Iife-cydle analy
di of 1 /i q d by the Army Corps of Engineers;
site Inspections; communications with non-DOD Federal, State, Local and Forelgn environmental
5090.4 GENERAL ENVIRONMENTAL PROTECTION h and all other d quired by law, L and order, indudi Retire to nearest FRC when 5 years old. 20 N1-NU-89-4/
g RECORDS reports to the EPA, Records Include the affect of activites on air quality; tideland and fresh water | Destroy when 30 years old. 5090/4
|wetland wildiife; p d th d, and end  specles; dland coastal
and contiguous zone waters; nolse levels; farm land; private property; land/property of
| historical/archeological value; and toxic waste sites. Note: current edition of OPNAY INSTRUCTION
5090.1 contalns up-to-date lists of current laws, orders, andd
5. Control of Lead and Copper. Marine Corps owned and operated public water systems in the Unlted
50905 GENERAL ENVIRONMENTAL PROTECTION States subject to the Lead and Copper Control requirements must retain original records of all sampling Retire to FRC after 3 years and destroy 20 N1-NU-00-1/6

RECORDS

data and analysls, reports, surveys, letters, chedules, state d
Information requires In 40 CFR 141.81 through 40 CFR 141.88.

and any other

after 12 years




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
1, Records Conceming all lonizing Radiation Sources Used by Navy and Marine Corps except the sources
associated with Naval Nuclear Propulsion, Medical and Dental, Nuclear Weapons and Naval Research
INDUSTRIAL RADIOLOGICAL SAFETY AND I.alforatory. hems covered include f"d )f-ray graphy sourc 5Iectm Retlr‘e tr: nearest FRC when no longer N1-NU-83-4/
5104,1b CONTROLS RECORDS calibration and check sources; supply Items; x-fay and q for progr 30 s5104/1/B
radioluminescent material. Destroy when 30 years old.
b. Records the | and of Indi | Radiols |
Safety and Controls Program at Fleld Actlvities.
1. Drinking Water Records. Forms and correspondence documenting resuits of tests, analyses, and
5090.12 GENERAL ENVIRONMENTAL PROTECTION measurements. Destroy when 5 years old. 7 N1-NU-85-4/ moved up to be with like records
RECORDS N 5090/1/A
a. cal Results.
1. Drinking Water Records. Forms and correspondence documenting resuits of tests, analyses, and NU-89-4
5090.1b g:g:::; ENVIRONMENTAL PROTECTION measurements. Destroy when 10 years old 10 :: 9:71/3 / moved up to be with like records
b, Chemical/Physlcal Results.
ELECTRONIC EQUIPMENT FOR RADIATION
94923 DETECTION, INDICATION, AND COMPUTATION [3. All d and C (RADIAC) Case Flles for Individual Units. Retaln on baard until unltis removed wnin N1-NU-89.3/ moved up to be with like records
(RADIAQ) from Navy inventory then destroy. 9492/3
5000-46 Equal Opportunity Offlce Reports: |Equal Opportunity Office off-base housing reports and quarterly Navy-wide TEMPORARY: Cutoffatend |[x
demographic data. of calendar year. Destroy 30
vears after cutoff.
3. Semi-Annual Off-Base Housing Referral Report. Reports submitted by every command with a housing NU
5354.3a EQUAL OPPORTUNITY RECORDS referral office under lts jurisdiction. , ::'s"" m;:fn';':" ::':;':" needed. .o :;5:;’37:4 /J
a, Navy Summary Report. 7 hid ve 3
4. Quarterly Navy-Wide hic Data. p quarterly to display {by ethnic code
and by sex) end strength percentages of officers by d end gth p of officers by | Destroy when 30 years old or no longer NL1-NU-89-8/
5354.4a EQUAL OPPORTUNITY RECORDS d end gth p of enlisted 1 by rating, /i I and ded for ref hich is 30 5354/4/A
administrative discharges, earller.
a. In House.
500047 Intellectual Property - Legal Information relating to the review, license, and protection of intellectual property TEMPORARY: Cutoff at X
Review: claims. Includes patent application review, signed agreements with owners of license, patent, or trademark
patents, all information relating to copyright licenses and trademark interests, and expires. Destroy 30 years after
licenses and assignments of DON interests in inventions, patents, and royalties. cutoff.
1. Patent, C: ht, and Trad kP Files and di that reflect the overall
PATENT, INVENTION, COPYRIGHT, N e "
5870.1b TRADEMARK AND ROYALTY PAYMENT and of plans, polides, prog p , and legal p Retire to FRC when 4 years old. Destroy| 30 N1-NU-89-4/
RECORDS governing all phases of the program. when 20 years old. 5870/1/B
b. All Other Activitles,
PATENT, INVENTION, COPYRIGHT, 8. Discl and Patent Retire to FRC 2 years after case
5870.3a TRADEMARK AND ROYALTY PAYMENT hy Relatingto Resulting from Disclosures by Navy Civilian and Military becomes Inactive. Destroy25years (30 N1-NU-89-4/
; C Under C by Nawy, and Individuals Outside 5870/3/A
RECORDS after transfer.
the DON.
PATENT, INVENTION, COPYRIGHT, 4, Security Matters Relating to Patent Applications. Retire to WNRC 3 years after resclsslon N1-NU-89-4/
5870.4a TRADEMARK AND ROYALTY PAYMENT a. Documents Pertalning to Review of Patent to hether They Should be Placed of secrecy order or completion of other {30 5870/4/A
RECORDS Under Secrecy Orders in the U.S. Patent and Trademark Office. action. Destroy 9 years after transfer.
587052 :ﬂ;?&mimogvfgﬂimim 5. Licenses and Assignments. Retire to WNRC when 5 years old. 0 N1-Nu-89-4/
RECORDS a. Signed Agreements with Owners of Patents, by Which the Government Acquires an Interest. Destroy when 25 years old. 5870/5/A
58705b :'::EDTn;I:\NRY(EAN;LO:L;z;:R:mEM 5. Licenses and Assignments. Retire to WNRC after copyright expires, 30 NI1-NU-89-4/
RECORDS b. All Documents Relating to Copyright Licenses. Destroy when 25 years old. 5870/5/B
PATENT, INVENTION, COPYRIGHT, Retire to WNRC after trademark Is
! ! ’ 5. Ucenses and Assignments. N1-NU-89-4/
5870.5¢ TRADEMARK AND ROYALTY PAYMENT abandoned by Navy. Destroy 20 years |30
RECORDS c. All Documents Refating to Trademark Interests. after transfer. 5870/5/C
PATENT, INVENTION, COPYRIGHT, Retire to WNRC 2 years after license or
5. Licenses and Assignments. . N1-NU-89-4/
58705d ::gz:::smx AND ROYALTY PAYMENT d. Ucenses and Asslj of Navy in and Patents and Royalties Paid There under. pater:t expires. Destroy 20 yearsafter 30 5870/5/D
6. Patent and C ht Infi ; d Licenses, and Royalty Matters.
PATENT, INVENTION, COPYRIGHT, p N o Retire to WNRC 2 years after
a. All D C Reports, Patents Printed Materlal, Procurement Papers, N1-NU-89-4 /
5870.6a(1) TRADEMARK AND ROYALTY PAYMENT and Other Pertinent Records. completion of action. Destroy 30 years |30 5870/6/A/1

RECORDS

{1) OCNR.

after transfer.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Nates
500048 Publication Security Review: Information relating to pre-publication security review. Includes request for a TEMPORARY: Cutoff at case |x
security review of manuscripts, photographs, lectures, radio and television scripts, closure. Destroy 30 years after
etc., prior to publication to ensure that no classified or sensitive information is cutoff.
disclosed in the publication, copies of the results of the review and other related
corr denre
11. Pre-publication Security Review Records. This indudes request for a security review of manuscripts,
photographs, lectures, radio and television scripts, etc., prior to publication to ensure that no dassifled or| Retain on board for 5 years and then NL-NU-064/
5500.11b GENERAL SECURITY RECORDS sensitive Infi Is disclosed In the publ! coples of the results of the review and other related retire to WNRC. Destroy/delete 20 30
. | " 4 5500/11/8
{correspondence. These records may be In either py or ged format, years after case closure
b. Case files for which there are objections and public release Is disapproved.,
500049 Security Clearance Adjudication: | Case files relating to security clearance adjudicative actions of a generally favorable TEMPORARY: Cutoff at case |x
nature on persons requiring access to classified information. Files may include closure. Destroy 30 years after
information of minor adverse action reports that result in a favorable adjudicative cutoff.
action. Also included are polygraph examination results and other adjudication
documentation used in arriving at security clearance and access determinations.
1. Routine Adjudication Actlons. Files relating to security dearance adjudicative actions of a generally
favorable nature on persons requiring access to dassified Informatlon. Flles may include information of Cut off at case dosure, Retirata NCIS
1 d cti rts that resuht | N ction. Also Included are pol h Records Management Division. if space
5529.12 CLEARANCE ADJUDICATIONS RECORDS ninoracuerse act on repol resultina acton. Aso e polysrap Is not avallable, retire to WNRC. 30 NINU-87-2/1/A
/] /| examination results and other adjudication documentation used in arriving at security clearante and 7 4
Destroy 15 year after the date of last
access determinations. action except:
2. Case files. }
2. Slgniﬂt:n‘t Inddents. or Mverse. At.:ilons. Fllles. contalning significant adverse adlor! reports or relating Cut off at case closure, Retire to NCIS
top security of a significant or potentially disqualifying nature "
d sub g and access d and o, such as polygraph Records Management Division. If space
5529.2a CLEARANCE ADJUDICATIONS RECORDS an N o 1 . Is not available, retire to WNRC. 30 N1-NU-97-2/ 2/A
results, Also is from Defense Hearings and Appeals {DOHA)
Destroy 25 years after the date of last
proceedings. action, except:
a, Case Files, ’ )
5000-50 {NCIS Case Files - Personnel Personnel Security investigations conducted by Naval Criminal Investigative TEMPORARY: Cutoff at case {x
Investigation: Service. Includes routine personnel security investigations; internal personnel closure. Destroy 30 years after
inquiries, and pre-employment inquiries for civilian support personnel. cutoff. !
1. Naval Criminal Investigative Service (NCIS) Personnel Security investigative Case Files. Files include
personnel security data on members of the Armed Forces, DOD civilian, contractor, nonappropriated
fund uso I, Red Cross and staff, and U.S. Coast Guard milltary and
!/ d civilian | under the Defensa ind: and P | Security Prog For criminal, Cut off at case dosure, Retire to NCIS
[ and Ism gative and i records p ly under this Records Management Division. If space NI-NU-98-2/
5527.1a(1) INVESTIGATIONS RECORDS SSIC, see SSICs 3850 and 5580 respectively. is not available, retire to WNRC, 30 S527/1/A/1
a. Routine Investigations. Files relating to p 1 security of af: ble nature on Destroy 15 years after case closure
persons who are considered for affillation with DOD and other investigations of a minor nature Impacting except:
on the suktabllity of a person to possess a security clearance. Files include personnel security information
on persons who are consldered for affillation with DOD. (Privacy Act: N05520-4)
(1) Case files,
1. Naval Criminal Investigative Service (NCIS) Personnel Security Investigative Case Files. Files include
personnel security data on members of the Armed Forces, DOD civilian, contractor, nonappropriated
fund employ UsO p |, Red Cross val and staff, and U.S. Coast Guard military and
fected civilian p | under the Defense Ind: fand P | Security Progr For criminal, Cut off at case dosure. Retire to NCIS
{ligence and counter and | records previously under this Record Management Division. if space N1-NU-98-2 /
5527.1b(1) INVESTIGATIONS RECORDS SSIC, see SSICs 3850 and 5580 respectively. is not avallable, retire to WNRC. 30 5527/1/B/1
b. significant Incldents or Adversa Actions. Files relating to ! security resulting in Destroy 25 years after case dosure.
an adverse personnel action, court-martial or cther i quired for long term ad or
legal use. (Privacy Act: NO5520-4)
{1) Case Files.
5527.3a INVESTIGATIONS RECORDS 3. Agent for with NCIS. DoD-affliated and non-Dob- Destroy 25 years after case dosure. |30 N1-NU-09-3-1

affiliated




Notes

SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU
3. NCIS of Spedal Cut off at case closure. Retire to NCIS
b. Internal Personnel Inquirles. Case files relating to Al NCIS lto Records Management Division. ¥
5527.3b INVESTIGATIONS RECORDS Include Speclal Agents and key military and civilian personnel. These records may be retained In either Destroy/delete 15 years after case 30 N1-NU-06-1/1
hardcopy or electronic/imaged format. (Privacy Act: N05520-4) closure.
Cut off at Inquiry dosure. Retire to
3. NCIS Investigations of Spedal Activities NCIS Records Management Division. If Ni1-NU-98-2/
§527.3d INVESTIGATIONS RECORDS d. Support Pi 1 for civilian support personnel. (Privacy Act: N05520-4) space Is not avallable retire to WNRC. 30 5527/3/D
Destroy 15 years after Inquiry closure.
4. Criminal Division (CID) Backgr d Flles. Infi ion pertaining to
applicants for positions with Navy and Marlne Corps as Criminal fud I from Cutoff at end of CY. Destroy 25 years ¥
5527.4 INVESTIGATIONS RECORDS military and civilians for positions as Investigators and support l, forand to old after cutoff, 30 N1-NU-08-4-1
procedures and 4 nf
5. CID Internal P | Irles/l Case flles relating to Internal inquiries and
|Investigations conducted by or for CID officlals regarding Navy and Marine Corps CID personnel to include|
5527.5 INVESTIGATIONS RECORDS agents and personnel assigned to CID offices, whether military or civilian. Includes all Informetion relative. :::"ﬂ:’ :‘;;' C¥. Destroy 15years 1, N1-NU-08-4-2
to the Inquiry/Investigation such as Initlal reports, associated correspondence, reparts, and findings. This d )
ludes criminal d J under SSIC 5580, paragraph 13.
5000-51 NCIS Criminal Investigative Reports: | investigative reports of matters of alleged violations of laws, regulations, and TEMPORARY: Cut off at case |x
’ directivesin which NCIS has jurisdiction and responsibility. This includes requests | 7 closure. Destroy 30 years after
for and results of polygraph and forensic laboratory examinations, technical - case closure.
investigative techniques such as oral, wire and electronic intercepts, copies of
evidence custody documents and other related material. Also included are
criminal investigations completed by USMC CID and Grand Jury material.
4, NCis Criminal Investigative Records. Files relating to law enforcement Information and criminal
Investigative cases,
a, Criminal Reports. reports of matters of alleged violations of laws,
regulations, and directives in which NCTS has di and responsibility. This includ for ::;ﬂ:;::: c::::'nri::;m"tc'sm No NI-NU-88-2/
5580.4a(1)  [LAW ENFORCEMENT RECORDS and results of polygraph and forensic laboratory examinati hntcal suchas s mot eailable retire To WIRC. Doty rEtention SS90/4/A/L
oral, wire and el copies of custody d and cther related material. 25 years after ":“ closure. bl specified
Also included are criminal d by USMC CID and Grand Jury material. (Privacy Act: yea )
N05520-4))
(1) Case flles.
5000-52 NCIS Non-Investigative Reports: NCIS reports and assessments of non-investigative nature. Includes NCIS Security TEMPORARY: Cutoff at case |x
Training, Assistance, Assessment Team (STAAT) vulnerability assessments; criminal closure. Destroy 30 years after
intelligence and information reports, protective operations, and sources cutoff.
administration,
2, Naval Criminal Investigative Service (NCIS) Security Tralning, Assistance, Assessment Team (STAAT)
Inerability Reports of and surveys conducted to provide fleet commanders,
Cutoff annually on 31 December. Retire|
5522.2 INSPECTIONS RECORDS Navy regional u'peratlluml commanders and Marine Cvr.ps are.a and component commanders a basis for to NCISHQ, Records Management x DAA-0526-2010-
litytoa attack and Identify antit: ta protect Branch. Destroy 25 years after cutoff. 0001-0001
from terrorist attacks at a port, airfleld, hotel, residence, faclfity, or other site. Vulnerability assessments ) ¥4 yea :
and surveys may Indude other related correspondence.
4. NCIS Criminal Investigative Records. Files refating to law enforcement information and criminal
Investigative cases.
d. Non-Investigative Reports. Consists of reports concerning non-Investigative Issues such as criminal
Intelligence and Inf reports, p P law briefings, and sources Transfer to NCIS Records Management
administration. Division. If spaceIs not available, retire Ni-NU-98-2/
5580.4d(1)(a) }LAW ENFORCEMENT RECORDS I p Reports P d from f lirad to WNRC. Destroy 15 years after 15 5580/4/D/1/A

persons or organization whose criminal activitles significantly affect the naval establishment, or of those
actlvities designed to gain Information of a criminal intelligence nature for law enforcement purposes.
{Privacy Act: NO5520-4)

(a) Group 1:

closure.




SSIC/No. | Series Title Description of Records Cutoff Disposition Ret. DAU Notes
4. NCIS CrimInal Investigative Records. Files relating to law enforcement information and criminal
[nvestigative cases.
d, Non-Investigative Reports. Consists of reports concerning non-nvestigative issues such as criminal
and inf reports, p law [ and sources
administration, Cut off at case closure and transfer to NI-NU-98-2/
5580.4d{4){a) |LAW ENFORCEMENT RECORDS (4) Sources. data about | who have been used as sources of criminal NCIS Records Management Division. 15 5580/4/D/4/A
Information by the Navy; the details on use or activities of source that are necessary to confirm Destroy 15 years after case closure.
|operational use as source, or future claims against Navy by source or helrs of source. Induded are
I]F fi and fi ial reports, 1 prod and related infé
Also included In infi ion on d dered for use, but rejected. {Privacy Act: N0O5520-4)
i (a) Case flles.
4. NCIS Criminal Investigative Records. Files relating to law enforcement informatlon and criminal
investigative cases,
d. Non-Investigative Reports. Consists of reports concerning non-Investigative Issues such as aiminal
intelligence and information reports, p law and sources
5580.4d(6) LAW ENFORCEMENT RECORDS ladministration. Retire to FRCwhen 3 years old. Destroy|, , N1-NU-04-2/3
A Vcteal ol N o when 10 years old,
(6) P Autopsy Reports byp on
when the manner of death is und: d In order to d their probahle state of mind at the
time of death. Case file includes copy of medical records, investigative reports and other information
d d
5000-53  {Summary and Special Courts- Summary and Special Courts-Martial Cases not involving a punitive discharge nor | " TEMPORARY: Cutoffatend |x i
Martial: cbncerning an officer (consisting of the’original record of trial). ’ of calendar year. Destroy 30 y ’
h—— - — i —_|vears after cutoff. _ e b e
3. Summary and Special Courts-Martial Cases not lving a punitive nor an officer Retire to NPRC (MPR) 2 years after N1-NU-89-4/
5813.3a 1COURTS-MARTIAL TRIAL RECORDS {(consisting of the original record of trial). completion of appellate review. 15 S813/3/A
2. Files accumulated and maintained by Shore Activities. Destroy when 15 years old.
B ! 3, Summary and Special Courts-Martial Cases not involving a punitive disct nor rning an officer - PR j - o -
Retire to NPRC (MPR) 3 years after
5813.3b |mum’s-MARTML TRIAL RECORDS Lu::ls::""' s 0"1!-‘::' o Dﬁ"::l);lm h cluding Fleet Alr/Fleet Marine Force of llate review. ! 15 :81;:/%-/5: Y
I - T J Destroy when 15 years old. I
5000-54 . Military Music Recordings: jAudio and visual recording of special events and concerts : TEMPORARY: Cutoffatend 'x [
i
i of calendar year. Destroy 30 i
1
I [ e o i ol e et i - - vearsaftercutoff.. ... _ _} . . __ - - N
. 5. Audio and Visua) Recording Of Special Events and Concerts. Retire to nearest FRC when 5 years old. N1-NU-89-4/
51415 jMILTARY MUSIC a. Records maintained by Navy Bands. Destroy when 30 years ofd. 0 5141/5/A
5000-55 Program Oversight (General Information relating to the oversight of the execution of plans, policies, programs, Trigger(s) TEMPORARY: Cutoffatend x {$] Common across
Administration): and procedures relating to the commands assigned mission. of calendar year. Destroy 10 chapters. Need a common
years after cutoff. , description for each.
I I T 7T 77 7[1.General correspondence Files, Reports, and Other Related Documents Pertalning o the Operatlon and i - . B N A
5110.1a MAILAND POSTAL AFFAIRS RECORDS Administration of Mail and Postal Affairs. Include records of all naval offices or units responsible for mail Destroy when 10 years old. 10 lNl-Nu-89-4/
and postal services, i5110/1/A
a. dquarters Mail /Postal Affairs Program l
' 1. Files Pertaining to Programs, Plans, Policies, and F d for and Impi g Records Destroy 10 years after program Is N1-NU-89-4/
5210.1a RECORDS MANAGEMENT PROGRAM RECORDS | Management. lled, ded, or no longer 10 5210/1/A
. l.gCLAV,C@ﬂdF_M(_:F_llgs._ e - . o] ded for ref . ]
Transfer annually to the WNRC.
s213.22 FORMS MANAGEMENT (INCLUDE FORMATS) |2, Commandant of the Marine Corps. m’;’d:’"‘::l'::';:‘:r:':: '1':::::‘: © N1-NU-83-4/
RECORDS (EXCEPT MARINE CORPS) 2. NAVMC, NAVMC HQ, and DD (MC) blank forms. after form(s) become obsolete or use 5213/2/A
discontinued by the Marlne Corps.
T T - Destroy 10 years after the form Is
FORMS MANAGEMENT {INCLUDE FORMATS) N1-NU-89-4/
5213.3 RECORDS (EXCEPT MARINE CORPS) 3. Non-Marine Corps Forms. s.uperseded, cancelied or use 10 5213/3




|ssic/no. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
Retire to FRC upon completion of N1-NU-89-4/
5219.1 PUBLISHING MANAGEMENT RECORDS 1. Files with the Supporting Papers Which Document the Inception, Scope, and Purpose of the Project. project. Destroy when 10 years old, 5219/1
5. Forelgn Disdosure Records
g. Forelgn Influence. Files created under any of the programs listed but not limited to them: {1) Forelgn
hip, Control or Infl {FocCi); (2) Committee on Forelgn Investment in the United States :::::’v;:::u:::sbﬂ;;:‘::rh:? Jl::l#l'
5510.5¢ INFORMATION SECURITY RECORDS (CFIUS); or {3) Participation by Foreign C InDON p Nawy IPO coordinates DON ‘wmm files for 3 years: u‘e:u retirato |1 N1-NU-02-5/15
input to (1) Defense Se:urlty Service; (2) CFIUS or {3) OSD regarding (1) FOC! of U.S, businesses; (2) WNRC. Dest 1:’ .;‘ after cut-off,
prop i etc.of US. by forelgn e or(3) roy 10ve .
g by foreign busi to particlpate in p! acquisition, etc,
1. Program Records. Files and other records of the DAPS, Ft. Belvoir, VA, and other departmental offices
GENERAL MICROGRAPHICS PUBLICATIONS, having assigned overall publications and printing or other d and tha|
5600.1 PRINTING, DUPLICATING, AND REPRODUCTION|d the blish and of overall plans, policles, programs, and “D::':‘ ”wv::ﬁ: h""r:;:"’ old. 10 ::o:;’:“/
RECORDS p d p g to publ printing, and other reproduction matters and to the operations of id ye }
DAPS.
1. Primary Program Records
Retire to WNRC when 4 years old or
b. CMCand Other Offices. Files d the overall of d AFRTS N N1-NU-894/
5771.1b ADMINISTRATION AND POLICY RECORDS progr o and that are not dupli for o d In the files covered In ﬁleasr::;::me Inactive. Destroy when 10 [10 5771/1/8
ssiC5771.1a. years olc.
1. Primary Program Records Retire to WNRC when 4 years old or N1-NU-89-4/
5771.1c ADMINISTRATION AND POLICY RECORDS c. Fleet and Other Major Shore-Based Commands. Files di policy d or other files become Inactive. Destroy when 10 |10 sTI/C
4 4 significant or | local transéctions or ions of a highly ialhature. years old. 4 4
. " o Retire to nearest FRC when 2 years old ¥
57721 PROGRAMMING AND PRODUCTION RECORDS 1. General C: d Files. Flle.s and other pertalning to the use and disposition of or files become inactive, D: when |10 N1-NU-89-4/
and p of AFRT op Y 5772/1
10 years old.
Retire to nearest FRC when 2 years old. N1-NU-89-4/
5774.2 SHORE-BASED AFRT OPERATIONS RECORDS 2, Shore Activities/Outside CONUS Conducting AFRT Operations. Destroy when 10 years old. 10 5774/2
1. Naval Media Center.
a. Records Documenting the Naval Media Center's Organhational History and Its Policles, Programs, Retire to WNRC when 4 years old. N1-NU-89-4/
5780.1a INTE PUBLICAFFAIRS RDS Overall F dures, and 1 T { Records lated by BUPERS activities. Exclude Destroy when 10 years old. 10 5780/1/A
primary program records filed under SSIC 1000,
5000-56 Annual expanded Legal Assistance |Report consists of primary statistical information compiled from legal assistance  'Trigger(s) | TEMPORARY: Cutoffatend |x H i
Program (ELAP) Report: case record forms and supplemented by material on functioning of program. : ,of calendar year. Destroy 10 ! '
iReports are prepared annually be legal assistance attorneys. i years after cutoff. ' [
1
L i
Field Offices: Retain on board. Destroy
5. Annual expanded Legal Assistance Program (ELAP) Report. Report consists of primary statistical 2 years after submission of annual N1-NU-85-4/
5801.5 " | LEGAL ASSISTANCE RECORDS lted from legal case record forms and supplemented by material on report. OJAG: Retain on board for 10 580/5
of prog! Reports are prepared ly be legal and p
Destroy when 10 years old.
5000-57 Survey and Inspection: | Final reports of surveys and inspections of major activities performed by an | Trigger(s) | TEMPORARY: Cutoffatend |x : :
Inspector General's Office and supporting documentation of action taken. ! of calendar year. Destroy 10 : 1
vears after cutoff.
1. Primary Program Records
5040.1¢ NAVAL COMMAND INSPECTION PROGRAM c. CRO Area Coordinators, COMNAVBASES, and Other Activities and Offlces. Files that reflect overell Retire to nearest FRC when 6 years old. 10 N1-NU-89-4/
- RECORDS survey and i fon p and progi and significant accomplishments (exclude routine | Destroy when 10 years old. 5040/1/C
3. Survey and Inspection Reports Files.
5040.3¢ NAVAL COMMAND INSPECTION PROGRAM ©. CNO Area Coordinators, COMNAVBASES and Fleet Command Headquarters Report Files and 9]!tllﬂ Retire to nearest FRC when 4 years old. 10 N1-NU-89-4/
) RECORDS Command Headquarters. Coples of final reports of surveys and Insp of major | Destroy when 10 years old. 5040/3/C
by the Command Inspector General's Office and supporting documentation of action taken.
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SSIC/No. Serles Title | Description of Records | Cutoff | Dispasition | Ret. | DAU Notes
5000-58 NCIS Polygraph Examiner 'Polygraph examiner certification information, including applications, ‘Trigger(s) ‘ TEMPORARY: Cutoffupon '
' Certiflcation: ‘recommendations, approvals, disapprovals and related Information. separation or retirement of
E examiner. Destroy 10 years
. after cutnff.
9. Polygraph Examination Records (Criminal Investigations).
b. Polygraph Examiner Certification Records. Polygraph certification dudi Retaln on board. Destroy 10 years after| NI1-NU-98-2/
5580.9b LAW ENFORCEMENT RECORDS . ! 1s and related {Privacy Act: NO1070- or er. | 5580/9/B
12) I
5000-59 iMllital'v Justice Case Management - Computerized tracking system used Marlne Corps wide to provide law centers, Trigger(s) TEMPORARY: Cutoffatcase x
\USMC: judge advocates, and staff judge advocates the ability to track the progression of closure. Destroy 10 years after
: thelr cases throughout the pre-trial, trial, and post-trial phases. The system \cutoff. :
. provides oversight to ensure that all cases are tried in an expeditious manner, and
' that the post-trial process is handled in accordance with the timelines established
hrtha il rourke
4, USMC Infi System d Military Justice Case Progression Tracking (Media Neutral),
Computerized tracking system used Marine Corps wide to provide law centers, judge advocates, and staff
judge advocates the ability to track the progression of thelr cases throughout the pre-trial, trfal, and post-
5810.4 MILITARY JUSTICE RECORDS trial phases. The system provides oversight to ensure that all cases are tried In an expeditious manner, :;suw:‘delm::sed/wmplned files 10 N1-NU-07-12/1
and that the past-trial process is handled in d: with the hed by the en 10 years old.
courts.
J NOTE: Includes but not fimited to the Judge Advocate’s Case Management System. s Vi
5000-60 Military Justice Case Management: - Reports of JAGMAN Investigations and related records regarding investigations into Trigger(s) TEMPORARY: Cutoffatcase x
Reports "reports of lost, compromised, or possibly compromised information or materiel. 'closure, Destroy 10 years after
i . cutoff,
3. Security JAGMAN Reports/ Records/Case Files. Reports of JAGMAN Investigations and related records
regarding investigations into reports of lost, compromised, or passibly compromised information or Retaln on board for 2 years after case Is
5830.3b :g::;: so F INQUIRY AND INVESTIGATIONS materlel, as required by SECNAV M 5510.36. Maintalned by commands and CNO (NO9IN2). (Privacy Act: closed, then retire to the WNRC. 10 N1-NU-01-1/6
N05830-1) Destroy 10 years after case Is dosed,
b. CNO (NOSN2).
5000-61 iVIsuaI Information (V1) - Activitles' Activities' copies of VI materials (films, tapes, discs or graphic arts) recorded by Trigger(s) TEMPORARY: Cutoffatend !x [1] covered by new Vi
Coples: Navy and Marine Corps activities and maintained at the activity or command-level. of calendar year. Transfer ! schedule?
visual Information to the ;
DIMOC as soon as possible,
‘but no later than one year :
from date of creation. .

DIMOC wiil cut off visual




Description of Records

Notes

.Program In high schools and other secondary schools Records Include, but are not

‘limited to, Instructor applications that contain name, gender, race, SSN, rank at
.retirement, branch of service from which retired, active duty designated,
\retirement date, birth date, pay grade, address, home and work telephone
fnumbers, electronic mail address, dates of employment as Instructor, Instructor
,Certification Application, essay questions, school name, helght, weight, body fat
imeasurements or most recent Physical Readiness Test (PRT), photograph

isubmission sheet, the Interviewer's appraisal, applicant checklist, desired location
;for employment as an Instructor, and academic degrees, certification letters, |
‘Instructor status (probation / evaluation), Instructor evaluations, Instructor '
' observation reports, school evaluations and probation letters, resignation letters,

- pay Information, and associated correspondence.

SSIC/No. Serles Title Cutoff Disposition Ret, DAU
1. VI mahrlall {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activitles not
vhere and d d to have generalorh | interest to the Navy or
Marine Corps.
c. Motion Medla. Navy and Marine Corps- sponsored motion media produced Intemnally or under
|contract. Flims: 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 recardings: the original or earliest generation of recording|
and dubbing If one exists. Acquired films: two proj prints or one projection print and a video | Transfer to the National Archives when
recording and accompanying caption data sheets. Unedited film footage: the original negative or color 10 years old or earller if no longer
riginal, work print, and an positive or dupl If one exists, :ppmprlmlv needed for current operations. (Any ¥
5291.1c{1)(c)3 :ngong:c"ons' PRODUCTS AND SERVICES d, labeled, and described. Unedited video: the original and a di ducts not d bythe 10 ::9'1‘;’17:/.:/2,3
labeled and described. Ardllvos will be destroyed when no
{1) Documentary footage (except routine survelllance, sclentific, medical or engineering foatage) shot for longer needed by the Navy or the
research and development, fact-finding or other studles and stock foatage, outtakes and trims created Marine Corps).
durlnlthe course of 2 Navy and Marine Corps-sp p Internal news or
dings of public ings or hy d guest
speakers, und hsllmony of wa and Marine Corps officials before Congms Ind at other hearings, and
textual {prog das, scripts, etc.}) Medla appearances by top Navy and
Marine Corps officlals.
{c) Held by the DOD Motlion Media Records Center.
3, All other audiovisual products.
i / 7 ’ s
5000-62 {Drug Abuse and Rehabilitation: ' Information Relating To Rehabilitation of Participants in the Alcohol and Drug \Trigger(s) ' TEMPORARY: Cutoffatend ix
: ! Prevention and Control Program. Includes, but not limited to urinalysis results, of calendar year. Destroy 10 !
t
1 treatment plans, patient observations, treatment progress reports, and discharge years after cutoff. ,
renors :
1. Documentation of Datectlon of Drug Abuse By Military Personnel, Indndlng Marine Corps Tables of
I Some to Disposal Jards Are of.
Heuln, Records Directly Relating To Matters Listed Below Will Not Bo Demw!d Until Clearance or Destroy when members separated from NI-NU-89-4/
5355.1b{2) DRUG ABUSE CONTROL RECORDS Settlement of the Case: NJP, Court Martlal and other disciplinary the service or when 10 years old 10 5355/1/8/2
actlon, appeals dure, or medical boards or administrative actions. whichever Is sooner.,
b. Navy Drug Lab: L lysis Analysis il
{2) Positive results.
3. Drug Abuse Case Flles for Level Ill Treatment at Naval Alcohol Rehabilitation Centers. individual )
d: d multidiscipfinary [ therapy for DOD millitary personnel, dependents, and retired
5355.3 DRUG ABUSE CONTROL RECORDS d ot Naval Alcohol Rehabilitation Centers (NARC). Records consist of standard, et to neares? FAC when 3 years old |10 ::;’5';’:“/
Fedeﬂl, and DOD forms approved for program use by the Chief of Naval Personnel as wellas estroy when 10 years ofc.
[ recommendations for after care.
5000-64 'JROTC Records: \Junior Reserve Officers Training Corps (JROTC) and Navy National Defense Cadet  Trigger(s) TEMPORARY: Cutoffatend x
Corps (NNDCC) Records. Consists of records concerning the establishment of the ~of CY. Destroy 10 year(s) after
:Navy and Marine Corps JROTC Program and Navy National Defense Cadet Corps icutoff.




SSIC/No.

Series Title

Description of Records

Cutoff

Disposition

Notes

5761.1a

JUNIOR RESERVE OFFICERS TRAINING CORPS
{JROTC) and NAVY NATIONAL DEFENSE CADET
CORPS (NNDCC) RECORDS

1. Junlor Reserve Officers Training Corps {JROTC) and Navy National Defense Cadet Corps (NNDCC)
Records. Consists of records concerning the establishment of the Navy and Marine Corps JROTC Program
and Navy National Defense Cadet Corps Program In high schools and other secondary schools Records
Include, but are not limited to, Instructor applications that contain name, gender, race, SSN, rank at
retirement, branch of service from which retired, active duty designated, retirement date, birth date, pay
grade, address, home and work telephone numbers, electranic mall address, dates of employment as

CertHfication essay school name, height, welght, body fat
measurements or most recent Physical Readiness Test {PRT), photograph submission sheet, the
interviewer's appralsal, applicant checklist, desired locatlon for employment as an Instructar, and
|academlc degrees, cartification letters, status {prob
[ Instructor observation repum, sd\ool and probation letters, resi letters, pay

and

a. School Correspondence Nenords Includes information relating to the selection, establishment, and
{administration of JROTC and NNDCC Units and Includes school appll blishing Units,
{establishment orders, and records of similar Importance.

Cutoff upon disestablishment of Unk.
Destroy 10 year{ s) after cutoff.

DAA-0428-2012-
0003-0001

5761.1c

JUNIOR RESERVE OFFICERS TRAINING CORPS
(JROTC) and NAVY NATIONAL DEFENSE CADET
CORPS (NNDCC) RECORDS

1. Junior Reserve Officers Tralning Corps {JROTC) and Navy National Defense Cadat Corps (NNDCC)
Records. Consists of records concerning the establishment of the Navy and Marine Corps JROTC Program
ang Navy Natlonal Defense Cadet Corps Program Ip high schools and other secondary schools Recprds
Incude, but are not limited to, Instructor applications that contain name, gender, race, SSN, rank at
retirement, branch of service from which mlmd active duty designated, retirement date, birth date, pay
grade, address, home and work telepk mall address, dates of employment as
Certification Appll essay school name, height, weight, body fat

measuremems or most recent Physical Readiness Test (PRT), photograph submission sheet, the

r's checklist, desired location for | as :n and
academlc degreas, certification letters, status (prob /eval ), Instructor evaluations,
Instructor observation r!pum, school mluaunns and probation letters, resignation letters, pay

and
| Records. Includes Initial appli for certification of mdrviduals as JROTC or

NNDCC Instructors In high schools and other secandary schools and assoclated correspondence.

Cutoff at end of CY. Destroy 10 year(s)
after cutoff.

10

DAA-0428-2012-
0003-0003

5761.1d

IUNIOR RESERVE OFFICERS TRAINING CORPS
{IROTC) and NAVY NATIONAL DEFENSE CADET
CORPS (NNDCC) RECORDS

1. Junlor Reserve Officers Training Corps JROTC) and Navy National Defense Cadet Corps {(NNDCC)
Records. Consists of recards concerning the establishment of the Navy and Marina Corps JROTC Program
and Navy Natlonal Defense Cadat Corps Program In high schools and other secondary schools Records
Include, but are not limited to, Instructor applications that cnmnln name, gender, race, SSN, rank at
retirement, branch of service from which mlmd active duty d { date, birth date, pay
grade, address, home and work telept ! ic mall address, dates of employment as
Certification i essay school name, helght, weight, body fat
| measurements or most recent Physical Readiness Test (PRT), photograph submission sheet, the
interviewer's appralsal, applicant checkllst, desired location for employment as an Instructor, and
academic degrees, certification letters, Instructor status (probation /

Instructor observation repnrts, sdlonl and p lon letters, letters, pay
fon, and
d. Instructor Records. Information related to certification, Instructor status (probation/evaluation),
and ok reports, school evaluations and p letters,

letters, and assoclated correspondence.

Cutoff at end of CY when the Instructor
ceases teaching. Destroy 10 year(s)
after cutoff.

DAA-0428-2012-
0003-0004




Notes

SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU
1. Junlor Reserve Officers Tralning Corps {JROTC) and Navy National Defense Cadet Corps (NNDCC)
Records. Consists of records concerning the establishment of the Navy and Marine Corps JROTC Program
and Navy National Defense Cadet Corps Program In high schools and other secondary schools Records
Include, but are not limited to, Instructor applications that contaln name, gender, race, 55N, rank at
retirement, branch of service from which mlmd active duty designated, retirement date, birth date, pay
grade, address, home and work tel; ! ic mall address, dates of employment as
5761.1¢ ﬂ‘m :i:?xsg:‘:;?:m::;?;::r Instructor, Instructor Certification Application, essay questions, school name, helght, weight, body fat Cutoff at end of CY after final dedsion. 10 DAA-0428-2012-
” measurements or most reant Physlcal Readiness Test {PRT), photograph submission sheet, the Destroy 10 year{s) after cutoff. 0003-0005
CORPS (NNDCC) RECORDS - hmekl
nter 's deslired location for asan and
academic degrees, certification letters, status {p i
- Instructor observation reports, school eval and p letters, letters, pay
ion, and d
e. Instructor Decertification and Records. ion related to the dedision to decenrtify
and/or revoke mdrvidual's certification.
1. Junior Reserve Officers Tralning Corps (JROTC) and Navy Natlonal Defense Cadet Corps (NNDCC) -
| Records. Consists of records concerning the establishment of the Navy and Marine Corps JROTC Program
and Navy National Defense Cadet Corps Program In high schools and other secondary schools Records
Include, but are not limited to, Instructor applications that contain name, gender, race, SSN, rank at
7’ s branch of service from which mlred :nlve duty designated, retirement date, birth date, pay o ’ s s
grade, address, home and work telept ic mall address, dates of employment as
JUNIO
5761.1f (JI:)T:) :nEsdE:X\EI::FAﬁ?: :::IE:IENNGS?(;PD&ET Certification essay qt school name, height, welght, body fat Cutoff at end of CY after last payment. 10 DAA-0428-2012-
- measurements or most recent Physical Readiness Test (PRT), photograph submission sheet, the Destroy 10 year(s) after cutoff. 0003-0006
CORPS (NNDCC) RECORDS . . N o
interviewer's appraisal, applicant checklist, desired locatlon for asan and
|academic degrees, certification letters, status (prob [ evalt )
Instructor observation reports, tdmol h and pi letters, letters, pay
lon, and Jated
f. Pay k Records. Includes Infi used to pute Navy's or Manne Corps'
lreimbursement portlon of the JROTC Program Instructor salary paid to the host school district.

5000-65 Employment records: Income tax withholding records. Please also see chapters 1, 7, and 12. Trigger(s) TEMPORARY: Cutoffatend [x !
of calendar year. Destroy 10 1
vears.after cutoff. ;

1. Records of Morale, Weifare, and Recreation Clubs, Assaciatlons, and Facilities and Other Personnel

Service Activities Financed From Non-Appropriated Funds. N1-NU-89-4 /
5380.1b(2) SERVICES RECORDS b. Income Tax Withholding Records. Destroy when 10 years old. 10 5380/1/B/2

{2) for | and reports of federal taxes withheld.

3. NCIS Investigations of Spedal Activitles Cut off at case dosure. Retireto NCIS

a, Agent Applications for Positions with NCIS. Information concerning DOD-afflllated and non-DOD- Records Management Division. Destroy N1-NU-98-2/
5527.33(2) INVESTIGATIONS RECORDS affiliated applicants. {Privacy Act: NO5520-4) 10 years after release, separation, 10 5527/3/A/2

(2) Applicants who are accepted. fi { or resignati

Retire to the FRC when no longer

1. Taxes, State and Local. N1-NU-89-3/

5840.1a TAXES, CLISTOMS, AN DUTIES RDS a. Files Accumulated at the Departmental Level by OGC as Applied to Navy and va Contractors. required for reference. Destroy 10 1o 5840/1/A
years after transfer.

Retire to the FRC when no longer
1, Taxes, State and Local. | N1-NU-89-4 /
5840.1b TAXES, CUSTOMS, AND DUTIES RECORDS b. Flles Accumulated by Branch Offices of the OGC. |required for reference. Destroy 10 10 5840/1/B
years after transfer, s
ORGANIZATIONAL MANNING AND BILLETS 1. Complement and Allowance Records for Military Personnel, Including Marine Corps Tables of Destroy when 5 years old or N1-NU-89-4/ )
5320.1a RECORDS Organizations (T/Os). |superseded, whichever Is earfle 7 5320/1/A 'moved to be with like records
3. Bureau of Naval P ] Master Case Files. P ' -
1. Complement and Allowance Records for Military Personnel, Including Marine Corps Tables of No
5320.1b :::SATIONAL MANNING AND BILLETS p (1/0s). :,:,mrd to MCCDC (TFS) when 4 years retention | N1-NU-85-4 coverd by other SSIC
b. Marine Corps Record Coples of T/Os. 3 specified




SSIC/No. Series Title Description of Records Cutoff Disposition DAU Notes
1. Records of Morale, Welfare, and Recreation Clubs, Assoclations, and Facilitles and Other Personnet Destroy 4 years after supersession or 4
Service Activities Financed From Non-Appropriated Funds, years after the dose of the calendar N1-NU-89-4/

5380.16(1) SERVICES RECORDS b. Income Tax Withholding Records. yvear In which individual {eaves activity's 5380/1/8/1 moved to be with like records
{1) Exemption certificates. employment, whichever Is earller.

5000-66 Program Management: Information relating to the execution of plans, policies, programs, and procedures |Trigger(s) TEMPORARY: Cutoffatend |x [$] Common across
relating to the commands assigned mission maintained by activities, departments, of calendar year, cancellation chapters. Need a common
divisions, and other organizational units. or supersession. Destroy 5 description for each,

years after cut off.
2. Activities General Correspondence Files Relating to Ad and On-Site Surveys,
M| -NU-89-4

5040.2 :::: L COMMARD INSPECTION PROGRAM and to Administrative, Military, and other Surveys and Inspectlons. (Exclude primary program records Destroy when 6 years old. 7 NI-NU /

RDS 5040/2
covered In 55IC 5040.1.)
N1-NU-89-4/

5070.4 LIBRARIES AND LIBRARY SERVICES RECORDS  |4. Inter-Uibrary Loan Logs or Other Similar Records. | Destroy when 4 years oid. 7 s070/4
1. General Records of the Navy Components of the Defense Courler Service. Records consist of

51301 NAVY COMPONENT OF THE DEFENSE COURIER | correspondence, messages, reports, and publications in subject and serlal files that record or reflect the Retire to nearest FRC when 2 years old. 7 N1-NU-89-4 /

- SERVICE RECORDS Imission, functions, plans polides, doctrines, billets, p and ad of the Destroy when S years old. 5130/1
of the unit.
/ 1. Band Primary Pr/r:gum Records. Primary program records and énenl correspondence flles that 4 4 4
reflect the establishment of policles, plans, pmudures, and slgnlﬂunt acmmpllshmem: of Navy and ¥

5140.1 BAND RECORDS Marine Corps Bands. Records consist of reports, r':::::::: "':’I:"S‘:‘s’ "“:‘s";: for ;’:4:/"1'”4/

‘commendatlons received for speclal concerts and events, press dippings, printed programs, yea -
p Is, and records relating to conducting conferences and clinics.
2. Operations and Administration Files. Records relating to routine administration and daily activitles.

s11020 BAND RECORDS :1;::!:: administrative support for program actlvities. Exclude Primary Program Records filed under SSIC Retire to WNRC when 2 years old, , N1-NU-89-4/
3. Records maintained by the United States Navy Band, Washington, DC and the United States Marine |Destroy when § years old. 5140/2/A
Band.

2. Operations and Administration Files. Records relating to routine administration and daily activities.
dud support for program activities. Exclude Primary Program Records filed under SSiC Retire to nearest FRC when 2 years old. N1-NU-89-4/
5140.2b BAND RECORDS 5140.1 Destroy when 5 years old 7 5140/2/8
b. Records d by other Navy and Marine Corps Bands.
1, Equipment and Supply. Documents refating to band hard and I
repair and supplies, budget and fiscal plans and req Y. and I tud Destroy when 7 years old, or, in the
5142.1 MUSICAL INSTRUMENTS, EQUIPMENT AND purchase of non-expendables (library sheet muslc, publications) and upendahles (reeds, repair supplies, case of instruments, 2 years after 7 N1-NU-89-4/
SUPPLIES T 5142/1
paper). Also relating to disposal of Instrument.
serviceability of equipment.
2, Privacy Act Records.
4. General Privacy Program Work Records. Contalns records such as Pnvacy Impact Assessments (PIA), Cutoff at end of CY. Destroy when 4 g

5211.2g ;:::3:; :I:rg?::::?: ‘g:::sw“" AND System of Records Notices (SORN), forms, instructions, and other similar work products requmng a years old or when superseded, 7 mm:m
Pnvacy Act review Files Indude onqmal request, coples of replies thereto, coples of final work products, {whichever Is sooner.
and all related supporting documents.

s2131 FORMS MANAGEMENT (INCLUDE FORMATS) 1. Forms Management Case Fle. Acthty case flesof forms It requlres,including copy of form, requling ::I::::’"’gx ﬁlelnw:';"v:"r:: :he“ sy N1-NU-89-4 /

N IRECORDS {EXCEPT MARINE CORPS) kground |, justifications, usage data, and other supporting papers. vears old ) roy 5213/1
1. Directives Files, Destroy 5 years after directive Is
5215.1b ISSUANCE SYSTEMS {INCLUDE DIR ES) b. All Echelon 2 Activitles Officlal Case Flles (See Abova). Note System Commands retire directives as cancelled, superseded or no longer 7 N1-NU-89-4/
RECORDS N 5215/1/B
primary program records under of this |needed for reference.
'WORKLOAD/PERFORMANCE MEASURE N N1-NU-89-4/

|521l).2 RECORDS 2. Per and Work and Y Reports, Graphs, and Criterla, « Destroy when S years old. 7 Iszzo 2
2, Activity or Office Proczdures and Reports. Files performan . - 894

5233.2 INSTALLATION MANAGEMENT RECORDS and all other aspects of installation management not specifically ::Ir;::the "WT:H; FRC::;" 3 years 7 :;:;’2 /
identified under another SSIC. - Destroywhen S years old.

L Ind I C d Files, hnical Reports, Status, Savings, Economic Reports, N1-NU-89-4/

5240.1a INDUSTRIAL METHODS RECORDS and Studies. Also, p| d and guidelines for f: chinery, etc. Destroy when 5 years old. 7 5240/1/A

a. Reports.




Notes

|SSIC/No. Serles Title Description of Records Cutoff Disposition DAU
1. Inds I C d Files, chnical Reports, Status, Savings, Economic Reports, NI1-NU-83-4/
5240.1b INDUSTRIAL METHODS RECORDS and Studies. Also, pi d and guidelines for uf: hinery, etc. Destroy when 5 years old. 7
5240/1/8
b. General Correspondence Files.
1. General Records, Reports, studies, tasking orders, and similar records generated by analysis of an
forganization and its management and/or command systems. Reports are usually informal and N1-NU-89-4/
5250.1 GENERAL MANAGEMENT SCIENCES RECORDS | unpublished. Records may be generated at all activitles. Exclude Operatlons Analysis/Operations Destroy when 5 years old. 7 5250/1
Research Records filed under SSIC 5280.
1. Instructions, Orders, and C: d Files that blish and prindples for and
DELEGATION/SUCCESSION OF AUTHORITY |document delegation of authority and of d chains blished within the DON. N1-NU-89-4/
5402-1a RECORDS a. Those di which dels d responsibllities ta subordi staffs or naval Destroy when 4 years old. 7 5402/1/A
{commanders for action and control.
S. Foreign Disclosure Records
d. Review, and datlon to OSD for to | Discl Pollcy Hold hard copy locally for 4 years after
551054 INFORMATION SECURITY RECORDS (ENDP). These files indude DON d tothe 1 Policy Committee (NDPC) DON recommendation; then destroy. N1-NU-025/8
for Navy-related l, di etc.
5. Forelgn Disclosure Records
Cut-off and create new file each fiscal
f. Funding. Manage funds to DON activitles such as R&D centers, Navy labs, etc. to support reporting of ¥
5510.5f INFORMATION SECURITY RECORDS Navy equities to WASSENAAR Agreement; technical support for the Millarlly Critical Technologles List year. Hold locally and destroy 6 years, |7 N1-NU-02-5/14
3 months after cut-off.
(MCTL); or other technical expertise.
3. NCIS Investigations of Speclal Activitles
a, Agent Applications for Positlons with NCIS. Information concerning DOD-afflliated and non-DOD- Cut off at case dosure. Retire to NCIS N1-NU-98-2/
5527.3a(1}(a) |INVESTIGATIONS RECORDS affillated applicants, (Privacy Act: N05520-4) r y; {Records Management Division. Destroy|7 55207/3/A/1/A
(1) Applicants not hired by NCIS. when 5 years old,
{a) DOD-affiliated.
3. NCIS Investigatians of Specil Actities Séi:s.zmuﬁﬁﬁﬁnfmﬁ ¥ N1-NU-98-2/
5527.3c INVESTIGATIONS RECORDS c. Limited If Umited used to sultablility of military and non-speclal Agent & y 7
civillan personnel for duty with NCIS. (Privacy Act: N05520-9) space s not available, retira to WNRC. 5529/3/A
. Destroy 5 years after Inquiry closure.
3, Limited Access Auth Program Files. Inf the p of non-U.s.
citizens for access to U.S. classifled defense inf Includes req and app /disapp!
5529.3a (CLEARANCE ADJUDICATIONS RECORDS for access, polygraph infi reports and other related correspondence. aD:::wy/delete § vears after date of last 7 N1-NU-06-5/1
These records may be retalned [n efther hardcopy or el fimaged format. n-
a. Approving office,
3. Records Relating to Admissions to Security Areas. Destroy 5 years after entry or 5 years N1:NU-89-4/
5530.3a PHYSICAL SECURITY RECORDS 2. Records Relating to Special {} ) Areas for Arms, Ammunition and after date of document, whicheveris |7 5530/3/A
L Areas. later.
2. Records Relating To for of Y Passes. N1-NU-89-4/
5560.2a 'TRAFFIC CONTROL AND PARKING RECORDS 2. Special Security Areas. Destroy 5 years after final entry. 7 5560/2/A
4, NCIS Criminal Investigative Records. Flles relating to law enforcement Information and criminal
investigative cases.
d. Non-Investigative Reports. Conslsts of reports concerning non-Investigative issues such as criminal
1l and inf reports, p law enfi briefings, and sources Transfer to NCIS Records Management
administration. Division. i space Is not avallable, N1-NU-98-2 /
5580.4d(1)(b)  [LAW ENFORCEMENT RECORDS {1} Initiative { Reports ing inft f d from fe lized progr transfer to WNRC. Destroy5 years 5580/4/D/1/B
p or organization whose criminal actvitles significantly affect the naval establishment, or of those after closure.
activities designed to galn Information of a criminal Intelligence nature for law enforcement purpases,
(Privacy Act: N05520-4)
{b) Group 2:
4. NCIS Criminal Investigative Records. Flles relating to law enforcement information and criminal
investigative cases.
d. Non-Investigative Reports. Consists of reports concerning non-investigative Issues such as criminal
intelligence and infi reports, p { law briefl and sources N1-NU-98-2/
5580.4d(2) LAW ENFORCEMENT RECORDS administration. Destroy when 5 years old. 7 5580/4/0/2
(2)F (o] i F details of d persons. Reports and related material
p top of d hed persons where threats or attempted threats do not materialize.
(Where athreator d threat | use SSIC5580.4a.) {Privacy Act: N05520-4)




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
4. NCIS Criminal Investigative Records. Flles relating to law enforcement Information and criminal
investigative cases.
d. Non-Investigative Reports. Consists of reports concerning hon-investigative Issues such as aiminal
5580.4d(5) LAW ENFORCEMENT RECORDS and reports, p: P law and sources [ y/delete when 5 years old. 7 N1-NU-075/1
administration.
(5) Criminal Intelligence Reports. NCIS and CID intelligence reports impacting on the security or discipline]
of ds or of Interest to other law
4, NCIS Criminal Investigative Records. Files relating to law enforcement information and criminal
investigative cases.
d. Non-Investigative Reports. Consists of reports concerning non<investigative Issues such as cziminal
and Inf reports, p p law briefings, and sources ! g
5580.4d(5)(a) |LAW ENFORCEMENT RECORDS adminstration. Destroy 5 years after case closure. 7 N1-NU-09-2/4
(5} Criminal Intelligence Reports. NCIS and CID Intelligence reports Impacting on the security or discipline
of commands or of Interest to other law enforcement agencles.
{a) Case file.
1. General Correspondence Files. Flles include reports of activities and offices pertalning to external
EXTERNAL PUBLIC AFFAIRS (INCLUDING k orinfe matters, guests cruises, k or medla rel public affairs N1-NU-89-4 /
5720.1a FREEDOM OF INFORMATION) RECORDS guldance, and reserve programs. (Exclude primary program records covered in SSIC 5700.1) Destroy when 4 years old. 7 5720/1/A
2. CNO Area Coordinators' Records.
1. General Correspondence Files. Files Include reports of activities and offices pertalning to guest N1-NU-85-4/
5723.1a GUEST CRUISE PROGRAM RECORDS  crulses. Destroy when 4 years old. 7 5723/1/A
a. Reports.
s 1. General Correspondence. Files include geports of and offices p g to public affairs , N1-NU-89-4/
5728.1a PUBLIC AFFAIRS GUIDANCE RECORDS guidance, Destroy when 4 years old. 7
5728/1/A
a. Reports.
1. General Correspondence Files. Files other than those specifled below, including letters, memoranda, N1-NU-89-4/
5770.1 GENERAL AFRTS RECORDS and messages, pertaining to the routine operations of Navy AFRTS Outlets or outlets where Navy is Destroy when 4 years old. 7 S7I0/1
Executive Agent.
" . Retire to WNRC when 2 years old or
57712 ADMINISTRATION AND POLICY RECORDS 2, General Correspondence Flles. F:I.es of divisions, branches, or other organizational units not files become Inactive. Destroy when? |7 N1-NU-89-4 /
or In records covered In $SIC 5771.1a, 5771/2
years old.
5773. AFLOAT AFRT OPERATIONS RECORDS |AFLOAT AFRT OPERATIONS RECORDS Retire to nearest FRC when 2years old. |, N1-NU-89-4 /5773
| Destroy when 7 years old.
Retire to nearest FRC when 2 years old. N1-NU-89-4 /
5774.1 SHORE-BASED AFRT OPERATIONS RECORDS 1. Shore Activitles/CONUS Supporting AFRT Operations. Destroy when 7 years old., 7 57741
Retire to nearest FRC when 2 years old. N1-NU-89-4 /
5775.1 ENGINEERING AND EQUIPMENT RECORDS 1. Engineering and Equipment Matters Pertaining to AFRT Operations. Destroy when 5 years old. 7 5775/1
LOGISTICS AND SUPPLY PROCEDURES N . Retire to nearest FRC when 2 years old. N1-NU-89-4/
5776.1 RECORDS 1. Logistics Matters and Supply Procedures Pertaining to AFRT Operations. ywhen 5 years old. 7 s776/1
B . . o . Retire to nearest FRC when 2 years old. N1-NU-89-4/
5777.1 BUDGETS RECORDS 1. App! and | PP Funds Pertaining to AFRT Operations. Destroy when 5 years old. 7 s777/1.
N1-NU-89-4/
5778.1 MANPOWER RECORDS 1. Manpower (Military and Civillan) Matters Pertalning to AFRT Operations. Destroy when 5 years old. 7 s778/1
Retire to nearest FRC when 2 years old. N1-NU-89-4/
5779.1 REPORTS RECORDS 1. Reports Pertalning to AFRT Operatlons. Destroy when 5 years old. 7 s779/1
1. General Correspondence Files, Flles Include reports {excluding records of trial and decislons rendered
5810.1 MILITARY JUSTICE RECORDS in Article 15, UCMI (non-Judiclal punishment) appeals) relating to the Internal administration of military RD:]:' ‘o‘:;:;e: F::::':n 2years old. 7 :;' 1';;1-8“,
Justice accumulated by Commander, Naval Legal Service Offices and other shore and fleet activities, oy ¥e :
1. Word Processing (WP) Systems Records. Files di Jeted studies, individual justifications| 5 years after of N1-NU-89-4/
5940.1 WORD PROCESSING SYSTEMS RECORDS and requests, and authorizations for WP systems or equipment. documentation. ) 7 5940/1




SSIC/No.

Series Title

Description of Records

Cutoff

Disposition

Ret.

DAU

Notes

5000-67

NCIS Criminal Investigation -
Toplcal Files:

Files contain Investigations of the type mentioned in SSIC 5580.4a when a logical
suspect Is not developed except death and criminal sex cases, which will be filed
under SSIC 5580.4a(1)(b). if logical suspect Is developed within 5 years of the close
date 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; and or in other-agency originated documents.

Trigger(s)

TEMPORARY: Cutoff at case
closure, Destroy 5 years after
cutoff.

5580.4b(1)

LAW ENFORCEMENT RECORDS

4. NCIS Criminal Investigative Records. Files relating to law enforcement Information and criminat
Investigative cases.

b. Topleal files (Titled under Name of Ship, Installatlon, or Subject Code). Files contain Investigations of
the type mentioned In 55IC 5580.4a when a logical suspect Is not developed except death and criminal
sex cases, which will be filed under SSIC 5580.4a(1)(b). If foglcal suspect is developed within 5 years of
the close date for any of these Investigations, the investigative reports are pulled from the topical file and
retalned with the pertinent name dossier. After 5 years, the remaining toplcal file materlal Is of no
substantive value for or other h; and or In other-agency origli d
documents. (Privacy Act: N05520-4)

(1) Case files:

Cut off at case closure. Retire to NCIS
Records Management Division. Destroy
5 years after case closure,

No
retention
specified

N1-NU-58-2

Interagency Agreements:

s

Information relating to understandings and agreements between elements of the
Department of the Navy §DON), between the DON and other n}llltary services or
Federal agencles or between the DON and other non-Federal organizations or
agencies (but not with forelgn countries). These understandings and agreements
are negotiated to provide and obtain various types of support services. The

services include but are not limited to security, law enforcement, logistical,

medical, fire protection, facilities, payroli, and similar support. They can be one-
time or continuing. Included are agreements, agreement checklist, Memorandums
of Understanding (MOUs) Memorandum of Agreement {MOAs), reviews,
comments, related correspondence and similar information.

Trigger(s)

TEMPORARY: Cutoff at
supersession, cancelation, or
termination of the agreement.
Destroy 7 years after cutoff

5000.12a(1)

GENERAL ADMINISTRATION AND
MANAGEMENT

12. Administrative Agreements Records. Records relating to und dings and agr
elements of the Department of the Navy (DON), between the DON and other military services or Federal
agencies or between the DON and other non-Federal organizations or agencles (but not with forelgn

). These and agr are d to provide and obtaln various types of
support services. The services Include but are not limited t: ity, law I fecal,
medical, fire protection, facllitles, payroll, and similar support. They can be one-time or continuing.

{uded are agr of (MOUSs) d
of Agreement (MOAs), reviews, related and simllar inf
(Agreements Involving fiscal reimbursable Issues are filed under 5SIC 7020.1)
a. Office Requesting Support and Offices Providing Support.
(1) Und and agr Involving transfer of p

| billets and 7

Retaln onboard. Destroy 6 years after
supersession, cancellation, or
of the und ding or

agreement.

N1-NU-01-4/7

USMC iInspection Reports:

Inspection Reports of Marine Corps Activities Conducted by the Inspector General
of the Marine Corps. Included with each report are comments from interested
HQMLC staff agencles 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.

Trigger(s)

TEMPORARY: Cutoff at end of
calendar year. Destroy 7 years
after cutoff.

5040.9a

NAVAL COMMAND INSPECTION PROGRAM
RECORDS

9. Inspection Reports of Marine Corps Activities Conducted by the Inspector General of the Marine
Corps. Included with each report are from HaMC staff and replies from
unit commanders of corrective action taken. These records are maintained by the Inspector General of
the Marine Corps, unlt ders, and ] HQMC staff

a. Marlna Corps Staff Agencles.

Destroy when 6 years old.

N1-NU-89-4/
5040/9/A




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
9, Inspectlon Reports of Marine Corps Activities Conducted by the Inspector General of the Marine
Corps. Included with each report are from d HQMC staff and replies from
5040.9b ::Z:;:: MMAND INSPECTION PROGRAM unit commanders of corrective action taken. These records are maintained by the Inspector General of :Ia:aln on board. Destroy when & years 7 ::;:;7:4/
the Marine Corps, unit ders, and HQMC staff
b. Biennlal Reports.
9. Inspection Reports of Marine Corps Activities Conducted by the Inspector General of the Marine
Corps. [ncluded with each report are from d HOMC staff and replies from NUL
5040.9¢c ::::"":: MMAND INSPECTION PROGRAM unit commanders of corrective action taken. These records are maintained by the Inspector General of Destroy when 6 years old. 7 : : A:IUBISCMI
the Marine Corps, unit Jers, and d HQMC staff
c. Annual Reports.
5000-70 Forelgn Disclosure Authorization  [Visit DAs are the result of the review, analysis, coordination and Trigger(s) TEMPORARY: Cutoff atcase |x
{DA) for Visits: approval/disapproval for the disclosure of classified or controlled unclassified closure. Destroy 7 years after
Iinformation to foreign governments, entities, nationals or their representatives cutoff
during regular (one-time or recurring) and extended visits to DON military or
contractor facilities. DAs are issued in support of programs such as Security
Assistance Program (Foreign Military Sales or Direct Commercial Sales); NATO
Rationalization; and Standardization and Interoperability (RSl). The Technology
Cooperation Program (TTCP), Defense Personnel Exchange Program (DPEP);
P Foreign Liaison Officer {FLO) Programs; and International Cooperative Programs ’ p
5. Forelgn Disclosure Records
b. Foreign Disclosure Authorization (DA) for visits. Visit DAs are the result of the review, analysis,
coordination and approval/disapproval for the disdosure of classifled or controlled unclassified Hold locally until DA Is entered into
to forelgn entities, Is or thelr rep| during regular (one-time SPAN/FVS (a database maintained by
or recurring) and extended visits to DON military or contractor facilties. DAs are issued In support of Office of the Secretary of Defense NI-NU-02'5/
5510.5b{1) INFORMATION SECURITY RECORDS programs such as Security Assistance Program (Foreign Military Sales or Direct Commerclal Sales); NATO (OSD)). Retain on board for 5 years 7 5510/5/8/1
1 Jard and perability (RSI). The Technology C: Program (TTCP), after DA Is Issued, or case becomes
Coalition Building, Military Personne] Exchange Programs (MPEP/PEP/MCFPEP); Foreign Llaison Officer inactive, whichever Is later; then
{FLO) Program; Engineer and Sclentist Exchange Program (ESEP); and International Cooperative Program destroy.
(cP).
(1) Navy IPO File.
5000-71 Classiffed Material Controk: Information relating to the receipt, transfer, issuance, or destruction of classified | Trigger(s) TEMPORARY: Cutoff at end of [x
documents. calendar year. Destroy 7 years
after cutoff,
1. Cassified Document Recelpt Records. Records of recelpt, transfer, or Issuance of classified
5511.1a CLASSIFIED MATERIAL CONTROL RECORDS documents. Privacy Act: N/A Retaln onboard. Destroy after 5 years. {7 N1-NU-01-3/10
2. Top Secret.
y 5 years after d show NI-NU-89-4/
5511.2 CLASSIFIED MATERIAL CONTROL RECORDS 2, Records Relating to Disclosure Recelpt of Top Secret Information, Resdnded. on the form are downgraded, 7 5511/2
transferred, or destroyed.
3. Classifled Documents Destruction Records. Records relating to the destruction of classified
d such as certiflcations. This includes forelgn fi {Privacy
5511.3a(1) CLASSIFIED MATERIAL CONTROL RECORDS Act: N/A) Retaln onboard. Destroy after 5 years. |7 N1-NU-01-3/11
3. Records Iving US Classlfied Inf {
(1) Top Secret.
3. Classified Documents Destruction Records. Records relating to the destruction of classifled
documents, such as destruction certiflcations. This Includes forelgn f {Privacy
5511.3b{1) CLASSIFIED MATERIAL CONTROL RECORDS Act: N/A) Destroy after 5 years. 7 N1-NU-01-3/12
b. Records Involving Forelgn Classified Government Information.
(1) Top Secret Foreign fi
5000-72 Installation or Facility Visitor's Information relating to visits and to applications for and issuance of visitor's passes | Trigger(s) TEMPORARY: Cutoff at end of |x

Requests:

or vehicle entry permits.

calendar year after final entry.
Destroy 5 years after cutoff.




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
NAVY BASE SECURITY AND MILITARY POLICE 2. DESK REFERENCE CARD FILES. Flles are card Indllces containing the names of persons who are I(.ie.mm;d Retain on board, Destroy § years after . should crosswalk to ch. 5 with
1630.2 RECORDS in military police reparts as subject, victim, or in witha date of last ent N1-NU-974/1 other law enforcement records
{For fingerprint cards, see SIC 3850, paragraph 11c.) -
IDENTIFICATION (CREDENTIALS, TAGS, PASSES, 6. Records Relating To Vishs and To Applications for and Issuance of Visltors Passes or Vehicle Entry Destroy 5 years after final entryor 5 N1-NU-89-4/
5512.6a AND PERMITS) RECORDS Permits. years after date of document, 7 S512/6/A
a. Records Relating to to Maximum Security Areas hick [s later.
7. Identification Records of Employees of Private Firms under Navy Contract and of Contractor and Other Destroy 5 years after final entry or 5 NU
5512.7a :’;:r:::;;r;gnoﬂ;mu’ TAGS, PASSES, Employees Working Aboard the Naval Activity. years after date of document, 7 :_: 1'2‘;;/8:4/
a. Registers or logs used to record names of outside d  to security area. whichever Is later.
5000-73 NCIS Preliminary Investigation Preliminary Investigation reports used to document the receipt of information that | Trigger(s) TEMPORARY: Cutoff at case |x
Reports: at the initial stage indicated an incident occurred involving one or more criminal closure. Destroy 7 years after
offenses, however it was subsequently determined that no criminal offense cutoff
occurred or that the incident and offenses did not fall within NCIS’ or CID's
jurisdiction and or responsibility to investigate. Records may be retained in either
hardcopy or electronic/imaged format.
4. NCIS Criminal Investigative Records. Files relating to law enforcement Information and criminal
Investigative cases. .
, g Prellmlna;y Investigation Reports {PIR) Records. Used to d the recelpt of inf that at , ,
the Initial stage indicated an incident d involving one or more criminal offenses, however it was “
5580.4g(1) LAW ENFORCEMENT RECORDS subsequently determined that no criminal offense occurred or that the incldent and offenses did not fall Destroy 5 years after case closure, 7 N1-NU-09-2/1
within NCIS’ or CID's and or ility to i Records may be retained In elther
hardcopy or electronic/imaged format.
Privacy Act: N05520-4 and NM05580-1
(1) Case files.
5000-74 NCIS Evidence and Forensic Information created by the NCIS and Base Security/Provost Marshal Offices Trigger(s) TEMPORARY: Cutoff after x
Laboratory: worldwide and used by criminal investigators and crime laboratories. it consists of final disposition of evidence
information showing the description, receipt, and disposition of physical property or at end of calendar year.
held as evidence for potential use in military or civil court proceedings. Included Destroy 7 years after cutoff
are evidence custody documents (ECD), statements of destruction, logbooks {e.g.,
OPNAYV 5580/24), related information. Includes hardcopy and electronically
captured fingerprint records.
5. Evid Logbooks and Evid Custody Files. Information created by the NCIS and Base
fProvost Marshal Offices worldwide and used by criminal and crime lab. It
consists of informatlon showing the description, receipt, and disposition of physical property held as Retaln on board. Destroy S years after NI-NU-98-2/
5580.5a LAW ENFORCEMENT RECORDS evidence for potential use In military or civil court p d luded are evid custody all items of evidence have been 7 5580/5/A
documents {ECD), statements of destruction, loghooks {e.g., OPNAV 5580/24), related Information. disposed of.
{Privacy Act: N/A)
a. Evidence logbook:
5. Evid Logbooks and Evid Custody Flles. Informatlon created by the NCIS and Base
/Provost Marshal Offices worldwide and used by ariminal and crime lab It
Ists of infe h the recelpt, and disposition of physical property held as
5580.5h LAW ENFORCEMENT RECORDS jence for potential use In military or civil court proceed Juded are evidence custody ““""'zb;"‘:;ln‘“w '"";"“;""" 5 :;;2;7:’2/
d {ECD), of d , logbooks {e.g., OPNAV 5580/24), related Informatlon. years after{inal disposition of evidence.
(Privacy Act: N/A)
b. Evidence custody Information.
11. Naval Criminal Service (NCIS) | Forensic Lab ¥ Records.
a. NCIS forensic lab Y reports. ined such as copies of laboratory reports and case N1-NU-9B-2/
5580.11a(2) LAW ENFORCEMENT RECORDS notes and data collected during forensic examinations. Destroy after 5 years. 7 55 ;o LA

{Privacy Act: N/A)
{2) All others:




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
11. Naval Criminal Service (NCIS) | Forensic Lab Y Records.
c Flngerprlnt Card Files. Consists of original fingerprint cards submitted with evidence or taken by DON
d law officlals and d to NCIS for quality review In support
5580.11c{1)(b) |LAW ENFORCEMENT RECORDS of criminal Investigations and cther related correspondence. :::"" onboard. Destroy when 5 years [, N1-NU-07-8/3
(Privacy Act: NO5520-4) -
(1) Hardcopy fingerprint card sets.
{b) Fingerprint card set 2.
11. Naval Criminal Service (NCIS) | Forenslc Lab Y Records,
<. Fingerprint Card Flles. Consists of original fingerprint cards submitted with evidence or taken by DON
jdesignated law enforcement officlals and submitted to NCIS Headquarters for quality review in support
5580,11c(2) LAW ENFORCEMENT RECORDS of criminal Investigations and other related correspondence, Delete when 5 years old. 7 N1-NU-07-8/4
|{Privacy Act: N05520-4)
{2) El y captured fi Fi ptured el lly at fleld I and passed
to the FBI el lly via NCIS d Each location will—
5000-75 Legal Assistance: Information relating to legal assistance. Includes legal assistance productivity Trigger(s) TEMPORARY: Cutoff at end of |x
report and appointment of trustees in cases of incompetency. calendar year. Destroy 5 years
after cutoff.
4. Legal Assistance Productlvity Report. Report-consists of statistical information compiled from legal ::l:r ?E;ﬁ:;::‘::";::;‘:;:ﬁm n' /
5801.4 LEGAL ASSISTANCE RECORDS Jassistance case record forms or local equ and other Reports are prep by OJAG: Retaln on board for statistical |7 N1-NU-89-4/
legal either or through the JAG Management Information System {(JAGMIS) 5801/4
in with and management purposes. Dﬁ“w
when 5 years after recelpt.
1. Mmrds of Currently Incompetent Members for Whom a Trustee Has Been Appointed. Record
of i of trustee, hearing record, Interview of trustee record, annual Retire to WNRC 2 years after final N1-NU-89-4/
58021 FIDUCIARY AFFAIRS RECORDS of pay dist d, disch of trustee, final accounting, and miscellaneous action. Destroy 4 years after transfer. 5802/1
d File d by the OJAG.
6. Case Tracking System (CMTIS). Legal ]
and Staff Judge Advocate/Command Services Records. Records enable the JAG Corps to meet its
organizational strategic goals by providing the mechanism to track and manage cases and workloads
across the Enterprise In all areas of legal practice while d and
timely disposition of military Justice cases. Data Is used to assess the tlmellness of the court-martial DAA-0426-2014-
5801.6 LEGAL ASSISTANCE RECORDS process from date of referral of charges through the date of authentication of the record of trial. This Destroy 5 year(s) after Report. 7
.+ N 0002-0001
Is critical to the constitutlonal mandate to provide every accused a "speedy trial”
upon demand. It allows the legal practitioner to Identify where In the business process delays may be
accurring, thus giving the legal practitioner a more accurate picture of how to resolve the issue, The data
from military Justice cases as well as legal assistance, command services, and other legal support areas
flows from the first request for services all the way through the appeals process.
5000-78 Information Release: Press releases, publications, transcripts of press conferences, officlal speeches, or | Trigger(s) TEMPORARY: Cutoff at end of |x
other presentations, including graphics or exhibits, television or radio scripts, and calendar year. Destroy 7 years
other formally presented publicity or informational material. Includes formally after cutoff.
released document that Is not forwarded to or duplicated in the files of CHINFO,
OUSMCC, Navy Department, or other higher authority.
2. Inft ! Press es, publications, of press confi offlcial ch
or other pi fud hics or exhibits, or radio scripts, and other formally
- dp orinf ' 1
5720.2b EXTERNAL PUBLIC AFFAIRS {INCLUDING b. Master Files of Other Officially Deslgnated Public Informatlon Offices. One copy of each formally Destroy when 4 years old or when no 4 N1-NU-89-4/
N FREEDOM OF INFORMATION) RECORDS {released document that Is not forwarded to or duplicated in the files of CHINFO, Navy Department, or longer needed. 5720/2/8

other higher authority. Include any related index records. (Exdude publicity materfal that is important or
useful In documenting the history of the organization and that relates to especlally significant or
historically nateworthy events, which should be handled as provided in SSIC 5720.1 and 3.




Notes

SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU
5000-79 Visual Information - Logs: Logs of still picture negatives and motion picture film. (Exclude shelf lists, indexes, |Trigger(s) TEMPORARY: Cutoff at end of |x
and other records that can be used as finding aids.) calendar year. Destroy 7 years
after cutoff.
2. Navy and Marine Corps Visual information Activity’s General Management and Operations Records. .
5200.2b VI MANAGEMENT, GENERAL AND PRIMARY | The Activities Have a Department of Defense Visual Information Activity Number {DVIAN). Destroy when 5 years old. 5 N1-NU-89-4/
PROGRAM AND RELATED ADJUNCT RECORDS |b. Logs of stlll picture negatives and motion picture film. (Exclude sheif lists, Indexes, and other records 5290/2/8
that can be used as finding alds.) L
5000-80 Safety Investigations and Mishap | Afloat, shore, ground and expeditionary warfare safety investigations, mishap TEMPORARY: Transfer to X Justification via Naval
Analysis: analysis and hazard reports (all severity classifications, including hazard reports). Naval Safety Center, Norfolk, Safety Center: Safety
VA. Naval Safety Center investigations and mishap
Original reports (including evidence) and endorsements. Reports required by retalns indefinitely. analysls countain
OPNAVINST 5102.1 {series) / MCO P5102.1 {series) are malntained by the Naval privileged Information
Safety Center, Norfolk, VA. that never ages out.
Thase, In conjunction with
Note: Exposure records and entries contalned in the Employee Medical File (EMF), hazard reports, are
such as occupational injuries or ilinesses, progress reports, lab results, X-ray invaluable research tools
reports, and X-rays are to be retained according to appropriate schedule item in that provide Insight into
chapter 6 of this manual. Identifying trends In
, , , , mishap causation which
can then be used to
prevent recurrence of
Forward to NAVSAFCEN, as required,
1. Reports and Forms. Files which deal with various aspects of personal injury, death, and property whera !her:zn::‘:ﬂon Is st?r::ls :o
1021 ACCIDENT INVESTIGATION AND REPORTING :::’":f:;m::::::s':"g:::::m;’;:::‘::f;:::nzﬁ:; f:::z :':":::::::::’r longer needed for research, then N1-NU-89-
RECORDS long-term retentian, or until no longer needed for research. NOTE: On! er records are authorized destroy. Submit SF 115 to NARA for 4/5102/1
g-term 3 ge y pap U 4
for destruction. authorization to destroy. E-files are not
authorized for destruction. Do not
destroy. Disposition Is not authorized.
5000-81 Safety and Occupational Health -  |Afloat, shore, ground and expeditionary warfare safety investigations, mishap Trigger(s) TEMPORARY: Cutoff at end of |x
Local Activity Coples: analysls and hazard reports (all severity classifications, including hazard reports). calendar year of date of the
final endorsement. Destroy 7
Copies held by all other organizations years after cutoff.
Note: Exposure records and entries contained in the Employee Medical File (EMF),
such as occupationat Injuries or illnesses, progress reports, lab results, X-ray
reports, and X-rays are to be retained according to appropriate schedule item in
chapter 6 of this manual.
Destroy 3 years after waste Is senttoa
5030.2b i:g::s's' ENVIRONMENTAL PROTECTION : ::':::‘;v::xm;“ :‘::“alt:;entv:torage Disposal {TSD) 3 :;‘;2;’;:"’ moved up to be with like records
2, Saf Reports of and Related C d and Papers Reflectiny Destroy when 4 years old or securl
5100.2b ::g:nzun OCCUPATIONAL HEALTH Ihco::nyendallons andpResuhs. ¥ ¢ ol Is " d, which il Is |4 ::;:7;:4,
| b. Privately Owned Faclilitles Assigned Security Cognlzance by DON. earlier.
3. Reports of Injuries. (Exclude coples filed In the OPF and coples submitted to the Department of
510033 SAFETY AND OCCUPATIONAL HEALTH Labor.} Destroy when 5 years old. s N2-NU-89-4 /
RECORDS a. Reports of Injury or Occupatlonal Disease. Flles contain detailed Information relating to each injury or 5100/3/A
| disease case resulting in loss of time.
3. Reports of Injuries. (Exclude copies filed in the OPF and copies submitted to the Department of
SAFETY AND OCCUPATIONAL HEALTH Labor. 5
51003b01) RECORDS Y b. Suplwlsor Reports of Injuries Submitted to the Local Safety Office. Destroy when 5 years old. 5 ::u::;:/s;: !

(1) When no claim Is i




SSIC/No.

Series Title

Description of Records

Cutoff

Disposition

Ret.

DAU

Notes

5100.4b

SAFETY AND OCCUPATIONAL HEALTH
RECORDS

4. Accldent Data and Analysis Reports.
b. lyses and of Accld Files include analyses of causes classifled by nature of]|
accident (such as Accident Cause Analysis Report and Motor Vehicle Accident Summary).

Destroy 6 years after case is closed,

N1-NU-89-4/
5100/4/8

5102.1a(1)

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 retentlon, or untit no longer needed for research. NOTE: Only paper records are authorized
for destruction.

a. Personal Infury Flles.

{12) Activity files.

Destroy when 5 years old.

N1-NU-89-4 /
5102/1/A/1

6200.2¢

GENERAL PREVENTIVE MEDICINE RECORDS

2. ¢ | Health, Industrial, and | Contro! Records. {See also SSIC 5100.)
c. Work Project {Case) Files. Files consist of coples of d dards, guides, and p used;
extra coples of reports of compliance, status reports, | etc., suk d to higher

h notes, Interim and similar non record

materials.

Destroy when 5 years old or earller If
individual files and records are

or

NC1-NU-81-2/
6200/2/C

moved to ch. 5 to better align
[functional area

General Operations -
Adminlstration and-Management:

Information refating to the daily operations of Navy and Marine Corps
management and administration. Includes policy walvers; intra-Navy agreements;
correspondence transactions; custody recelpts; publication inventory reports;
routine statistical reports and data summarles; mail and postal logs; classified mail
receipts and logs; muslician proficiancy reports; muslc composition review; privacy
act requests; records holdings Inventory; Equal Opportunity Offlce reports;
standards of conduct; fund-ralsing campaign files; visit requests; employee
Identification and credentlials; military dependent identification and credentials;
lost property statements and reports; courier authorization; faciflty access;
publications source matertal; time reports; media clippings; media querles; minor
officlals and guest speeches and speakers blographies; and space holdings and
storage.

Trigger(s)

TEMPORARY: Cutoff at end of
end of calendar year. Destroy
3 years after cutoff.

1630.5

NAVY BASE SECURITY AND MILITARY POLICE
RECORDS

5. Military Police/Security Force Journals. Inf a | record of

i force actn developed from reports, and
action taken, record of police radio traffic and similar records. Included are police/security force desk
blotters, force radio logs and intrusion detection system logs. (This series may be used by any DON
activity with security related duties). Privacy Act: N/A

Retaln on board. Destroy after 3 years
after final entry.

GRS 18.14a

should crosswalk to ch. 5 with
other law enforcement records

1630.7

NAVY BASE SECURITY AND MILITARY POLICE
RECORDS

7. Field Interview Records. Includes records of field interviews of persons of interest, but not
hended, that are d d during routine patrols and operations by Navy Base Security and USMC

Military Police ! d In enfi milltary discipline, law and order. (Privacy Act: NM05580-
1)

Cutoff at end of end of calendar year,

{Destroy 3 years old after cutoff.

N1-NU-08-5/1

should crosswalk to ch. 5 with
other law enforcement records

1630.8

NAVY BASE SECURITY AND MILITARY POLICE
RECORDS

8. Reglistrations and Permits Records. Includes inft on the for or
revocation) of restricted property, pets, ly owned p boats, of hunting, fishing and
trapplng permits and similar records. Use SSIC 5512, paragraph 15 for Motor Vehicle Operators' Permits,
(Privacy Act: NM05580-1, NM05512-1, and N08370-1)

Destroy when 3 years old or when

| Registration or permits expires or Is

or is revoked,

jsooner.

N1-NU-08-5 /2

should crosswalk to ch. 5 with
other law enforcement records

1630.9

NAVY BASE SECURITY AND MILITARY POLICE
RECORDS

9, Traffic and minor violatlon citatlon records. Includes DD Form 1408, Traffic Ticket, Armed Forces and
Central Violation Bureau forms that are [ssued to military and civiian personnel and their dependents by
Navy Base Security and Military Police officers for traffic and minor vi or, for di fent and
civilian | are d to Federal for crimes on a military reservation.
(Privacy Act: NM05580-1)

Cutoff at end of end of calendar year,
Destroy 3 years old after cutoff.

N1-NU-08-5/3

should crosswalk to ch. 5 with
other law enforcement records

1630.10b

NAVY BASE SECURITY AND MILITARY POLICE
RECORDS

10. Vehicle Registration and Driver Records. Infe gathered on POV and driver records
files. Included are driver records of: onch ble motor vehicle accidents,
| and their d d and other | privileged to operate

motor vehicles on Navy and marine Corps Installations. (Privacy Act: NM05580-1)
b. Driving records of civilian ter ! and military | (and other
i jents) being d d from active duty or being transferred to a new Installation and

having no valid points or other entries on driving records.

Cutoff at end of end of calendar year.
Destroy 2 years after cutoff.

N1-NU-085/4

should crosswalk to ch. 5 with
other law enforcement records




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
2. Activities Ad Op Files. C d reports, and other records relating to the
1 and of the individual activity or office. Incude records
GENERAL ADMINISTRATION AND internal h L (such as all offlce services, personnel utillzation, space and N1-NU-89-4/
5000.2 MANAGEMENT and reports used for operating purposes). Destroy when 2 years old 5000/2
These files relate to Y needs. | relating to assigned fi | or progr.
|responsibilities are covered elsewhere In this manual.
10, Walvers and Exception Records. Records relating to walvers and exceptions to pollcy between an
GENERAL ADMINISTRATION AND actlvltvand the offlce establishing the pollcy requi Included are
5000.10b MANAGEMENT PP and related d Destroy after 1 year. N1-NU-01-4/4
b. Disapprwals
12. Administrative Agreements Records. Records relating to und dings and b
1 of the [ of the Navy (DON), between the DON and other mdnary services or Federal
agencies or between the DON and other non-Federal organlzations or agencles (but not with foreign
). These und dings and ag are d to provide and obtain varlous types of
support services. The services indude but are not limited to security, law enforcement, logistical, Destroy 3 years after supersession,
G ISTRA
5000,12a(2) ENERAL ADMIN TION AND medical, fire protection, facllities, pavmll :nd similar support. They can be one-time or continuing. cancellation, or termination of the N1-NU-01-4/8
MANAGEMENT 1 edad N " " n
are of U {MOUs) agreement.
of Agreement (MOAs), revlevn, related d and similar infi
{Agreements involving fiscal reimbursable issues are filed under SSIC 7020.1)
a. Office Requesting Support and Offlces Providing Support.
{2) Understandings or agreements not Involving transfer of personnel billets and material.
’ s s .
12. Administrative Agreements Records. Records relating to und di and b
elements of the Department of the Navy (DON), between the DON and other military services or Federal
agencies or between the DON and other non-Federal organizations or agencles (but not with foreign
These und dings and ag are d to provide and obtain varlous types of Destroy 1 year after supersession,
5000.12b GENERAL ADMINISTRATION AND support services. The services include but are not limited to security, law enforcement, logistical, cancellation, or termination of the N1-NU-01-4/9
: MANAGEMENT dlcal, fire p facili payroll, and similar support. They can be one-time or continuing. understanding or agreement. Earlier
luded are agr gr of Under ding (MOUs) d destruction Is authorized.
of Agreement (MOAs), reviews, related cor d and similar Infe
{Agreements involving fiscal reimbursable issues are filed under S5IC 7020,1)
b. Reviewing Office.
04034 NAVAL COMMAND INSPECTION PROGRAM :’ ;':I'I:':' ;:::;:r“'"’" Rf'(’;';’c;""' o Reoort Files. Shioboard renorts. material Destroy when 2 years old or N1-NU-83-4/
- RECORDS e P - STP ports, superseded, whichever is later. 5040/2/D
ion reports, and reports of area survey teams.
2, Tasked d 1 by other DON at NAVINGEN di
Investigating activities forward record copy to NAVINSGEN during cnursa of investigation. Record copy ! Maintain at local actlvity for 2 years
5041.2¢ INSPECTOR GENERAL INVESTIGATIONS/ includes the final interim reports, endor and other after closing, then destray. Cases in NI-NU-0201/7
INSPECTIONS c. Fleld Coples. Duplicates of material sent to NAVINSGEN and other working papers maintained by the litigation shall be malintained locally
tasked activities including interview ipts, sworn results of interviews, background until the litigation is completed.
Informatlon, case summaries, recommendations, coples of related e-mail, and action memorandums.
4. Bookfiled Cases. Cases opened for recordkeeping purposes only. No investigation conducted. Case
5041.4b ::::;C:‘]%IL:ENEML INVESTIGATIONS/ files contain complaints, correspondence, analysis, briefing points, memoranda and e-mail. Destroy after 2 years. N1-NU-02-01/9
b. Record copy of cases which, if d, would fall under paragraph 2 above.|
N1-NU-89-4/
5060.1 HONORS AND CEREMONIES RECORDS 1. General Correspondence Concerning Honors and Ceremonles, Destroy when 2 years old. 5060/1
1. General Awards Records.
a. Case Files. Files Includi d pproved da, cor d Destroy 2 years after approval or N1-NU-89-4/
S061.1a PUBLIC SERVICE AWARDS RECORDS P and related handbook to agency-sp d cash and h awards such as disapproval. 5061/1/A
lincentive awards, within-grade merlt increases, suggestions, and outstanding performance.
1. General Aw:rds Records. NI-NU-89-4/
5061.1b PUBLIC SERVICE AWARDS RECORDS b. C or da. Records to awards from other government agencies or Destroy when 2 years old. 5061/1/B
private
2. Length of Service and Sick Leave Awards File. Records Includi d d N1-NU-89-4/
5061.2 PUBLIC SERVICE AWARDS RECORDS reports, of service and sick leave, and list of award Destroy when 1 year old. |5 061/2




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
5. Technical Publications Library (TPL) Records. Files conslst of publications designated as Code 4
| publications In the Navy (forms and publications) supply system and other simllar non-Communlcations
| System (CMS) it d publi and lated by ds and by other naval N1-NU-89-4/
5070.5a LIBRARIES AND LIBRARY SERVICES RECORDS activities and offices Destroy when 2 years old 2 5070/5/A
3, Transactlon Files. Copies of all correspondence pertaining to the handling of the TPL publications,
Induding local da, all lists, and change entry certification forms.
5. Technical Publications Library (TPL) Records. Files conslist of publications designated as Code 4
|publications in the Navy {forms and publications) supply system and other similar non-Communications
5070.5b LIBRARIES AND LIBRARY SERVICES RECORDS | Material System (CMS)-distributed publ and lated by ds and by other naval :’:n“sﬁ“' "z‘:’r;':_';;:'b""“"“ L ::7:;’5'7:4 !
activities and offices ' yed.
b. Custody Record Flles. Files of TPL catalog cards for each basic publication under control in the TPL
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 simllar non-Communications N1-NU-89-4/
5070.5d LIBRARIES AND LIBRARY SERVICES RECORDS ! System (CMS)-distributed publ and lated by ds and by other naval Destroy when 2 years old. 2
N 5070/5/D
activitles and offlces
d. y Reports of TPL { on board.
GENERAL ENVIRONMENTAL PROTECTION 2. Hazardous Waste Records, Ni-NU-89-4/
5050.23 RECORDS a. Manifests and Copies of Reports Submitted to Environmental Protection Agency (EPA). Destray when 3 years old. 3 5090/2/A
2. Hazardous Waste Records.
GENERAL ENVIRONMENTAL PROTECTION " | Destroy 3 years from date of N1-NU-89-4/
5090.2¢ RECORDS c. Tranfpumr Records. Coples of signed by the and TSD fadlity by orlginal » 3 5090/2/C
2 2z owner) z 2 2 z
5090.2d GENERAL ENVIRONMENTAL PROTECTION 2. Hazardous Waste Records. Destroy 3 years after disposal of 3 N1-NU-89-4/
N RECORDS d. and Records of PCB or ! /e 5090/2/D
GENERAL ENVIRONMENTAL PROTECTION 2. Hazardous Waste Records. N1-NU-89-4/
S0sa.ze RECORDS e.PcB y, Validation and bility Records. Destroy when 3 years old. 8 |soso/z/z
SAFETY AND OCCUPATIONAL HEALTH 2. Safety Reports of and Related Ci and Papers Reflecting Destroy when 3 years ?Id nrluplun NL-NU /
5100.2a RECORDS Recommendations and Results, of facllity, Is {3 5100/2/A
a. Naval Activities. earfler.
4, Accldent Data and Analysis Reports. .
5100.4a SAFETY AND OCCUPATIONAL HEALTH a. Monthly Injury Data Reports. Flles sh 8 classifled by types of Injuries Destroy when 2 years old. 2 N1-NU-89-4/
RECORDS c 5100/4/A
and classes of employees
SAFETY AND OCCUPATIONAL HEALTH N N1-NU-89-4/
5100.5 RECORDS 5. Injury Forms and Destroy when 2 year old. 2 |5 100/5
SAFETY AND OCCUPATIONAL HEALTH 6. Dispensary Permits Prepared by Supervisors for Each Accident and Used as Officlal Notification to N1-NU-89-4/
5100.6 RECORDS 10 Give . Destroy when 1 year old. 1 5100/6
5100.8 :AE:‘E,T:;;ND OCCUPATIONAL HEALTH 8. Statistical Reports Relating to Naval Motor Vehicle Accldents, Including Motor Vehide Summarles, Destroy when 3 years old. 3 : :;:7;‘94/
1. Reports and Forms. Files which deal with varlous aspects of personal Injury, death, and property
damage. These reports and forms are developed through investigative findings into such accurrences
and are provided to NAVSAFCEN, as required, where the information Is stored on a computer tape for
5102.1b{1) ACCIDENT INVESTIGATION AND REPORTING long-term retention, or until no fonger needed for research. NOTE: Only paper records are authorized Destroy when 2 years old. 2 N1-NU-89-4/
RECORDS 5102/1/B/1
for destruction.
. Motor Vehicle Accidents.
{1) Activity flles,
1. General Correspondence Flles, Reports, and Other Related Documents Pertaining to the Operation and
Administration of Mail and Postat Affairs. Include records of all naval offices or unkts responsible for mail N1-NU-894/
5110.1b MAIL AND POSTAL AFFAIRS RECORDS and postal services. | Destroy when 2 years old. 2 5110/1/8
b. Other Mall and Postal Affairs Offices.
4, Mall and d {Includ ) Logs or Other Records of Incoming and Outgolng Mail NI-NU /
5110.4 MAIL AND POSTAL AFFAIRS RECORDS {Other Than Registered and Classified Mail). Records used to facliitate the finding of material in | Destroy when 1year old. 3 5110/4
dence files.
S. Classified and Registered Mall Logs, Indexes and Other Records of ing and O egl! d
and ClassHled Mall (C pond: Pach Etc.), including Microfilm, Ph or Extra N1-NU-89-4/
51105 MAILAND AL AFFAIRS RECORDS Coples of Correspondence. Records used to facilitate the findings of material In correspondence files Destroy when 1. year old. 1 5110/5
should be handled In the same manner as the correspondence files.
6. Recelpts for Classified Mall. Files indude messages, etc., (other than receipts for outstanding materlal N1-NU-89-4/
5110.6 MASLAND POSTAL AFFAIRS RECORDS 'where reports of di or other are req and other than receipts for registered |Destroy when 2 years old. 2 5110/6
’ " N1-NU-89-4 /
5110.7 MAIL AND POSTAL AFFAIRS RECORDS 7. Certificates or Letter Reports of [ of Non-reg Classifled {Destroy when 2 years old. 2 5110/7
| 51108 MAIL AND POSTAL AFFAIRS RECORDS 8. Records of Remittances {(Checks, Cash, and Money Orders) and Other Enclosures Recelved Through Destroy when 2 years old, 2 |N1—NU-894/

the Mail Room In Incoming Mail.

5110/8




[ssic/no. Series Title Description of Records Cutoff Disposition Ret. |  DAU Notes
9, Production Reports of Mail Handled and Work Perf d with € Include | N1-NU-89-4/
5110.9 MAIL AND POSTAL AFFAIRS RECORDS |reports of mal {priority mail, registered, etc.). Destroy when 2 years old. s5110/9
10. Postal Records. Files consisting of U.S. Postal Service forms and supporting or similar records (see
ssic 5119 for coples held by Navy past offices); records of d or di hed regl d mail
for postal and certificates of declared value of matter subject to N1-NU-89-4/
511010 MAIL AND POSTAL AFFAIRS RECORDS pnslal surcharges; recelpts and other records of i and gl d, Insured and special Destroy when 2 years old. 5110/10
| delivery mail; reports of the loss, rifling, delay, wrong delivery, or other improper treatment of mail
and of readings of metered regi.
13. Appointment Records for Unit Mail Clerks or Mall Orderlies. N1-NU-89-4/
5110.13a MAIL AND POSTAL AFFAIRS RECORDS 2. Logs or Other Local Records of Issued. Destroy when 2 years old. 5110/13/A
5119.1 POSTAL OPERATIONS RECORDS 1. Money Order Records. Dally military post office reports of money order business. Destroy when 2 years old. ::;:;:?894/
Destroy 3 years after superseded by NI-NU-89-4/
5120.1 UNITED STATES SAVINGS BONDS RECORDS 1. Payroll Savings Authorizations and Records of Payroll Savings. new card or separation or transfer of s120/1
employee.
N N N1-NU-89-4/
5120.2 UNITED STATES SAVINGS BONDS RECORDS 2. Reglstration Stubs or Microfilm Copies of Savings Bonds. Destroy when 2 years old. 5120/2
|5120.3 UNITED STATES SAVINGS BONDS RECORDS 3. Bond Status or Issue Listing. Destroy when 2 years old. |:11;:,U3-89-4/
4, Savings Bond Operations Summarles and Other Reports of Bond Issulng Operations Made to the |N1-Nu-89-4/
IEI.ZOA UNITED STATES SAVINGS BONDS RECORDS ASSTSECNAV (FM&C). Destroy when 3 years old, 5120/4
51207 UNITED STATES SAVINGS BONDS RECORDS 7. Accountabllity (Lblsbu;slng) Records of Savings Bonds Issued and Issuipg Agents, Including Reports of P Destroy when 3 years old. P N1-NU-89-4/
and of Bonds. 5120/7
. N1-NU-89-4/
51403 BAND RECORDS 3. Technical Proficlency Reports of bands and musiclans. Destroy 1 year after next Inspection. 5140/3
3. Music Review Records. Documents relating to the review of musical compositions submitted from N1-NU-89-4/
51413 MILITARY MUSIC other sources to band acti cluded are scores, approvals, disapprovals, and related d Destroy when 2 years old. 5141/3
2. ing Papers and Backg) d y 3 years after of N1-NU-89-4/
5219.2b PUBLISHING MANAGEMENT RECORDS b. Final Action on Report Not C L report. 5219/2/8
3. and f Flles, P issued by the Department of Defense
{DOD) or naval activity or office, and publications issued by other government :gendes ornon-
{government organrzations. They Include fand logs, and other
similar published materials.
b. All Other Coples. d for ref p on a need-to-k basis and 1 of N1-NU-89-4/
5219.3b(1){a) {PUBUSHING MANAGEMENT RECORDS publicati Ito op These are 1 in @ manner that will best serve reference Destroy when 2 years old.
5219/3/B/1/A
requirements, generally by source.
(1) ¢ Security Systems (CMS) Mnerlal
(a) General mrraspnndence files pertaining to reg p
f destruction of publi ! di ies in
audlts, and related sub]m:ts.
3. and F fi Files. Issued by the of Defense
{DOD} or naval activity or office, and publications issued by other gwern ment lgendes or non-
{government organizations. They include | and Inf I and other
similar published materials.
b. All Other Coples. Mai  for ref on a need-to-ki basis and of N1-NU-89-4/
5219.3b{1)(b) |PUBLISHING MANAGEMENT RECORDS to These are ged In a manner that will best serve reference Destroy when 2 years old. 5219/3/8/1/8
requirements, generally by source.
{1) ¢ Security | Systems {CMS) Materlal,
{b) Reports relating to reg including transfer reports, destruction reports, inventory
reports, issuing office’s reports, and fiyleaf reports.
3. and Publi fi Files. Pubfi Issued by the Department of Defense
{DOD) or naval activity or office, and publications issued by other gwemment agencles or non-
government organizations. They include 1 and infi I k and other
similar published materials. N1-NU-89-4/
5219.3b(1){c) |PUBLISHING MANAGEMENT RECORDS b. All Other Coples.  for ref on a need-to-ki basis and of Destroy when 2 years old. 5219/3/8/1/C
bil to operati These are arranged in a manner that will best serve reference
requirements, generally by source.
(1) C Security 1 (cms)
{c) Logs of transaction numbers.




termination of a project not flelded.

SSIC/No. Series Title Description of Records Cutoff Disposition - Ret. DAU Notes
3. and fi Files. Publl issued by the Department of Defense
(DOD) or naval activity or office, and publications Issued by other govemment ugenc:es or non-
government organizations. They include | and Inf logs, and other
similar published materials. N1-NU-89-4/
5219.3b(1)(e) |PUBLISHING MANAGEMENT RECORDS b. All Other Coples. ined for refi on a need-to-k basls and i of Destroy when 2 years old. 5219/3/8//E
to op: These are nged in a manner that will best serve reference
requirements, generally by source,
(2)¢ Security | {cms) I
(@) Ledger records for superseded publications.
3, and f Files. Publi Issued by the Department of Defense
{DOD) or naval activity or office, and publications Issued by other government -g:ndes or non-
government organizations. They Include | and Inft logs, and other
similar published materials. N1-NU-89-4/
5219.3b{1){f) |PUBLISHING MANAGEMENT RECORDS b. All Other Copies. d for ref P on a need-to-know basis and consisting of Destroy when 2 years old. 5219/3/B/1/F
Ito These are d in a manner that will best serve reference
q S, g lly by source,
{1)¢ Security | Systems (CMS) Materlal.
{f) Local custody receipts for ferred or d d.
3. F andF fi Files. Publl Issued by the Department of Defense
{DOD) or naval activity or office, and publications issued by other govemmem ag:ndes ornon-
government organizatlons. They include instructional and Infi ! logs, and other
4 similar publi$hed materials. 4 ’ N1-NU-83-4/
5219.3b{1){g) |PUBLISHING MANAGEMENT RECORDS b. All Other Coples. d for refi purp on a need-to-k basis and ing of Destroy when 1 year old. 5219/3/8/1/G
icati ial to op These are d in a manner that will best serve reference
requirements, generally by source.
(1)« Security | Sy {CMS)
(g) Transfer orders and stock requests and logs or other records of shipment numbers,
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 agencles or non-
government organizations. They include | and inft ional I logs, and other
similar published materials.
b. All Other Copies. d for ref purp on a need-to-k basis and isting of N1-NU-89-4/
5219.3b(1)(h} |PUBLISHING MANAGEMENT RECORDS o Itoop These are Ina manner that wil best serve reference Destroy when 1 year old. 5219/3/B/1/H
requirements, generally by source.
(1) C Security ] Systems {CMS}) Materlal.
(h) Replaced Section V pages of 's records or CMS-distributed Issuing office’s
of gl blications, and quarterly activity reports.
3. and P f Files. F Issued by the Department of Defense
{DOD) or naval activity or office, and publications Issued by other govemment agendes or non-
government organizations. They Include Instructional and Is, catalogs, and other
similar published materials. N1-NU-89-4 /
5219.3b(1)(i) |PUBLISHING MANAGEMENT RECORDS b. All Other Coples. d for ref on a need-to-know basls and consisting of Destroy when 1 year old. 5219/3/8/1/t
p to op These are d in a manner that will best serve reference
requirements, generally by source,
{1)¢ Security Systems (CMS) Materlal.
{i) Recelpts for office messenger maH and for courier service mall.
1. Work Meusuremen! Flles. Statistical records and analyses used in il kload, work
) work prod or work per reports or data; work
{measurement cards or listings; weekly, hly, or other perlodi kload or prod reports used Destroy when 1 year ol d or when
52201 'WORKLOAD/PERFORMANCE MEASURE to compile summary reports; coples of work or perf reports that are d. o o N1-NU-89-4/
- RECORDS  in activity or d files; workload data, related papers; administration workload 5220/1
) T is earlier
office and pi studles, analysis, and review;
and program p d and achi {Exclude summary records
|described in SSIC 5220 2)
s2313 DATA SYSTEMS DEVELOPMENT RECORDS FOR |3. Life Cycle Management Documentatlon. Records In support of Automated Information systems ko ;ﬁ"::’;r';‘;!m r ofa N1-NU-89-4 /
SYSTEMS SCHEDULED AS TEMPORARY projects. 5231/3




SSIC/No. Serles Title Description of Records Cutoff | Disposition Ret. | DAU
1. Office or Activity Procedures, Reports and Any Other Materials Relating To the Use of Standard Higher Destroy when 2 years old or no longer N1-NU-89-4/
5234.1 SOFTWARE STAN RECORDS Level Languages. {current, whichever Is later. 3 5234/1
2. Office or Activity Procedures, Reports and Any Other Materials Relating to the Release of Software and Destroy when 2 years old or no longer N1-NU-89-4/
5234.2 SOFTWARE STANDARDS RECORDS (Softs acquisition Is covered in SSIC 5236 and software sharing In SSIC5237.) current, whichever Is later. 3 5234/2
5235.1 DATA ELEMENTS AND CODES RECORDS FOR  [2. Office or Activity Documents and Other Related Guidance on Standard Data Element, Code Destroy when 2 years old or no longer 3 N1-NU-89-4/
- RECORDS SCHEDULED AS TEMPORARY Identification, and Use. current, whichever is later, 5235/1
DATA ELEMENTS AND CODES RECORDS FOR B Destroy when 2 years old or no longer N1-NU-89-4/
. 5235,2 RECORDS SCHEDULED AS TEMPORARY 2. Data Element Dictionary Automated Flles on Tapes, Disks Cards; or Other ADP Medla,  current, whichever is later. 3 5235/2
1. Offlces or Activity and feli Files specifications, selection,
- Destroy when 2 years old or no longer N1-NU-89-4/
5236.1 PROCUREMENT OF ADP RESOURCES RECORDS |and acquisttion criteria for ADP equipment {ADPE), software ADP services, and ADP supplles procured by  current, whichever Is later. 3 5236/1
2. Actual Requirements Specification, Selection Criteria Documents, and Acquisition Documentation for |N1—NU-89-4/
ISES.Z PROCUREMENT OF ADP RESOURCES RECORDS |ADP Scftware, ADP Services, and Supplies P N by Contract. Destroy when 3 years old. 3 5236/2
|5238.1 RESOURCES ACCOUNTING RECORDS 1. Activity or Office and Guidefines on Prep and Cost Reports Concerning ADP. Destroy when 3 years old. 3 ::;:;11 /
. ISB&I IRESOURC ACCOUNTING RECORDS 2. Statistical and Cost Analysis Reports on ADP and ADP Bud, and Financlal Destroy when 3 years old. 3 |:;;:;sz,
. INCENTIVE AWARDS {MILITARY/CIVILIAN) . N1-NU-89-3 /
|5305.1 |RECORDS 1. Reports Pertaining To the Incentive Award Program. Destroy when 3 years old. 3 5305/1
I5311.1b IREQIIII\EMENTS RECORDS 1b.All ether coples. Maintained on a needed-to-knéw 4 Destroy when superseded or cancelled. - :31 1':;;7:4 /
(ORGANIZATIONAL MANNING AND BILLETS Destray when 2 years old or N1-NU-8%4/
|sazo.1c RECORDS 1c. All Other Files. e aes s eariler. 5320/1/C
53214 (ORGANIZATIONAL ALLOWANCE, 1. Non-Permanent Files Pertaining To Qualitative and Quantitative informatlon for Manpower | Destroy when 2 years old or 3 N1-NU-89-4/
i ALLOCATIONS, AND CEILINGS RECORDS | Requirements. - superseded, whichever |5 earller. 5321/1
N1-NU-89-4 /
$350.1 HUMAN GOALS RECORDS 1. General Correspondence and Case Flles Relating To Human Goals Programs. Destroy when 2 years old. 3 5350/1
3. Alcohol Abuse Controf for Military Personnel, Including Marine Corps Tables of Organization. N1-NU-89-3/
5353.3a ALCOHOL ABUSE CONTROL RECORDS a. Master Case Flles at BUPERS Destroy when 2 years old 3 5353/3/A
N1-NU-89-4/
5353.4 ALCOHOL ABUSE CONTROL RECORDS 4. BUPERS Records of Screening Boards. Destroy when 3 years old. 3 5353/4
1. Documentation of Dataction of Drug Abuse By Military Personnel, Indudlru Marine Corps Tables of .
|Organizatlon. Some to Disposal dards Are of
Hereln, Records Directly Relatlng To Matters Listed Below Will Not Be Destroyed Until Clearance or N1-NU-89-4/
5355.1b(1) DRUG ABUSE CONTROL RECORDS Settlement of the Case: NJP, Court Martial and other disdplinary Destroy when 3 years old 3 5355/1/8/1
action, Induding appeals procedure, or -Incomplete medical boards or administrative actions.
b. Navy Drug Laboratorles. Urinalysis Analysis Documentation.
(1) Negative results,
. 1. Records of Morale, Welfare, and Recreation Clubs, Assoclations, and Facllities and Other Personnel
Service Activitles Financed From Non-Appropriated Funds.
a. General Records of Morale, Welfare, and Recreation Facllitles and Other Personnel Service Activitles, |
5380.1a(1)  |SERVICES RECORDS Boards, and Coundlis Op with Non-app. i Funds. Records Indude correspondence; minutes ::::‘l’l":b":’" after supersessionor |4 :;':;’u’m’ 4
of meetings; Inspection reports and other general operating reports; by-laws, charters, or constitutlons; "
and other related papers,
(1) By-laws, charters, and constitutions.
1. Records of Morale, Welfare, and Recreation Clubs, Assoclations, and Facllities and Other Personnel
Service Activitles Financed From Non-Appropriated Funds.
a. General Records of Morale, Welfare, and Recreation Facllitles and Other Personnel Service Activities, N1-NU-89-4/
5380.1a(2) SERVICES RECORDS Boards, and Coundlis with Non-app! d Funds. Records Indude correspondence; minutes Destroy when 3 years old. 3 5380/1/A/2
of meetings; inspection reports and other general operating reports; by-laws, charters, or constitutions;
and other related papers.
(2) All Other Navy Records.
4. Fund Mslng Campalgn Records. Correspondence, records of receipts, and related records and Destroy when 1 year old, or upon N1-NU-89-4/
5380.4 SERVICES RECORDS used In conducting and il for the coll of monles for completion of next equivalent 3 5380/4

fund-ralsing drives of charitable, health, welfare and other simllar community or naval organizations.

campalgn, whichever Is earfler.




SSIC/No.

Serles Title

Description of Records

Cutoff

Disposition

Ret.

DAU

Notes

5420.2

BOARDS, COMMITTEES, COUNCILS, AND
GROUP RECORDS

2. Partidpation of DON Members on Committees Not Sponsored or Established by the DON. Official fites

of such committee participation should Include a copy of the charter or precept and document which

designates the DON member(s), Inf which dearly indi why rep is Y, and
I fe Nawy insuch

Destroy when 2 years old or no longer
ded for ref thichever Is

earlier.

N1-NU-89-4/
5420/2

5500.2a

GENERAL SECURITY RECORDS

2. Security Offices General Correspondence Files. Records of securlty offices relating to the operation
and administration of their security functions, Including security investigations, safeguards for classified
and unclassified matter and proper auth forthe of milktary and civillan personnel.
{Excluded are records related to continuing controversies and policy-making criterla, which are filed
under SSIC 5500.1.) (Privacy Act: N/A)

a. Reports of C d Security for Marine Corps Activitles.

Retain on board. Destroy when 3 years
old.

N1-NU-03-2/8

5500.2b

GENERAL SECURITY RECORDS

2, Security Offices General Correspondence Files, Records of security offices relating to the operation
and ad| of their security {i {uding security fi is for classifled
and unclassified matter and proper auth for the of military and civillan personnel,
{Excluded are records related to continuing controversies and policy-making criterla, which are filed
under SSIC 5500.1.) {Privacy Act: N/A)

b. All ather records.

old.

Retain on board. Destroy when 2 years 3

N1-NU-03-2/9

5500.3a

GENERAL SECURITY RECORDS

3. Actlvitles 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 gth and and req
a, Ledger Records.

L L

Destroy when 3 years old.

N1-NU-89-4/
5500/3/A

5500.3b

GENERAL SECURITY RECORDS

3. Actlvities Security Guard Force Records. Correspondence and related records pertalning to the
employment of Marine Corps security guard forces at activities of the naval shore establishments,
Including records relating to gth and Ik i/ and
b. Requests, Analyses, Reports, Change Notices, and Other Papers Relating to Post Assignments and
Strength Requirements.

Destroy when 2 years old.

N1-NU-89-4/
5500/3/8

5500.4a

GENERAL SECURITY RECORDS

4." Duty Officer Logs or Officer~Of-The-Day Logs. Entrance and exit logs and building guard and other
guard books or records. (Exclude medical and dental offlcer-of-the-day logs covered in $SIC 6010.1.}
a, Marine Corps Sergeant of the Guard Report Books.

Destroy 1 year after last entry.

N1-NU-89-4/
5500/4/A

5500.4b

GENERAL SECURITY RECORDS

4. Duty Officer Logs or Officer-Of-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 6010.1.)
b. All Other Logs, Books, or Records.

Destroy when 2 years old or 2 years
after last entry, whichever Is [ater.

N1-NU-89-4/
5500/4/8

5500.5

GENERAL SECURITY RECORDS

5. Duty Officer Night Order Books,

Destroy 2 years after book is filled.

N1-NU-89-4/
5500/5

5500.7

GENERAL SECURITY RECORDS

7. Security Violation Reports and related Records of Alleged Security Violatlons. This Includes initial
reports, Preliminary Inquiry Reports, reports of corrective and or disciplinary action taken and similar or
related records. (Exclude reports supporting continuing cases or felonles, papers placed In OPF, and
records covered in SSIC5500.8.)

| Destroy 2 years after completion of
final carrective or disdplinary action.

N1-NU-89-4/
5500/7

5500.10b

GENERAL SECURITY RECORDS

10. RESTRICTED AREA. Records related to the d of area as “| d Areas” to the
provisions of section 21, Internal Security Act of 1950. Included are d and simitar

p PP PP » and related d
b, Disapprovals.

Destroy after 1 year.

N1-NU-03-2/11

5500.11a

GENERAL SECURITY RECORDS

11. Pre-publication Security Review Records. This Includes request for a security review of manuscripts,

|photographs, lectures, radio and television scripts, etc, prior to publication to ensure that no dlasslfied or

sensitive inf is disclosed In the publ coples of the results of the review and other related
correspondence. These records may be d In either hardcopy or el fimaged format.
a. Case files which public release Is given without objection or subject to amendment.

Destroy/delete 3 years after case
closure.

N1-NU-06-4/1

5510.1

INFORMATION SECURITY RECORDS

1. Information Security Program (ISP) Records. Records required by the ISP Regulation (SECNAVINST
5510.36) and not covered elsewhere.

Destroy after 2 years.

N1-NU-01-3/5

5510.2a

INFORMATION SECURITY RECORDS

2. Classifled Records Access Files. Records that show name, grade, and other Identification of individuals
authorized access to classified infi and are req for access and approvals,
disapprovals, rasters of h d access, and similar documents,

dal Inctuded

(Privacy Act: N05521-1)
a. Approvals,

Destroy after 2 years or on
supersesslon or obsolescence of the

oron
separation, or rellef of the Individual
jconcerned, whichever s earller.

N1-NU-01-3/6




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
2. Classifled Records Access Flles. Records that show n:rne, gﬂde, and other Identificatlon of Individuals
aulhorized aceess to classifled and are req for access and app X
5510.2b INFORMATION SECURITY RECORDS PP , rosters of i Is authorized access, and similar Destroy after 1 year. 3 N1-NU-01-3/7
(Privacy Act: NO5521-1)
b. Disapprovals.
5. Foreign Disdosure Records
b. Forelgn Disclosure Authorization (DA) for visits. Visit DAs are the result of the review, analysls,
coordination and approval/disapproval for the disclosure of classifled or controlled undassified
f to foreign entities, Is or their rep during regular {one-time
or recurring) and extended visits to DON military or contractor fadlities. DAs are Issued in support of Destroy 2 years after completion of
5510.5b{2) INFORMATION SECURITY RECORDS progtams such as Secumv Assistance Program (Foreign Milltary Sales or Direct Commercial Sales); NATO visit, or when no longer necessary, 3 N1-NU-025/3
and perability (RSI). The Technology Cooperation Program (TTCP), whichever Is sooner.
Coalitlon Bullding, Military Personnel Exchange Programs (MPEP/PEP/MCFPEP); Forelgn Liaison Officer
{FLO) Program; Engineer and Sclentist Exchange Program (ESEP); and Internatlonal Cooperative Program
{cp).
(2) Host Command Files
S. Forelgn Disclosure Records
c. Forelgn Disclosure Authorizatlon (DA), training, publicatians, or doulments DAs for these purposes
are the review, and approval/disapproval for the disdl of dassifled or controlled
{assified or Infa d Inch {1) forelgn military training courses,
course curricula (sets of course), or manuals; (2) tactica and other p (3) di {nucl estroy two years after completlon of
55205c{{)(a) |INFORMATION SECURITY RECORDS related, Navy, or Navy-interest; etc.); n)r‘(4) draft TTSARBs {see 5510. 2:), etc. DAs are requested through gA. 3 7 [wrNuo25/4
(1) FMS and similar cases; (2) 10 or(3)
transfer/lease/loan/grant of defense artidles, such as ships; or (4) review of draft TTSARB; etc.
(1) Navy IPO Files.
(a) Publications or Documents.
5. Forelgn Disdosure Records
¢. Forelgn Disdosure Authorization (DA), tr:lnlng. publications, or dacuments. DA for these purposes
are the review, and app pproval for the discls of dlassifled or lled
lassified | or Infi | reviewed includes (1) foreign military training courses, .
Hold locally with latest DA until course
course curricula {sets of course), or manuals; (2) tactical and other publications; (3} documents (nuclear-
5510.5c{1){b) |INFORMATION SECURITY RECORDS related, Navy, or Navy-interest; etc.); or (4) draft TTSARBs (see 5510.2a}; etc. DA are requested through Is revised; Destroy 2 years following 3 N1-NU-025/5
q revision of reviewed Material.
(1) FMS and simllar cases; {2) -t or(3)
transfer/lease/loan/grant of defense articles, such as ships; or (4) revlew of draft TTSARB; etc.
{1) Navy IPO Flles.
(b) Tralning Courses.
S. Forelgn Disclasure Records
c. Forelgn Disclosure Authorization {DA), tralning, publications, or documents. DAs for these purpases
are the review, d and approval/disapproval for the disd of classifled or controlled
lassifled il or Inf | ludes (1) forelgn military training courses, N
N Enter disclosure authorization into
5510.5¢c(1)(c) |INFORMATION SECURITY RECORDS :}':::""‘Tfy"":r(;:“w:“:::"'::)z;:::;':’ﬂ"T;::';;:':;;o_w; e DAs(:)re requected through SPAN (a database maintained by 0SD)). |3 N1-NU-02:5 /6
(1) FMS and sTmilar cases; (2} ' dd or(3) Retaln locallyfor 2 years then destroy.
\transfer/lease/loan/grant of defense articles, snch as ships; or (4) review of draft TTSARB; etc.
(1) Navy IPO Files.
{c) Hard Copy of DA
5. Foreign Disclosure Records
e. Del of Discl h Records. These Incude General Delepﬂons, Delegatlons of
Disclosure Letters (DDLs} Issued In support of | Inf Agr and DDLs Destroy one year after agreement
5510.5¢e{2)(b) |INFORMATION SECURITY RECORDS for | C terminates or explres. 3 N1-NU-02-5/13
(2) DDL's In support of Imamatlanal MOUs/MOASs for Inf + or Forelgn Co
Program.
(b) Disclosure Review File,
5., Forelgn Disclosure Records
5510.5h INFORMATION SECURITY RECORDS . Organizatlon, Functions, and Status Records. D posters, charts, Destroy when 2 years old. 3 N1-NU-02-5/16

presentatlons, briefings, reports to higher authority, or other records d the Internal
relationships, functions, and status of offices performing forelgn disdosure functions.




SSIC/No. Series Title | Description of Records Cutoff Disposition Ret. DAU Notes
3. Classifled Documents Destruction Records. Records relating to the destruction of dlassified
d such as d certifications. This incudes forelgn government information. (Privacy
5511.3b{2) CLASSIFIED MATERIAL CONTROL RECORDS Act: N/A) Destroy after 3 years. 3 N1-NU-01-3/13
b. Records involving Forelgn Classified Government Information.
{2) Secret Foreign Government
55114 CLASSIFIED MATERIAL CONTROL RECORDS 4, Logs, Reglsters, Ledgers, or Other Similar Records Used as Inventory or Control Records of Classified Destroy when 2years old, 3 N1-NU-89-4/
Documents. 5511/4
51226 IDENTIFICATION (CREDENTIALS, TAGS, PASSES, 2[::":;:’::;“ P relating to forand oftemporaryp badges, Destroy 1 year after surrender of s N1-NU-89-4/
AND PERMITS) RECORDS b. All Other Records. B badge, card, or pass. 5512/2/8
IDENTIFICATION {CREDENTIALS, TAGS, PASSES, N . Destroy 1 year after separation of |N1-NU-89-4/
|5512.4 | |AND PERMITS) RECORDS 4 picture and files used for [dentification purposes, 3 s512/4
IDENTIFICATION (CREDENTIALS, TAGS, PASSES, |5. Military Dependents Identification Records. |N1-NU-59-4I
|551z.5a [AND PERMITS) RECORDS a, Applications for Identification Cards or Tags and Related Papers. Destroy when 2 years old. 3 5512/5/A
IDENTIFICATION (CREDENTIALS, TAGS, PASSES, 6., Records Relating To Visits and To Applications for and Issuance of Visitors Passes or Vehicle Entry Destroy 2 years after final entry or 2 N1-NU-89-4/
5512.6b |AND PERMITS) RECORDS Permits. years after date of document, 3 5512/6/B
b. All Other Visit or Admission Records. whichever is later.
7. Identification Records of Employees of Private Firms under Navy Contract and of Contractor and Other Destroy 2 years after final entry or 2 MU
5512.7b Tm:;ﬁxgﬁégiimm TAGS, PASSES, | Employees Working Aboard the Naval Activity. years after date of document, 3 :;1:77;:4/
b. All Other or Logs. hich is later.
IDENTIFICATION (CREDENTIALS, TAGS, PASSES, " Destroy 2 years after application Is N1-NU-89-4 /
5512.9 |AND PERMITS) RECORDS 9. Applications for Exchange Permits, cancelled. 3 s512/9
] IDENTIFICATION { (CREDENTIALS, TAGS, PASSES, 14. Records Relating to Accognuhlllty for Property Lost or Stolen. Files suchlas building guards' records , , N1-NU-89-4/ ,
d5512.14a |AND PERMITS) RECORDS of lost and found property. Destroy when 1 year old. 3 S512/14/A
a, Loss Statements, Recelpts, Reports, and Other Similar Records Refating to Lost and Found Articles.
IDENTIFICATION (CREDENTIALS, TAGS, PASSES, 14. Records Relating to Accountabllity for Property Lost or Stolen. Files such as building guards® records _ N1-NU-89-4/
5512.14b |AND PERMITS) RECORDS of lost and found property. Destroy when 3 years ofd. 3 5512/14/B
b. Ledger Records Refl Ility.
18, Courier Autk Records. or logs Identifying DOD persons issued courler
h cards and app to escort or hand carry classifled material. Also includes courler Destroy 1 year after final entry or 1 year|
5512.18a IDENTIFICATION (CREDENTIALS, TAGS, PASSES, | cards and d securlty briefings, and records of security briefings provided to after date of document, whicheveris |3 N1-NU-01-3/14
(AND PERMITS) RECORDS N
couriers. (Privacy Act: N/A) later.
a. and Logs.
18. Courler Auth Records. or logs Identifying DOD persons lssued courler
h cards and app d to escort or hand carry classifled material. Also includes courler
5512.18¢ IDENTIFICATION {CREDENTIALS, TAGS, PASSES, | cards and d securlty briefings, and records of security briefings provided to Destroy after 2 years. 3 N1-NU-01-3/16
[AND PERMITS) RECORDS N
{courlers. (Privacy Act: N/A)
. C d Briefing and related Records.
1. Security Cl /i fi {Case) Files. Includes inft q for
Jinvestigations, clearance and access; records of Investigations, clearance and access; reports of
disqualifying/derogatory Inf records of cl of individual | to critlcal- itive,
noncritical-sensitive, and non-sensitive positions as well as accreditation of personnel for access to
5521.1b ::CMoi;:Eq AND PERSONNELCLEARANCES 1\ ified Inf spectal access {e.g., SIOP-ESI, SCI, NATO, etc.); associated :::,'::":"“" after person departs N1-NU-97-1/1/B
and and other related records supporting the Personnel Security )
Program. {This description does not Include leted case files, fl cases
files, or clearance and
b. Access d not d in officlal | folder.
1. Nllllnar! Security Survey and Inspectlon Program Records. Reports of surveys and Inspections Destroy after 3 years, upan conduct of
to ensure of p andp against fire, exploslon, and the next comparable su or
5522.1 INSPECTIONS RECORDS d and to safs d and facllities against sabotage, esplonage, and unauthorized or:pon N ey of 3 N1-NU-01-3/18
entry. Includes related pond and training of security personnel. {Exclude primary program
records covered in SSIC5500.1.) facility, whichever is ater.




SSIC/No.

Series Title

Description of Records -

Cutoff

Disposition

Ret.

DAU

Notes

5527.1a(2)

INVESTIGATIONS RECORDS

1. Naval Criminal Investigative Service (NCIS) Personnel Security Investigative Case Files. Flles Include
personnel security data on members of the Armed Forces, DOD civillan, contractor, nonappropriated
fund uso 1, Red Cross and staff, and U.S. Coast Guard military and
selected civilian personnel under the Defense industrial and F { Security Progr For criminal,

lligence and counter tigative and | records pi ly under this
SSIC, see SSICs 3850 and 5580 respectively.
a. Routine Investigations. Files relating to p | security of a f; nature on
persons who are conslidered for affillatlon with DOD and other Investigations of a minor nature impacting
on the suitability of a person to possess a security dlearance. Files Include personnel security information
on persons who are considered for afflliation with DOD. (Privacy Act: NO5520-4)
(2} When affiliation with DOD is not completed.

Destroy after 1 year if affiliation Is not
completed,

N1-NU-98-2 /5/A/2|

5529.1b

CLEARANCE ADJUDICATIONS RECORDS

1. Routine Adjudication Actlons. Files relating ity el djudi actions of a generally
favorable nature on persons requiring access to classifled Informatlon. Files may include information of
minor adverse actlon reports that result In a t djudi action, Also Included are polygraph
examination results and other adjudication documentation used In arriving at security clearance and
access determinations.

b. When affiliation with DOD is not complated.

Destroy when 1 year old.

N1-NU-97-2/1/8

5529.1d(3)

CLEARANCE ADJUDICATIONS RECORDS

1. Routine Adjudlication Actlons. Files relating to securlty clearance adjudicative actions of a generally

favorable nature on persons requiring access to classifled Information. Flles may include information of

minor adverse actjon reports that resultin a di ve action, Also Included are polygraph
results and other di d used in arriving at security clearance and

access determinatlons.

d. decision entered into el Record of adjud d entered into

the DoD’s Joint Personne! Adjudication System (IPAS) and or Navy Joint Adjudications and Clearance

System (NJACS). This Includes d by DONCAF employees based on case review records

containing recommendations on the sultability of Individuals for security clearances,

(3) Contractor Case Review Records.

s
Destroy 1 year after verification that
the case review record information is
correctly entered into the electronic
system.

N1-NU-03-1/5

CLEARANCE ADJUDICATIONS RECORDS

3. Limited Access Auth Program Files. Infk thep
citizens for access to U.S. classified defense inf fud, q and approvals/disapproval
for access, polygraph inf i ination reports and other related correspondence.
These records may be d In either h
b. Requesting office.

or ged format.

| Destroy/delete 3 years after date of last 3

action.

N1-NU-06-5/2

5530.1a

PHYSICAL SECURITY RECORDS

1. Records Relating To the of and bility for Keys. Infe used to

accountabllity for keys end locks, key and lock access rosters and reports of inventorles. This Information
is used in the physical security of conventional arms, ammunition and explosives; classifted defense
|information and other government property not specifically p ded for elsewhere In this

|Included are key control reglsters, key and lack Inventory records and similar informatlon. Privacy Act:
N07320-1

a. Maximum Security Areas, This indudes conventional arms, ammunition and explosive storage areas.

Destroy 3 years after tumn-in of key.

N1-NU-89-4/
5530/1/A

5530.2

PHYSICAL SECURITY RECORDS

2. Cards Records, Lists, Forms, or Other Records of Individuals Xnowling Safe or Padiock Combinations
and Other Similar Data used to Control Access to Cabinets or Other € of Classified I

Destroy 1 month after superseded or
cancelled by new form or new lists or
by tumn-In of container

N1-NU-89-4/
5530/2

5530.3b

PHYSICAL SECURITY RECORDS

3. Records Relating to Admissions to Security Areas.
b. Records and Authorizations Relating to Admission to Classlified Files and Other Securlty Areas.

h

y 2 years after

expires.

N1-NU-89-4 /
5530/3/8

5530.3¢

PHYSICAL SECURITY RECORDS

3. Records Relating to Admissions to Security Areas.
. Records relating to Ad to Speclal {

| Explosive Areas.

) Areas for Arms, Ammunition and

Destroy three years after final entry or
3 years after date of document,
whichever Is later.

N2-NU-03-2/12

5531.3

INDUSTRIAL SECURITY RECORDS

3. Records of Destruction. Records such as classifled matter destruction reports or declassification of
classifled records furnished private individuals or facilities. (See also SSIC5511.)

Destroy when 2 years old.

N1-NU-89-4 /

5531/3




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
4, Facllity clearance case files. Records of facllitles having security clearances, consisting of coples of
facility securlty clearance surveys, security agreements, letters of consent, letters of notification of facility
{security clearance, and other similar and related papers. Destroy 3 years after clearance Is N1-NU-89-4/
553242 FACILITIES SECURITY RECORDS a. Casa Flles. Files Include securlty clearances In d with para. 2- terminated, withdrawn or revoked. 3 5532/4/A
110.0 of the Armed Forces Industrial Security Regulatlons (AFISR) or withdrawn or revoked in accordance
with para. 2-111 of AFISR. (See SSIC 5532.4b for speclal handling of letters of consent.)
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
P o o Destroy 2 years after superseded or 1 r
55325 FACILITIES SECURITY RECORDS Program for physical p ofand facilities tothe of the Navy and vear after facility has been deleted from|3 N1-NU-89-4/
natlonal and departmental reserve plants under Navy security cognizance. (Exclude primary program key facllty list, whichever Is earler. 5532/5
records maintained by the ASN (M&RA) and the NAVFACENGCOM. Master flles are retained by the :
Secretary of Defense.)
N1-NU-89-4/
$540.1 COMMERCE AND TRAVEL RECORDS 1: Security Policy and Travel Budget Files. Destroy when 2 years old. 3 5540/1
|5580.2 LAW ENFORCEMENT RECORDS 2. Security Departments Operational/ Administrative Records and Reports. Destroy when 2 years old. 3 :51 ;:;12-89—4/
N Destroy when 3 years old or as N1-NU-894/
5580.3 LAW ENFORCEMENT RECORDS 3. Command Missing, Lost, Stolen or Recovered Government Property Reports. otherwise indlcated. 3 5580/3
4, NCiS Criminal Investigative Records. Flles relating to law enforcement information and criminal
4 :"Vce.::'ﬂ WE et D d Af d d with the case or tie Destroy/deleto 1 year after case 4
S5804f(1) LAW ENFORCEMENT RECORDS administration of the case (SSIC 5580 4a(3) and 4b(3)) retained at the creating office. These records may closure. Early destruction s authorized |3 N1-NU-06-6/3
" N . - if records are no longer needed.
be in eltherh yor format.
{1) Case file copy and admlnlstratlve doalments
8. Flles Relating To Non-DOD Afflliated U.S. Citizens, C or Forelgn I
contained in these files, to the extent that it concerns U.S. persons, Is collected In di of
Order 12333, dated 4 December 1981, or for force protection purposes.
a. Actlvities or Events Posing One of the Following Types of Continuing Threats to DOD Military and
Civilian Personnel and Defense Activitles and Installations: Demonstrated hastility—activitles In which an :)es:r::':: r:e:h:;l:a::r::«
actual example of violent or criminal hostility has been carried out within the previous year; thrutened r:tqen tion for another year when It Is
5580.8a(1) LAW ENFORCEMENT RECORDS hostility--activities which during the previous year have explicitly d DOD fu determined during the annual 3 N1-NU-98-2/
hostility—activities whose continuing hostile nature in the vicinity of DOD installations provides a 5580/8/A/1
4 dtecld . verification review by the Secretaries of
significant potential source of harm or ption of the orits activitles— y
- ) the Military Departments that a
activities during the previous year which have actlvely of law, continued threat exists.
disobed! of lawful order or regul or ption of military ) red )
(Privacy Act: To be determined.)
(1) Information, which falls in the above thatls d by, and 3 or acquired from,
agencles outside the DOD. .
8. Files Relating To Non-DOD Affiliated U.S. Citizens, C or Forelgn
{contained In these files, to the extent that It concerns U.S. persans, is coll 3 In d of
Order 12333, dated 4 December 1981, or ﬁar force protectlon purposes.
d. Base Access for C divid vicing DOD f on Destroy 1 year after final payment or N1-NU-98-2/
5580.8d(2) LAW ENFORCEMENT RECORDS /h duals provid | services, 3 In or otherwise din other settlement. 5580/8/Df1
orb on DOD lati
{Privacy Act: To be determined.)
(1) if the contract Is in dispute.
8. Files Relating To Non-DOD Afflliated U.S, Citizens, Organizations or Foreign Nationals. Information
contalned In these files, to the extent that It concerns U.S. persons, Is collected in d of
Order 12333, dated 4 December 1981, cr far force protection purposes.
d. Base Amss forc g DOD f on Destroy 1 year after the service is N1-NU-98-2/
5580.84(2) LAW ENFORCEMENT RECORDS duals p I services, din or otherwise din discontinued. 3 5580/8/D/2
orb on DOD installations.
(Privacy Act: To be determined.)
(2) All other cases.




SSIC/No. Serles Title Description of Records Cutoff Disposition DAU Notes
8. Files Relating To Non-DOD Affiliated U.S. Citizens, € lons or Forelgn fs. Infi
contained In these files, to the extent that It concerns U.S. persons, Is coll dIn d: of
Order 12333, dated 4 December 1981, or for force protection purposes,
5580.8¢ LAW ENFORCEMENT RECORDS e, Requests for DOD Personnel to attend or offlcate at ote, as of :::’"’V""""’""“ 1yearafterthe |, :;;:;’82“/
DOD. Infi the /individual making the request, the nature of the event, :
and any other detalls deseribing the occasion.
{Privacy Act: To be determined.)
8. Files Relating To Non-DOD Affillated U.S. Citizens, lons or Forelgn f
contalned In these files, to the extent that it concerns U.S. persons, !s coll din of
Order 12333, dated 4 December 1981, or for force protection purposes. Destroy no later than 1 year after the N1-NU-98-2/
5560.8¢ LAW ENFORCEMENT RECORDS f. One-Time Requests for Admittance to Installations (Speakers, Bands, Drill Teams, Tours, etc.). event, 5580/8/F
Informatlion concemning the organization/Individual requesting admittance to the installations.
{Privacy Act: To be determined.)
8. Files Relating To Non-DOD Affillated U.S. Citizens, ¢ or Forelgn Is. Infi
contalned In these files, to the extent that it concerns U.S. persons, is collected In d: of
Order 12333, dated 4 December 1981, or for force protection purposes. Destroy when 1 year old. Early NL-NU-98-2/
5580.8g LAW ENFORCEMENT RECORDS 8. Inquiries from members of the Public to DOD for Information relating to DOD Functions or Units, Unit d Is auth dif d|3 5580/8/G
|insignias, Signatures, or Photos of Senlor ders, etc. Inf the coll of no longer pertinent by annual review
such items.
{Privacy Act: To be determined.)
pa ya L L
8. Files Relating To Non-DOD Affillated U.S. Oitizens, or Forelgn fi
contained in these files, to the extent that it U.S. persons, Is collected In d: of
Order 12333, dated 4 December 1981, or for force protection purposes. Destroy when 1 year old. Early N1-NU-98-2/
5580.8h LAW ENFORCEMENT RECORDS h. Unsubstantiated Reports to DOD Components from Members of the Public Alleging Imminent Invasion, Is auth difd d |3 s580/8/H
Plots and Similar Events of a Deluslonal Nature, and Assorted "Crank” Letters. Informetion concerning no longer pertinent by annual review.
the organization/individual providing such details.
{{Privacy Act: To be determined.)
12. Policy Property Files. Flles indude location of offenses and name index and reflect the receipt and
release of that is found, ded, selzed as band, prohiblted, or for Destroy 2 years after retumn, release or N1-NU-98-2/
5580.12 LAW ENFORCEMENT RECORDS d d l. This Includes fogs, recelpts, releases and disposal and related information. |disposal of property. 3 5580/12
{Privacy Act: N/A)
Destroy when 2 years old or until
MILITARY WORKING DOGS (LAW |disposed of In accordance with Drug N1-NU-89-4 /
5585.3 ENFORCEMENT AND PHYSICAL SECURITY 3. Narcotlcs Training Alds. 3
Enforcement Adminlstration 5585/4
FUNCTIONS) RECORDS
regulations and guide-lines.
MILITARY WORKING DOGS (LAW | Destroy In 1 year or after entered In the N1-NU /
5585.4 ENFORCEMENT AND PHYSICAL SECURITY 4. Training School Quota Requests, Navy Integrated Training Resaurces and |3 5585/4
FUNCTIONS) RECORDS JAdministration Subsystem.
2, General G d Files of publl and printing servica offices and of activities and offices
and other operating units concerned with publications, printing. and related matters. Correspondence,
GENERAL MICROGRAPHICS PUBLICATIONS, Destroy when 2 years old or no longer
5600.2 PRINTING, DUPLICATING, AND REPRODUCTION]| P rte» #nd ather records of ‘:::":"'}'."""" unit relating to fts ln!em::l:pfml::n and adrministration, part of on-going multi-year hardware |3 ::‘:;’:H/
RECORDS |include reports not specifically covered elsewhere in this serles. (Exclude primary program records procurements, whichever s later,
covered In SSIC 5600.1.)
1. Source Files of Articles, Stories, and Other Materlals. Records submitted for official naval publications Return to author whenever possible. N1-NU-83-4/
5602.1a PREPARATION RECORDS and related correspondence and papers. When not returnable, destroy 1year {3 S602/1/A
a, "Unplaceable® {Rejected or Unused) Magazine Articles, Stories, Etc. after story or article has been rejected.
1. Saurce Flles of Articles, Storles, and Other Materials. Records submitted for offidal naval publicatlons
5602.1b PREPARATION RECORDS and related correspondence and papers. k ::‘l:':' ﬂ::dl :“v:h‘:':" "‘":‘":f'l s ::om“’
b. Other Source Files. ger neccec, whicheverts earler.
5603.1 PRODUCTION RECORDS 1. Printing office superintendents (or other similar offices) correspondence files and related papers Destray when 2 years old, 3 INI—NL;-89-4 /

|pertaining to praduction and related matters.




SSIC/No. Series Title Description of Records Cutoff Dispositjon Ret. DAU Notes
Destroy 1 year after close of fiscal year NI-NU-894/
5603.2 PRODUCTION RECORDS 2, Logs, registers, or other control records of Incoming jobs or work requisition. in which compiled or 1 year after filing |3
5603/2
of register, whichever Is earller,

3, Job Jacket (Case or Project) Files. Papers lated by publi and printing service offices or

similar actlvitles for each printing, binding, or reproduction job. Files consist of such papers as coples of

job requests or orders, material withdrawal requisttions, pricing schedules, job cost reports, samples of Destroy 1 year after complation of the N1-NU-89-4/
5603.3a PRODUCTION RECORDS Jobs produced, recelpts for completed work, specifications, and other refated papers. (See also SSIC Job. 3 5603/3/A

5602.2.)

a. Marine Corps Activitles.

6. Production Cost Records and Reports.

a. Time Reports, Dally military musters, daily time reports, and other similar records (prepared daily by N1-NU-89-4/
5603.6a{1) PRODUCTION RECORDS each employee); summary time reports; and overtime reports. Destroy when 1 year old. 3 5603/6/Af1

{1) Summary and reports.

6. Productlon Cost Records and Reports.

a. Time Reports. Daily military musters, daily time reports, and other similar records (prepared daily by N1-NU-89-4 /
5603.62(2) PRODUCTION RECORDS each employes); summary time reports; and overtime reports. Destroy when 1 year old. s 5603/6/A/2

{2) Daily reports.

6. Production Cost Records and Reports. NI-NU /
5603.6b PRODUCTION RECORDS b. Work-In-Process Inventories. Tabulated or other listings of work-In-process at end of the month and Destroy when 1 year old. 3

5603/6/8
requisition check lists.

6. Production Cost Records and Reports.

c. Cost Reports. Monthly abor cost reports, reports of accrued annual salaries and wages, monthly N1-NU-89-4/
}r'm'sc PRODUCTION RECORDS , recapitulation work sheets and reports, and other similar labor or materlal supnmary cost reports, Destray when 1year old. ’ 3 5603/6/C P

records of units produced and billed.

6. Production Cost Records and Reports.

d. Statistical Data. Tabulated listings and work papers (such as Job cost reports, social security reti N1-NU-89-4/
5603.6d PRODUCTION RECORDS costs, travel etc) used for ling data for . al and cost and for | Destroy when 1 year old. 3 5603/6/D

d cash budget reports.

7. Production Inventory and Supply Records. Records relating to printing or other reproduction supplies

and equipment of printing offlces, such as material inventory control and usage records (issue and NI-NU-89-4/
5603.7 PRODUCTION RECORDS recelpt cards or other similer records of paper and other supplles, equipment, and repair parts recelved | Destroy when 1year old. 3 5603/7

and Issued); coples of withdrawal requisitions used to post issue and recelpt cards; periodic inventory

reports; and coples of requisitions, including partial receiving reports and copies of foading reports.

8. Industrial Activitles Financlal Statements or Reports of DAPS. N1-NU-89-4/
$603.8a PRODUCTION RECORDS y Estimated Cash Budgets, Destroy when 1year old, 13 s603/8/A
5605.1 DISTRIBUTION RECORDS 1. Forms Indicating the Issuance, Recelpt, and Delivery of Publications by Divisions of Supply Centers and Destroy when 1 year old. 3. N1-NU-89-4 /

Other Offices. 5605/1

1. | Agi Records. da of Und ding (MOUs) or Memoranda of

|Agreement {MOAs} between DON and Forelgn orl | in pursuit of

jvarlous programs, kept at DON headquarters, Navy iPO, and systems commands headquarters. For many)|

MOUs, OSD ?egntlam and retains the ' :::::n’( .)‘; Nl:vy. lllld retains s _t:: E!:)e Retain locally for 3 years after Annex
5710.1b INTERNATIONAL AGREEMENTS RECORDS. (b) The Technlcal Cocperation Program (TTCP); (c) Forelgn Cooperative Testing (FCT); {d) Technical ::::)(plred or terminated; then 3 N1-NU-02-3/1/B

! Project/Project Agreements (TROP/PA); (e) Section 65 Loans; (f) Etc. (Note: this roy-

disposition includes former 4910.4b and 4920.6a)

b. Case files for Navy. to Data Exch \gr {DEAs), | Exch \gr

(IEAs) or Internatlonal Exchange Projects (IEPs)

bR lonal Agr Records. da of Und ding {(MOUs) or Memoranda of

{Agreement (MOAs) between DON and Foreign or In pursult of
varlous programs, kept at DON headquarters, Navy IPO, and systems commands headquarters. For many|
MOUSs, OSD negotiates and retalns the “master” Agr Navy and retalns to the
Agr /i Progr Include: (a) € ! Inf h \gl {OIEA);
5710.1c INTERNATIONAL AGREEMENTS RECORDS. {b}) The Technical Cooperation Program (TTCP); (c) Forelgn Cooperative Testing (FCT); (d) Technical Destroy when 2 years old. 3 N1-NU-023/1/C

Research Development Project/Project Agreements (TRDP/PA); (e) Section 65 Loans; (f) Etc. {Note: this

disposition Includes former 4910.4b and 4920.6a)

¢. Organization, function, and status records. hiets, posters, charts,

presentations, briefing, reports to higher authority, or other records d the internal

relationships, functions, and status of offices 1 agr fi




SSIC/No. l Series Title Description of Records Cutoff Disposition Ret. | DAU Notes
57203 EXTERNAL PUBLIC AFFAIRS (INCLUDING 3. Public Relations Services Praject {CASE) Files. C d background |, and other Destray 1 year after completion of 4 !I:I.-NU-SMI
FREEDOM OF INFORMATION) RECORDS papers. (Exclude master files of formal information releases covered in SSIC5720.2.) project. 5720/3
5. for Routine req for fal, or data of a nature that
EXTERNAL PUBLIC AFFAIRS (INCLUDING q no special no speclal or , and Involves no policy decislons gnd NI1-NU-85-4/
5720.5a FREEDOM OF INFORMATION) RECORDS no administrative action. Destroy when 2 years old. 3 5720/5/A
a. Requests of a Less Routine Nature, but Involving no Policy Decisions or Matters of a Controversial
Nature or no lly Important
57207 EXTERNAL PUBLIC AFFAIRS {INCLUDING 7. Approval (Auth ) for Infi | (Press or Other) Releases and for the Release of Naval Destroy when 1 year old 3 N1-NU-83-4/
3 FREEDOM OF INFORMATION) RECORDS Films, Exhibits, or Other for Public Viewing. hid yea : 5720/7
Individual commands will retaln coples
of all speeches for minimum of 2 years
and forward them to CHINFO or DirPA f|
of historical significance. Speeches
1. Unclassified Speeches Glven To Public and In-House Audiences, Topics deal malnly with adversary delivered by the officer in command
threat, sea lanes of communication, and state of the Navy in general. Others include observance of shall be retalned for a minimum of 2 N1-NU-89-4/
57211b SPEECHES RECORDS P Ic holid: hanges of d, and grad years beyond the time that officer Is 5721/1/8
b. All Other Activities. lleved. Additionally, ds shall
forward copies of all speeches delivered
by personnel of the command to the
speakers bureau of thelr superior in the
chaln.
s 7 s s
1. General Correspondence Files, Files Include reports, with respect to maintalning lialson with
ds afloat and ashore, non-government organlzations, and national organtzed 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 Crulse Program; coordinating N1-NU-89-4/
5726.1 COMMUNITY RELATIONS RECORDS speclal orlentatlon visits of Individuals or groups to naval vessels and and Navy par Destray when 2 years old. 3 5726/1
In civic events of reglonal, and I significance; of Navy progr to
enhance the reputation of the Navy at home and abroad; and directing the Navy combat art program and
Navy Band.
1. Media Clippings. Records both press and broadcast, conceming subjects of Navy interest and Navy- ¥
5727.1 MEDIA RELATIONS RECORDS related and DOD interest to include clipped articles appearing in print, wire story copy, and broadcast ::::’:: when 1 year old or no longer 3 :71'2:;':8“/
5727.2 MEDIA RELATIONS RECORDS 2. Medla Querles. h for fi rials, data, or related responses. Destroy when 3 years old. 3 I:;;’;;:s“/
CORRESPONDENCE WITH GOVERNMENT 1. General s pond from U.S. and State [ Mayors, Etc. Files N1-NU-89-4/
5740.1 OFFICIALS relate to inquiri | etc., from constituents. Destroy when 2 years old. 2 |5740/1
s7512 RESEARCH RECORDS 2. Non-Record Coples of Studies and C: P Files contain data that are of transitory Destroy when 2 years old. 3 N1-NU-89-4/
value. 5751/2 !
1. Records of the Curator for the Navy and the Marine Corps Historica! Centers. N1-NU-89-4/
5755.1b MUSEUM RECORDS b. from on lable Historical Naval Propertles without Subsequent Request for Destroy when 3 years old. 3 s5755/1/B
ORGANIZATIONS, ASSOCIATIONS, SOCIETIES, 1. General Correspondencs Files of a Routine Nature. Flles relate to L hical N1-NU-89-4/
57601 INDIVIDUALS, AND COMMERCIAL records of officers and organizations, coples of reports and similar material Destroy when 2 years old, 3 5760/1
ENTERPRISES RECORDS & » €oP ports an -




SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU Notes
1. Junior Reserve Officers Training Corps (JROTC) and Navy Nationa! Defense Cadet Corps (NNDCC)
Records. Conslsts of records concerning the establishment of the Navy and Marine Corps JROTC Program
and Navy Natlonal Defense Cadet Corps Program In high schools and other secondary schools Records
|include, but are not limited to, Instructor applications that contaln name, gender, race, SSN, rank at
retirement, branch of service from which rellred active duty designated, retirement date, birth date, pay
grade, address, home and work telepl ! mall address, dates of employment as
JUNIOR RESERVE OFFICERS TRAINING CORPS Certification | essay i school name, height, welght, body fat 3 DAA-04:
5761.1b {JROTC) and NAVY NATIONAL DEFENSE CADET |measurements or most recent Physical Readiness Test (PRT), photograph submisston sheet, the S:;f:::;d of C¥. Destroy 3 year(s) 0003 _wz:z-mu
CORPS (NNDCC) RECORDS 1 Imervlewef’s appraisal, applicant checklist, desired location for employment as an Instructor, and )
degr certification letters, status (prot /
Instructor observation repnns, sdmol and prot letters, letters, pay
f and
b. General C di Records. Includ ! with school officlals, other JROTC and/or
NNDCC Units, coples of statistical information, status reports submitted to higher authority, and other
simllar informatlon.
5770.2 GENERAL AFRTS RECORDS 2. Acknowledgement and Transmittal Files Destroy when 3 years old. :;;:;’:M/
4. Local Station Newspapers, Newsletters, and Simllar General interest F dicals. dicals published
o I " Destroy when 2 years old or no longer
5780.4b INTERNAL PUBLIC AFFAIRS RECORDS atleast monthly, approved by the lssuing and ar mation the needed for local reference. Do not N1-NU-89-4/
the local and military and d\nllan employees of the Installation. ratire to FRC. 5780/4/8
4 b. All other activity newsletters/newspapers. 4 4
1. Legal Assistance Case Flles. Flles iled by individual legal on behalf of dlients
of lew notes, legal and 1 d and original letters,
5801.1b LEGAL ASSISTANCE RECORDS electronic data, memoranda, etc. Files accumulated and maintained by individual legal assistance Retaln on board. Destroy If case has Ni-NU-89-4/
with the P been inactive for 2 years. 5801/1/8
b. All Other Files.
2. legal Assistance Case Record Form {NAVJAG 5801/9) or Local Equivalent Form. Form consists of
record of client's visit to legal office, brief d of p , and to whom N1-NU-894/
5801.2 LEGAL ASSISTANCE RECORDS ferred. Flles are i and d by legal office forannual I reports Destroy when 2 years old. 5801/2
and internal
3, Legal Assistance Card Files. Manual and records d d to prevent rep multiple Destroy when 2 years old, or later, to N1-NU-89-4 /
58013 LEGAL ASSISTANCE RECORDS clients with conflicting {may Include ph 2 above.) avold confiict of Interest. 5801/3
1. General Correspondence Flles. Flles relating to pretrial matters (military justice). Include Article 32 Destroy when 2 years old or purpose is N1-NU-894/
5811.1 PRETRIAL MATTERS RECORDS not resulting in General Courts-Martial. served, whichever Is earlier. 5811/1
COMMANDING OFFICER'S NONJUDICIAL 1, Records Such As Unit Punishment Book Pages. Reoords relating to minor infractions of military N1-NU-89-4/
5812.1 PUNISHMENT RECORDS liscipline for which no judiclal punishment is i Destroy when 2 years old. 5812/1
| Destroy 2 years after completion of
2. General Courts-Martial Cases and Special Courts-Martlal Cases. Cases concerning an offlcer or :::fli!;re:ée;and;: ::wm“ NI-NU-894/
5813.2 COURTS-MARTIAL TRIAL RECORDS to a punitive disch of coples or the record of trial accumulated and ’ P! roy
malmalne d by convening authorities, [infarmation coples when purpose is 5813/2
served, whichever Is sooner. (Article
76, UCMY, defines finality.)
5814.1 COURTS-MARTIAL REVIEW AND APPEALS 1. General Files. Files refating to courts-martial reviews and appeals accumulated by shore and fleet Destroy when 2 years old or purpose is N1-NU-89-4/
- RECORDS activitles served, whichever ls earfler. 5814/1
1. General Correspondence Files. Files relating to sentences (mllitary Justice) accumulated by shore and Destroy when 2 years old or purpose Is N1-NU-894/
5815.1 SENTENCES RECORDS fleet activitles. served, whichever Is earlier. 5815/1
1. General Correspondence Flles, Files relating to personnel of courts (military justice) accumulated at Destroy when 2 years old or purpose Is N1-Nu-894/
5817.1 PERSONNEL OF COURTS RECORDS shore and fleet activities. Include Blographies of Military Judges and JAG Corps officers. served, whichever is earlier. 5817/1
5820.1 JURISDICTION, MILITARY AND/GR CIVIL, 1. General Correspondence Flles. Files relating to jurisdictional matters, military and/or civil, Destroy when 2 years old or purpose is N1-NU-89-4 /
- RECORDS accumulated by shore and fleet activities. served, whichever Is earller. 5820/1
58211 DELIVERY OF PERSONNEL RECORDS 1. General Correspondence Files. Files relating to delivery of personnel accumulated by shore and fleet | Destroy when 2 years old or purpose is N1-NU-89-4 /
activities. served, whichever Is earller. 5821/1




Issic/no. Serles Title Description of Records Cutoff Disposition Ret. | DAU Notes
1. General Correspondence Files. Files relating to civil courts ( d military, civil) [ by | Destroy when 2 years old or purpose Is N1-NU-89-4/
5822.1 CIVIL COURTS RECORDS shore and fleet activitles. served, whichever Is earlier. 3 5822/1
' 2, Miscellaneous Investigative Reports. Flles regarding into accld y
5830.2 COURTS OF INQUIRY AND INVESTIGATIONS  |government vehicles or craft or other incidents Involving personnel or naval actlvitles {other than courts- | Destroy 3 years after all administrative a N1-NU-89-4/
RECORDS martial cases and claims Investigations) accumulated by fleet and shore activities. Include NAVIAG 5800 actions are completed. 5830/2
Injury reports and line of duty/misconduct investigations.
. 3. Security JAGMAN Reports/ Records/Case Files. Reports of JAGMAN Investigations and related records
regarding investigations into reports of lost, compromised, or passibly compromised Information or
5830.3a ::::;::F INQUIRY AND INVESTIGATIONS materie, as required by SECNAV M 5510.36. Maintained by commands and CNO (NOSN2). (Privacy Act: | Destroy 1 year after case Is dosed. 3 N1-NU-01-1/5
N05830-1)
a. C d
2, General € pond and [ Relating to Adi y Cases d by The NL-NU-69-4/
5880.2 [ADMIRALTY RECORDS Naval Legal Service Offices, District Headqu:run, Fleet Commands, and Othar Shore Command Destroy 3 years after dlosing files 3 5880/2
Headquarters.
5890:2 CLAIMS {OTHER THAN CONTRACT CLAIMS) 2, Claims, Other Papers, and Documents Arising From the Administration of the General Claims Destroy 3 years after all adminlistrative, N1-Nu-89-4/
- RECORDS . Regulation Accurnulated By Fleet or Shore Activities, judidial, or other action is completed. 5890/2
1. General Correspondence Files of Offices and Units le For the ¥ of Office or
Administrative Services. Flles include the pi g of fles and the handling of office NI-NU-89-4/
5900.1 GENERAL OFFICE SERVICES RECORDS space and utilization and assh of parking space; and the furnishing of Destroy when 2 years old. 3 5900/1
stenographic, clerical, and other similar services. (Exclude primary program files of departmental offices
7 |responsible for DON overall space planning€nd utilization since these are permanent records.) 4 4
3. Records Relating to the Routine Review of for Office q N1-NU-89-4/
5900.3 GENERAL OFFICE SERVICES RECORDS and Justification Records, and Utilk n Reports, Destroy when 2 years old. 3 5500/3
9. Presentatlon Services and Alds Records. Records relating to the use of conference rooms, graphic N1-NU-89-4/
58009 GENERAL OFFICE SERVICES RECORDS alds, speech aid devices, conference reporting services, and other similar matters, Destroy when 2 years old. 3 5900/9
1. Records Relating To Requirements for and Utilization and Release of Spaces. {See also 55IC 5900.1.)
SPACE (REQUIREMENTS/ALLOCATIONS) b. Space Holdings and Req Reports Sub d to Higher orto Other( N1-NU-89-4/
5910.1b({1) RECORDS Authortty, Destroy when 1 year old. 3 s910/1/8/1
(1) Feeder reports and related working papers.
1. Records Relating To Requirements for and Utillzation and Release of Spaces. (See also SSIC 5900.1.)
SPACE (REQUIREMENTS/ALLOCATIONS) b. Space Holdings and Requirements Reports Submitted to Higher Authority or to Other Cognizant Ni-NU-894/
5910.1b(2) RECORDS Authority, Destroy when 2 years old. 3 5910/3/8/2
{2) All other files. .
Trigger(s) TEMPORARY: Cutoff at

i|Records fncolving licensing data collectians obtalrl,ed from the publr otnerFederal
agencles, DoD and \n,ltthln‘ 8 M&emu X data coilectiohs' t'oﬂ'oﬁr e G
and DoD/DON Infqrmatloﬁ Gol

. f

[(
ldlntlf!rng data s;;i’gqu td ea th & on
omclal usgﬂles ng;tst]ns of th

L conirol symbél cancellgt(on.

Yoestidy 3 yedrs after cutoff

R l.onka: feterition luthoyffed |f ) P

g&r.otd.mw.of ach contlol symbic L .
) qwjth e atqd‘;equ\rlng dmrqentatlogasﬁﬁ'is hes L :
coritr symboLpad:h;es and. dqct)l.nenfatr" n'shoiii ] ' d o )
. background materlal oiﬂfe daf collé’&loq : T )
1. Reports Mznagemem Case F'Ies. Place in inactive file when report is
a. Actlvity Case Flles of Reports It Req Files Include requiring d background l, discontinued. Destroy 2 years after N1-NU-89-4/
5214.10(1) REPORTS MANAGEMENT RECORDS justifications, usage data, and other supporting papers. report ls superseded, cancelled or 5214/1/Af1
(1) d level office files. d
1. Reports Management Case Files.
- . hark " " Place In inactive file when report Is
a. Activity Case Flles of Reports It Req Files include s, kgr N1-NU-89-4/
5214.1a{2) REPORTS MANAGEMENT RECORDS justifications, usage data, and other supporting papers. dl's‘oon;lnued. IIJdestrw Inactive file 3 5214/1/0/2
(2) All other activity and offlce files when 2 years o1d.
1. Reports Management Case Flles, NL-NU-894/
5214.1b REPORTS MANAGEMENT RECORDS b. Submitting (Preparing) Activity Files. One copy of each report that an activity or office is required to Destroy when 2 years old. 5214/1/B

prepare and submit to other fleld activities or offices, to departmental bureaus or offices, or to others,




|ssiczno. | Series Title | Description of Records | Cutoff | Disposition | Ret. |  pau | Notes }
5000-84 Working Papers and Reference Information accumulated in contribution to a final report, presentation, research  Trigger(s) TEMPORARY: Destroywhen6 x
'Information: paper, product, or other document. Includes information used for reference months old. .
- e -v == = —w-. - - purnpsesonhy._ e .- e e e e e S e e .- ] . .- - -
. 3 Routine Cnrrespondenu Ihqnest for Inf (routine no spedal h . : ¥
5000.3 ;:N: :2:3::‘,'“' TION AND ‘or or lies with the reply correspondence forwarding forms or correcting 1Destroy when 3 months old. 1<l .:;:;:89-4/ '
'reports. \ | !
| STRA '5, Chronological (Day) or Reading Files. Extra coples of correspondence and other papers accumulated | | ¥
5000.5 ;EAN: :2:3::_'“' TION AND for or routine adi reasons, such as signature or action control or temporary ' ' Destroy when 3 months old. la :;'u:;:m-‘/ .
o . .. _ . .. .informational purposes. R e - e e e . L. o ..
1GENERAL ADMINISTRATION AND 7. | of a General Inf | Nature Not Requiring Action by the Recelving Activity or Office and ' :. N1-NU-89-4/
5000.7 EMANAGEMENT Not Affecting the Procedures or Policies of the Receiving Activity or Office \ Destroy upon completion of routing.  +wnin 5000/7
- L3
8. Pollcy, F d and d f Flles. Extra coples of d or dures
| W o S ' Destroy when organlzational unit is
|GENERAL ADMINISTRATION AND policies or p for o or future action. ,n the N disestablished or documents become N1-NU-89-4/ '
5000.8 | MANAGEMENT level, these consist of coples of of polictes or p )y of * obsolete or are no longer needed for wnin s000/8 H
. precedent-setting or of typlcal cases, and uther similar DOD, Navy, or Marine Corps documents that are e '
, dIn subject (fu ile. operation or reference
—— e = D T . rm m——— e = e - - me amm e — e e —— —- mm e e me—— = B I T - - -
2. Working Papers. Flles project backgr recards such as :tudles. analyses. notes, dnﬁs, \ N1 '
5200.2a !:: ::‘::? (;;-UME:::;E:I:SNT PROGRAMS AND «and interim reports. Destroy 6 months after final action. el ::0:72-/8: 4/
. 1 . R . a. Final Actlon on Report Cnmpleted s . . R : _ i ' . »
2. Working Papers and Backgr ) ' TN1-NU-89-2/
‘5219.Za-/ i PUBLISHING MANAGE!VISNT RECORDS/. ___a.Final Action on Repart Completed. o _ ’ ) ) ) o Destroy 6 moinhs after final action. 1<1_ s219/2/A s )
' 2, Organlzation, Functions, and Status Reference Flles. Coples of records documenting the history of the '
5400.2 I::::uﬂ:;:muﬂoﬂ, FUNCTIONS, AND organization, Its primary functions, proced and other policy matters. These De.moy umg:;;:‘?zu: need.ed forj waln N1-NU-89-4
' are maintained for reference. (See SSIC 5750 for permanent history records.) e '
5000-85 Translent Records: Information related to management and administration that has minimal or no Trigger(s) TEMPORARY: Destroywhen6 x {$] Common across
documentary or evidential value. months old. chapters. Need a common
description for each.
~ 7" \GENERALADMINISTRATIONAND 4. Acknowiedgements and Transmittals of Inquirles or Requests That Have Been Referred Elsewhere for , -~~~ “°°7 °F Ninuesa T T .
5000.4 iM_A" AGEMENT )  Reply, - . ) ) N i D:-s_lrvv when 3 months old. 1<_1 5000/2 X ) ) 3
6. Local Routine Control Records Not Specifically Authorized for Other Disposal. Punched, index, or other Destroy when work Is completed or '
1 STRA] R
5000.6 I:IIEAI:JE:GA;:::TINI TION AND card records; internal route slips; work sheets; rough drafts; control sheets; and other similar records when no longer needed for operating ;wnin ,::u:;:sul moved to be with like records
used only to control or facllitate local action or work in progress. purposes
. 3. Survey and Inspection Reports Files. i
e. Other Actlvities' Report Files. Individual activities' files of coples of reports, surveys, and inspections, ;
1NAVAL COMMAND INSPECTION PROGRAM together with reports of actlon taken and d other supporting documentatlon . N1-NU-89-4/
5040.3e(1) 'RECORDS and related .{ Include Industrial survey reports, evaluatlon reports, reports of Destroy when purpose s served. win 5040/3/E/1 moved to be whith like records
. Investigations, check lists, charts and other similar or related papers. '
1 {1) Informational materlal, check lists, and working papers summarized in final reports.
3. Survey and Inspection Reports Files. ' '
e, Other Actlvities' Report Files, Individual activities' files of coples of reports, surveys, and Inspectlnns,
INAVAL COMMAND INSPECTION PROGRAM together with reports of action taken and J; other N1-NU-89-4/ , J—
5040.3¢(2) IRECORDS and related pond Include | survey reports, evaluation reports, reports of ! Destroy when superseded. Ivmln 5040/3/Ef2 :maved to be with like records
. Investlgations, check lists, charts and other similar or related papers.
{2) All other activitles report files. '
"NAVAL COMMAND INSPECTION PROGRAM 3. Survey and Inspection Reports Files. Destroy when superseded, actlon Is N1-NU-89-4/
so40.3¢ |RECORDS f. Other Report Files. (Supporting documentation will be disposed of with the records they support.) . completed, or purpose Is served. Ivmln 5040/3/F moved to be with like recards
f == - == - .= - - - - - - - - - - - - oy - = . [ - - hd = - -
5040.4 INAVAL COMMAND INSPECTION PROGRAM 4. Survey Control Records. Cards or other records d as control, susp or status records of De:m“:‘:tsl:"::i:::‘ n:lon s re1 N1-NU-89-4/
) {RECORDS administrative, management, or other surveys or inspections. ! comp - OF PUrp! rvec, ' 15040/8
N e et e emmmeme ama o o e - .- - .- Ce e et o e e oo whichever s later. _ e 4 - o e - . o Ll e 2l e -
{MEETINGS, CONFERENCES, CONVENTIONS, 1 and Reports of C C and Visits, *N1-NU-894/ .
5050.1b {AND VISITS RECORDS b.Offlctal Record Coples of Proceedings of a Routine Nature. _____ [Destroywhenmonthsold. |‘1 _'SOSO/YB o
MEETINGS, CONFERENCES, CONVENTIONS, 2. Security Provided for Meetings. Include Security Plan, F f Plans and 1 'N1-NU-89-4/ !
5050.2 AND VISITS RECORDS Similar Records. *Destroy when 3 months old. l<1 5050/2 !




|ssic/no. | Serles Title |Description of Records | Cutoff | Disposition ] Ret. |  pau | Notes
Destroy when document Is returned or ,
. REG 3. Chargeout Records. Chargeout cards or other records of material on loan, waiting lists, overdue Iinventorled, after chargeout card Is . N1-NU-89-4/ L
50703 LIBRARIES AND LIBRARY SERVICES RDS notices, and other similar control records. filled, or after appropriate action has «wnin 5070/3 moved ta be with like records
been taken.
' 7. Vehide Operator’s Examinatlon of Test Records. Examination or test forms for drivers operating naval oo i
SAF! -NU
5100.7 ' REC!E)TI:DASND OCCUPATIONAL HEALTH vehicles. (Exclude the copy of the Operator’s Qualifications and Record of Examination filed on the Destroy when 3 months old. <1 ::o: ”.“'4/
. H temporary side of the OPF.) ,
SAFETY AND OCCUPATIONAL HEALTH Destroy when equipment Is returned or N1-NU-834/
5100.12 RECORDS 12, Local Records of Safety Equipment Issued {Such As Protective Shoes, Respirators, Goggles, Etc.). inventoried wnin 5100/ 12 moved to be with like records
f 1. Reports and Forms. Files which deal with varlous 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
5102,1a{2) ::g'f:: INVESTIGATION AND REPORTING long-term retention, or untll no longer needed for research. NOTE: Only paper records are authorized ::‘::hvmm no longer needed for In ::0:717 ; / moved to be with like records
for destruction. ;
a, Personal Injury Files.
{2) NAVSAFCEN files. A
1. Reports and Forms. Files which deal with varlous 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
5102.1b(2) ::g::::: INVESTIGATION AND REPORTING long-term retention, or until no longer needed for research. NOTE: Only paper records are authorized Des:rwhwhen nolonger needed for wnin ::0'2‘71/5/ N / moved to be with like records
for destruction. fesearc .
b. Motor Vehide Accldents.
P ' , (2) NAVSAFCEN files. , p P , ,
51102 MAILAND POSTAL AFFAIRS RECORDS 2. Messenger Service Records. Records relating to internal messenger service, such as daily logs, Destray 1"'1‘" 2 mom,',“ ,° ld‘L " a N1-NU-89-4 /
" records, route schedules, delivery ipts, and other similar or related records, earlier. e s 5110/2
- - - - - - - - - - - - - - . - - . - - - " - - \ [Rp—— - - -
3. Receipts or Other Records of Mail or Packages Sent Through the Officlal Mail and Messenger Service or N1-NU-89-4/
51103 ' MAILAND POSTAL AFFAIRS RECORDS by Guard Mall, (Exclude classified mail dellvery records covered by SSIC 5110.5) Destroy when 6 months old. « 5110/3
. ’ B . ' N1-NU-89-4/ -
5110.11 MAIL AND POSTAL AFFAIRS RECORDS 11. Requisitions for Stamps. (Exclude coples used as supporting to ) Destroy when 6 months old. <1 s5110/11
Destroy 5 months after individual Is
transferred or separated or when N1-NU-89-4/
5: 12 L .
110.. : MAIL AND POSTAL AFFAIRS RECORDS 12. Notices to Recelve Mail and Related Cards or Other Control Records notice becomes obsolete, whichever s <1 5120/13/8
' earller.
$120.13b MAILAND POSTAL AFFAIRS RECORDS 13. Appointment Records for Unit Mall Clerks or Mail Orderlies. Destroy when appointment is wnln N1-NU-89-4 / moved to be with llke records
b. Appointment Forms. _ withdrawn, 5110/13/8
. 5. Records Relating to Receipt for and Transmittal of Bonds and Control Records for Bonds Placed In and . N1-NU-89-4/
5120.5 ,UNITED STATES SAVINGS BONDS RECORDS Released from Safekeeping. ) Destroy when 3 months old. <1 5120/5
! 6. Other Records. Files prepared for local Is or purposes, includ hed cards, N1-NU-89-4 /
5120.6 UNITED STATES SAVINGS BONDS RECORDS microfilm, or type records used to accurnulate local savings bond operations data. , Destroy when purpose is served. wnin 512006 moved to be with like records
1 y 8. Marine Corps' Records and C d from | Marines Rel: to Recelpt for and : . N1-NU-89-4/
.5120.8 UNITED STATES SAVINGS BONDS RECORDS Transmittal of Bonds Placed In or Released From Safekeeping. Destroy when 3 months old, ) <1 5120/8
1. Files Pertaining to Programs, Plans, Policles, and F i for and Imp g Records Destroy when program Is cancelled, NI-NU-89-4/
5210.1b RECORDS MANAGEMENT PROGRAM RECORDS Management. superseded or no longer needed for wnin 5210/1/8 moved to be with llke records
B B b. All Other Commands/Activitles Files. _ reference. ! R
3. F and fi Files. Publi Issued by the Department of Defense .
! (DOD) or naval activity or offlce, and put issued by other ornon- 1
! government orgenizations. They include | and inf { logs, and other !
simifar published materials,
b. All Other Copies. d for ref p on a need-to-know basls and consisting of N1-NU-89-4/
5219.3b{1)(d) .PUBLISHING MANAGEMENT RECORDS to These are ged In 2 manner that will best serve reference Destroy when 18 months old. ;<1 5219/3/8/1/D
requirements, generally by source.
{1) ¢ Security | {cms) I
{d) Coples of messages relating to CMS- distributed publications or CMS pollcy maintained by CMS '
1offices. !
4, ADP Applications Data Tapes. Tapes used to Introduce data Into or through the system. '
AUTOMATIC DATA PROCESSING AND Destroy when 6 days old or after 3 ! N1-NU-89-4/
5230.4a a. Input Tapes. Indude raw data, source document data, and general input data extracted or connected <1
:INFOHMAHON SYSTEMS RECORDS from unit record facllittes that have been verified. generatlons, whichever is earller. , 5230/4/B




|ssic/no.

1 Series Title

| Description of Records

Cutoff | Disposition

Ret. | DAU

| Notes

5230.4b

5230.4¢

5232.1

5141.5b

5291.1c(1)(c)2

5291.1¢{1)(c}2a

’AUTOMA“C DATA PROCESSING AND
}INFORMATION SYSTEMS RECORDS

1AUTOMATIC DATA PROCESSING AND
1INFORMATION SYSTEMS RECORDS

EVALUATIONS AND REVIEW RECORDS

MILITARY MUSIC

, VI PRODUCTIONS, PRODUCTS AND SERVICES

RECORDS

'
VI PRODUCTIONS, PRODUCTS AND SERVICES

1RECORDS

4. ADP Applicatlons Data Tepes. Tapes used to Introduce data Into or through the system.
tb, Working Tapes. Tapes that have been verifled and used to move data into/through a system from one
'step to the next.

'4, ADP Applications Data Tepes. Tapes used to Introduce data into or through the system.
e. Printing Tapes. Include source data print tapes used to produce printed autput.

1. Office or Activity Records C di Reviews, Perfi

Eec,

5. Audio and Visual Recording Of Special Events and Concerts,
b. Records maintained by Marine Corps Bands.

1. VI materials {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activitles not
d elsewhere and di { to have Interest to the Navy or
Marine Corps.
:c, Motion Medla. Navy and Marine Corps- sp: d motion media produced lly 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 accompanyling caption data sheets. Video recordings: the original or earllest generation of recording
and dubbing If one exists. Acquired films: two projection prints or one projection print and a video
and g caption data sheets. Unedited film footage: the original negative or color
original, work print, and an jiate positive or egative If one exists, appmprlately
d, labeled, and described. Unedited video: the original and a dubbl
slabeled and described.
(1) Documentary footage (except routine surveillance, scientific, medical or engineering footage) shot for
research and development, fact-finding or other studles and stock footage, outtakes and trims created
during the course of a Navy and Marine Corps-sp d prod Internal news or
dings of public or ches, age d confy , guest
speakers, :nd teshmony of Navy and Marine Corps officlals before Congress lnd at other hearings, and
das, scripts, etc.) Media appearances by top Navy and

generalor

textual {progr
Marine Corps offldals.
{c) Hald bythe DOD Motlon Media Records Center.
1. ls that meet the foll criteria are TEMPORARY and will be destroyed when no
longer needed.
i. Audiovisual ltems originated by the Army or Alr Force;

1. Vi materials (flims, tapes, discs or graphic arts) recorded by Navy and Marine Corps actlvities not

dupll ] elsewhere and d d to have generator Interest to the Navy or
Marine Corps.
c. Motion Media. Navy and Marine Corps- sp motion media p lly or under
contract. Flims: 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 2 video recording,
and accompanying captlon data sheets. Video recordings: the orlginal or earliest generation of recording
and dubbing If one exists. Acquired films: two pro} prints or one projection print and a video
recording and accompanying caption data sheets. dited flim fi the original orcolor
original, work print, and an intermediate positive or duplicate negative If one exists, appropriately

ged, labeled, and d bed. Unedited video: the original and a dubb
labeled and described.
{1) Documentary footage {except routine survelilance, scientific, medical or engineering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created
durlng the course of a Navy and Marine Corp: d prod Internal news or
of

bl " h A eonf

or s, guest
speakers, and testlmony of Navy and Marine Corps officlals before Congress and at other hearlngs, and
jas, scripts, ete.) Media appearances by top Navy and

textual

Marine Corps officials.
{c) Held by the DOD Motion Media Records Center.
2, ! Prod LE, C f or Edited Films or Tapes that meet the following criteria are

TEMPORARY and will be destroyed when no fonger needed.
a. Redundant, defective, or purely local and/or transitory;

Destroy when 3 days old.

Destroy when printouts are prepared
and approved {minimum retention
perlod Is 3 days).

'Desiroy when no longervalld or
current.

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

'Destrwed when no longer needed
applies to 5291.c(1){c)1.a thru &k

Destroyed when no longer needed
applles to 5291.c{1)(c)2.a thru -g

'N1-NU-89-4/
15230/4/8
]

0

|

|<1

!

'| «N1-NU-89-4/
5230/4/€

Loty NINU-85-47
s282/1
"N1-NU-89-4/
5141/5/8

N1-NU-89-4/
5201/1/c/3/c/1

N1-NU-89-4/
wnin

5201/1/C/1/C/2/A

moved to be with like records

rmoved to be with like records

moved to be with like records

moved to be with like records

moved to be with like records




SSIC/No. Serles Title

| Description of Records

Cutoff

| Disposition

|VI PRODUCTIONS, PRODUCTS AND SERVICES
5291.1c{1)(c)2b | RECORDS

5291 1¢(1)(c)2¢ I:IE::DDUCHONS, PRODUCTS AND SERVICES

' 1. Vimaterials {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not '
1duplicated elsewhere and d d to have generator

,Marine Corps.

Interest to the Navy or

¢ Motion Medla. Navy and Marine Corps- sponsored motion media produced Internally or under '
contract. Flims: the original negative or color original plus separate sound track, an intermediate master !
posttive or duplicate negative plus optical sound track, and a sound projection print or a video recording,
1and accompanying caption data sheats. Video recordings: the original or earilest generation of recording’
and dubbing if one exists, Acquired films: two proj 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 dlate positive or

ilabeled and described.

ve if one exists, appmpﬂatelv '
d, labeled, and d bed. Unedited video: the original and a dubb d,

'{1) Documentary footage {except routine surveiliance, sclentlific, med!cal or engineering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created
Internal

q I

durlng the course of a Nawlnd Marine Corps-sp p

newsor

g5 of publ ar L

speakers, :nd ustlmonv of Navy and Marine Corps offlclals before Ounwess lnd at other hearings, and

textual
Marine Corps offidals.

1(c) Held by the DOD Motion Media Records Center.
2 IE, C
TEMPORARY and will be destroyed when no longer needed.
b. Show routine managerial and penunne!,tr:lnlng activitles;

/

{progr scripts, etc.) Media appearances by top Navy and

d or Edited Films or Tapes that meat the following criteria are

' :l. Vl mmﬂ:ls {fllms, tapes, discs or mphlc arts) recorded by Navy and Marine Corps activities not

here and d d to have | or

Marine Corps.

| interest to the Navy or

<. Motion Media. Navy and Marine Corps- sponsored motlon media produced internally or under
contract. Flims: 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 videa recording, ,
and accompanying caption data sheets. Video recordings: the originat or earflest generation of recording

and d If one exists. Acquired films: two

proj prints or one projection print and a video

'recording and accompanying caption data sheets. Unedited flim footage: the original negative or color

original, work print, and an I diate positive or d

d, [abeled, and d bed. Unedited video: the original and a dubk

labeled and described.

Ive If one exdsts, :ppmpd:uly

PP!

{1) Documentary footage {except routine surveillance, scientific, medical or engineering footage) shot for
research and development, fact-finding or other studles and stock footage, outtakes and trims created

during Ihn course of a Navy and Marine Corp! p Internal news or
Inf dings of public orspeech d guest:
1speakers, und lestlmnnv of N:vv and Marine Corps officials before Ounu‘ss lnd at other hearings, and
textual (programs, das, sarlpts, etc.) Media appearances by top Navyand
Marine Corps officlals. '

(:) Held by the DOD Motlon Medla Records Center.

P l LE, C leted or Edited Films or Tapes that meet the following criterla are

+TEMPORARY and wilt be destroyed when no longer needed.

+¢. Show lecturas, panel discusslons, classroom training sesslons or

iplctorial or aural information;
t

lacking In

Destroyed when no longer needed
1applies to 5291.c(1)(c}2.a thru -g

Destroyed when no longer needed
applies to 5291.c{1)(c)2.a thru -g

N1-NU-89-4/
5291/3/c/1/c/a/8
[

N1-NU-89-4/
5291/3/c/1/cf2/c

moved to be with like records

moved to be with like records




SSIC/No.

l Series Title

lDescriptlon of Records I

Cutoff [ Disposition | Ret. |

pau | Notes

5291.1c{1)(c)2d

5291.1c(1){c)2e

VIPRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

1 VI materlals {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activitles not
d elsewhere and to have continuing general or historical interest to the Navy or

Marine Corps.

c. Motion Medla. 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 opttcal sound track, and a sound projection print or a video recording,
and accompanyling caption data sheets. Video recordings: the original or earfiest generation of recording
and dubbing i one exists. Acquired films: two projection prints or one projection print and a video
recording and accompanying caption data sheets. Unedited film fi the original or color
orlginal, work print, and an dlate positive or if one exists, lpproprlatelv
arranged, labeled, and described. Unedited video: the original and a dubbing epp! ged,
labeled and described.

(1) Documentary footage {except routine surveillance, sclentific, medical or engineering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created

durlng the course of a Navy and Marine Corps-sp. P Internal news or
ngs of public or h ] confi guest
speakers, and tmlmunv of Navy and Marine Corps officlals before Cungre:s and at other hearings, and

(progr das, scripts, etc.) Media appearances by top Navy and

textual
Marine Corps officlals.
(c) Held by the DOD Motion Medla Records Center.
2, P LE, C leted or Edited Films or Tapes that meet the following criterla are
TEMPORARY and will be destroyed when no longer needed.
d. Prod d by other

L4 4

1. Vimaterlals (films, tapes, discs or graphlc arts) recorded by Navy and Marine Corps activities not
duplicated elsewhere and determined to have continuing general or historical interest to the Navy or
Marine Corps.

c. Motion Medla. 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 accompanyling caption data sheets. Video recordings: the original or earilest 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 fx the original or color
original, work print, and an diate positive or If one exists, appropna!elv
arranged, labeled, and described. Unedited video: the orlginal and a dubt pp!

labeled and described.

{1) Documentary footage (except routine surveillance, sclentific, medical or engineering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created

1 oraduct

durlng the course of a Navy and Marine Corps-sp p Internal news or

gs of public or guest
speakers, lnd lesnmony of Navy :nd Marine Corps officlals before Cungress lnd at other hearings, and
das, scripts, etc.) Media appearances by top Navy and

lEllllil
Marine Corps officials.
(c) Held by the DOD Motion Media Records Center.
2. | Prod LE., C or Edited Films or Tapes that meet the following criteria are
TEMPORARY and will be destroyed when no longer needed.
e, routine I testing and repalr of individual components of a
larger weapons system or piece of (as itop ions that pertain to a weapons
system or plece of equipment in its entirety);

Destroyed when no longer needed

applies to 5291.c{1)(c)2.a thru -g wain

Destroyed when no longer needed

applies to 5291.c{1)(c)2.a thru -g whin

N1-NU-89-4/

5283/1/C/\/c/2/D moved to ba with like records

N1-NU-89-4/

S28/1/C//Ch/E moved to be with like records




SSIC/No.

| Serles Title

| Description of Records

| Cutoff l Disposition

[ oau | Notes

5291.1c(1){c)2f

5291.1c{1){c)2g

1
i

'VI PRODUCTIONS, PRODUCTS AND SERVICES
JRECORDS

1
+VI PRODUCTIONS, PRODUCTS AND SERVICES
1RECORDS

1. VI materials (films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
id d elsewhere and d ined to have general or h | interest to the Navy or
‘Marine Corps.

¢ Motion Medla. Navy and Marine Corps- sponsored motion media produced internally or under

contract. Fllms: the original negative or color original plus separate sound track, an intermedlate 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 p 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 i diate positive or dupl If one exdsts, appropriately
d, labeled, and described. Unedited video: the original and a dubbing app:
*labeled and described.
(1) Documentary footage {except routine surveillance, sdentific, medical or engineering footage) shot for
tresearch and development, fact-finding or other studies and stock footage, outtakes and trims created
dudngthe course of a Navy and Marlne Corp: d prodi Internal news or
dings of publ <h d ) guest
speakers, :nd unlmony of Niw and Marine Corps cﬁldull before Onnm lnd at other hearings, and
textual das, scripts, etc.) Med!a appearances by top Navy and
'Marine Corps officlals.
{c) Held by the DOD Motion Media Records Center.
2 dsual Prod| LE, € d or Edited Flims or Tapes that meat the following criteria are
TEMPORARY and will be destroyed when no longer needed.
{. lllustrate only limited aspects of the Mr:)l operation and use of a weapons system or plege of
requipment (e.g., productions that deal only with its bly and as d to all aspects
of Its operation); -

1 VI materials {films, tepes, discs or graphic arts) recorded by Navy and Marine Corps activitles not

there and di d to have generalorh | Interest to the Navy or
Marine Carps.
1¢. Motion Medla. 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 earllest generation of recording

»and dubbing If one exists. Acquired films: two 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 diate positive or d ifone exists, lpprcpﬂauly

d, labeled, and described. dited video: the original and a dubb
labeled and described.
(1) Documentary footage (except routine survelllance, sclentiic, medical or engineering footage) shot for
research and development, fact-finding or other studies :nd stock footage, outtakes and trims created
duﬂng the course of a Navy and Marine Corp: d Internal news or

of publi ings or guest
1speakers, and testimony of an and Marine Corps offidals before Conm lnd at other hearings, and
textual das, scripts, etc.) Medla appearances by top Navy and
Marine Corps officlals.
(c) Held hythe DOD Motlon Media Records Center.
2 LE, € leted or Edited Films or Tapes that meet the following criteria are
TEMPORARY and will be destroyed when no longer needed,

g highly or training that support or repeat information, techniques, or

1procedures described In other sources such as textbook: or other

Destroyed when no longer needed
applles to 5291.c(1)(c)2.a thru -g

iDestroyed when no longer needed
+applies to 5291.c(1)(c}2.a thru -g

[RR .

N1-NU-89-4/

5293/1/C/1/CI2fF  moved to be with like records

N1-NU-89-4/

S520111/C//C2) 'mwedmbewnhlihmrds




SSIC/No.

Series Title

| Description of Records

Cutoff | Disposition

Notes

5291.1c(1){c}1a

5291.1c{1)(c)1b

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

1. Vimaterlals {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
Isewhere and d to have ing general or Interest to the Navy or

Marine Corps.
c. Motion Media. Navy and Marlne Corps- sp d motion media p lly 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 earllest generation of recording
and dubbing If one exists. Acquired fllms: two proj prints or one projection print and a video
recording and accompanying caption data sheets. Unedited film foatage: the original negative or color
original, work print, and an i diate positive or ive If one exists, appropriately

d, labeled, and described. Unedited video: the original and a dubbing appi nged,
labeled and described.
{1) Documentary footage {except routine surveillance, sclentific, medical or engineering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created
durlng the course of a Navy and Marine Corps-sp d prod: Internal news or

{ings of public or h d guest
speakers, and Iestlmuny of Navv lnd Marlne Corps oﬁlclals before Conmss lnd at other hearings, and
textual (programs, Jas, scripts, etc.) Medla appearances by top Navy and

Marine Corps offldals.
{c) Held by the DOD Motion Media Records Center.
1. Unedited that meet the foll criteria are TEMPORARY and wiil be destroyed when no
longer needed.
a. Redundant, defective, or purely local and!or transitory;

1. Vimaterials (films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
 elsewhere and d to have continuing general or historical Interest to the Navy or
Marine Corps.
c Motlon Medla. Navy and Marine Corps- sp d motion medla p orunder
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 earllest generation of recording
and dubbing If one exists. Acquired fiims: two proj; prints or one projection print and a video
recording and accompanying caption data sheets. Unedited fiim footage: the original negative or color
original, work print, and an Jiate positive or dupll gative if one exdsts, app!
d, labeled, and bed. Unedited video: the original and a dubbing app

labeled and described.
{1) Documentary footage [except routine sur fic, medical or fi ) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created
durlng the course of 2 Navy and Marine Corps-sp prod Internal news or

gs of public ings or h gel d conf , guest
speakers, and ustlmnny of va and Marine Corps nffl:lals befare Consmss and at other hearings, and

textual {programs, scripts, etc.) Medla appearances by top Navy and

Marine Corps offidals.
{c) Held by the DOD Motion Media Records Center.
1. Unedited Materials that meet the following criterla are TEMPORARY and will be destroyed when no

longer needed.
b. Document routine award, pi change of d, and similar (except Medal of
Honor award change of d ashore for admirals or Marine 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 partidpant);

Destroyed when no longer needed
applies to 5291.c{1){c)1.a thru -k

Destroyed when no longer needed
applies to 5291.c{1}{c)1.a thru -k

N1-NU-89-4/
5291/1/C/1/C/A/A

N1-NU-89-4/
5291/1/c/1/C/1/B

moved to be with like records

moved to be with like records




SSIC/No.

1 Series Title

|Description of Records | Cutoff

] Disposition

[ Wotes

5291.1c{1)(c)1c

5291.1c{1){c)1d f

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

' VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

1. VI materials {films, tapes, discs or graphtc arts) recorded by Navy and Marine Corps activities not
{sewhere and d to have continuing general or historical interest to the Navy or
Marine Corps.
¢ Motlon Medla. Navy and Marine Corps- sp d motlon medla produced ily or under
1contract. Films: the original negative or color original plus separate sound track, an Intermediate master
i positive or duplicate negative plus optical sound track, and a sound projectlon print or a video recording, |,
»and accompanying caption data sheets. Video recordings: the ariginal or earlfest generation of recording
1and dubbing If one exists. Acquired films: two proj prints or one projection print and a video
trecording and accompanying caption data sheets. Unedited film footage: the original negative or color
roriginal, work print, and an diate posttive or d fve If one exists, appropriately
1 ged, labeled, and described. Unedited video: the orlginal and a dubb
Habeled and described.
(1) D y footage {except routine i sclentific, medlcal or engineering footage) shot for
,research and development, fact-finding or other studies and stock footage, outtakes and trims created
dllrlngtlle course of a Navy and Marine Corps-sp d production. Internal news or
| of public or h d conf guest

speakers, lnd testimony of Navy and Marine Corps officlals before Cangress lnd at other hearings, and

textual ] das, scripts, etc.) Media appearances by top Navy and
Marine Corps officlals.
1(c) Held by the DOD Motlon Media Records Center.
1. Unedited Is that meet the foll criteria are TEMPORARY and will be destroyed when no
ilonger needed.
c. pertain to routine basic and advanced trllryn‘ activities such as drills, marches, classroom ,clMtIas,
etc, whether aboard ship or ashore {except for sefected ftems retained to illustrate Navy or Marine Cnrps
Ilife);

! 1. VI materials (films, tapes, discs or graphlc arts) recorded by Navy and Marine Corps activitles not
Isewhere and d d to have continulng general or historical Interest to the Navy or

Marine Corps.
¢, Motion Medla. Navy and Marine Corps- sp d motion media produced lly or under
contract. Flims: the original negative or color original plus und track, an diate master
positive ar 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 earllest generation of recording
.and dubbling if one exists. Acq d films: two proj prints or one projection print and a video
‘recording and accompanying caption data sheets, dited film fi the original ive or color
roriginal, work print, and an | diate positive or dupli if one exists, apprnpdately
rged, labeled, and described. dited video: the original and a dubk ppi
'labeled and described. !
1{1) Documentary footage (except routine survelllance, sclentific, medical ar englneering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created

durlng the course of a Navy and Marine Corps-sp d prodi Internal newsor
of public or g 1CY-5p i guest
speakers, and mlmuny of Navy and Marine Corps officlals before Cangren and at other hearings, and
textual { das, seripts, etc.) Media appearances by tap Navy and
Marlne Corps officlals.

*{c) Held by the DOD Motion Media Records Center.

1. Unedited Materlals that meat the following criterla are TEMPORARY and will be destroyed when no
{onger needed.

d. document routine and/or repetitive activities undertaken In with {
' operations and training exercises (except for selected items retained to lliustrate Navy or Marine Corps
ife);

' Destroyed when no longer needed
applies to 5291.¢{1)(c)1.a thru k

Destroyed when no longer needed
applies to 5291.¢{1}{c)1.a thru &k

IN1-NU-89-4/
5291/1/c/3/c/cC

imaved to be with like records

IN1-NU-89-4/
5291/1/c/1/c/1/D

\moved to be with like records




SSIC/No.

Series Title

| Description of Records ]

Cutoff

Disposition | Ret. |

DAU

Notes

5201.1c{1){c)1e

5291.1¢c{1){c)1f R

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

VI PRODUCTIONS, PRODUCTS AND SERVICES
ECORDS

1 VI materials (fllms, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
d elsewhere and d d to have continuing general or historical Interest to the Navy or

Marine Corps.

¢. Motion Medla. Navy and Marine Corps- sp d motion media p ly 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 generatlon of recording
and i one exists. Acquired films: two proj prints or one projection print and a video
recording and accompanying caption data sheets. Unedited film fs the original color
origlnal, work print, and an diate positive or d if one exists, :ppmpmuly

d, labeled, and described. Unedited video: the original and a dubbing app

labeled and described.

{1) Documentary footage (except routine surveillance, scentlfic, medical or engineering footage) shot for
"research and development, fact-finding or other studies and stock footage, outtakes and trims created
durlng the course of a Navy and Marine Corps-sp. d prod Internal news or

d of public or F d guest
speakers, and tesllmony of N:vv and Marine Corps officlals hefore Cangren :nd at other hearings, and
textual (prog das, scripts, etc.) Medla appearances by top Navy and

Marine Corps offidals.

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

1. Unedited that meet the f ing criteria are TEMPORARY and wiil be destroyed when no
longer needed.

e. D the use, or ion ofequipment widely used In the civilian arena and
employed by Navy or Marine Corps in the same manner and for the same purposes;

1. Vi materials {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activitles not
duplicated elsewhere and determined to have continuing general or historical interest to the Navy or
Marine Corps.
c. Motlon Media. Navy and Marine Corps-sp d motlon media p ly or under
contract. Films: the original negative or color original plus separate sound track, an Intermedlate 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 proj 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 i dlate positive or dupli If one exists, appropriately
ged, labeled, and d hed. Unedited video: the original and a dubb PP

labeled and described.
{1) Documentary footage {except routine surveillance, sclentific, 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-sp d preduction. Internal news or

gs of public or d conf guest
speakers, :nd testlmony of Navy and Marine Corps offlclals before Consress and at other hearings, and

textual | (progr agendas, scripts, etc.}) Medla appearances by top Navy and
Marine Corps offictals.
(c) Held by the DOD Motion Media Records Center.
1. Unedited Is that meet the foll criteria are TEMPORARY and wili be destroyed when no
longer needed.
f. Redundant imagery or pertaining to the d testing, use, jon, and
1 of military and ial (except for the Introduction of new weapons or

technology):

Destroyed when no longer needed

applies to 5291.c{1){c)1.a thru -k wain

Destroyed when no longer needed

applies to 5291.c{1){c}1.a thru -k wnin

N1-NU-89-4/
5291/1/c/1/c/1/E

N1-NU-89-4/
5291/1/¢/2/c/1fF

moved to be with like records

moved to be with like records




SSIC/No.

| Serles Title

|Description of Records | Cutoff

Disposition

Ret. | Dpav | Notes_

5291.1¢c{1){c)1h

1
|

5291.1¢{1){c)1g VI PRODUCTIONS, PRODUCTS AND SERVICES

RECORDS

*Vi PRODUCTIONS, PRODUCTS AND SERVICES
(RECORDS

1. Vl materfals {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
d el and d to have general orh | Interest to the Navy or

IMarine Corps.
<, Motion Media. Navy and Marine Corps- sponsored motlon 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,
-lnd accompanying caption data sheets. Video recordings: the original or earliest generation of recording
'and dubb g If one exists. Acquired films: two prints or one projection print and a video
,recording and accompanying caption date sheets. dited film f the original ive or color
1original, work print, and an dlate pasitive or dupli ive f one exists, appropriately 1
! d, labeled, and desaribed. Unedited video: the original and a dubb pp ged,
'labeled and described. fl
(1) Documentary faotage (except routine survelllance, sclentific, medical or engineering footage) shot for
research and development, fact-finding or other studies and stock footage, outtakes and trims created
-dlldng the course of a Navy nnd Marine Corp: duction. Internal newsor s
gs of publlc or d guest
speakers, and unlmonv of Navy :nd Marine Corps offldals before Congneu lnd at other hearings, and

textual p scripts, etc.) Medla appearances bytop Nawyand
{Marine Corps officials. '
{c) Held by the DOD Mation Media Records Center.
1. Unedited Materials that meat the following criteria are TEMPORARY and will be destroyed when no
longer needed.
18 Sce'nlc photography or wild sound without any docymenhry value as to time, place, or historical ,
condition;

1. VI materials (films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not
rduplicated elsewhers and determined to have continuing general or historical interest to the Navy or

Marine Corps.

<. Motion Medla. Navy and Marine Corps- sponsored mation media produced internally or under

contract. Films: the original negative or color original plus d track, an diate master
+positive or duplicate negative plus optical sound track, and a sound projectton print or a video recording,

and accompanying caption data sheets. Video recordings: the original or earllest generation of recording

and dubbing if one exists. Acquired films: two proj prints or one prajection print and a video

recording and accompanying caption data sheets. Unedited film footage: the origina! negative or color

original, work print, and an positive or dupll egative If one exists, :ppmpﬂauly

ged, labeled, and Unedited video: the original and a dubb

labeled and described.

+{1) Documentary footage (except routine survelllance, sclentific, medical or engineering footage) shot for
rresearch and development, fact-finding or ather studies and stnck footage, outtakes and trims created

-duﬂna the course of a Navy and Marine Corps-sp d p ion. Internal news or
of publl ings or h d guest
'speakers, und luﬂmonv of vav and Marine Corps officlals before chgu-_u |nd at other hearings, and
textual p das, scripts, etc) Medla appearances by top Navy and
"Marine Corps officlals.

*{c) Held by the DOD Mation Media Records Center.

1. Unedited Materials that meet the following criteria are TEMPORARY and will be destroyed when no
.longer needed.
+h. Outtakes {supplements) to Navy motion pictures (MN's} that do not document combat operatlons;

+Destroyed when no longer needed

applies to 5291.c{1)(c)La thru -k wain

Destroyed when no longer needed

]
appliestoS29Leltfathruk "M

iN1-NU-89-4/

]
\S291/1/C/CI/G moved to be with like records

N1-NU-89-4 /

5291/: UM moved to be with like records




ssic/No. |

Series Title

| Description of Records

Cutoff

Disposition

DAU

I Notes

5291.1c(2)(c)1)

5291.1c{1)(c)1k

5291.3a(4)

'VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

VI PRODUCTIONS, PRODUCTS AND SERVICES
' RECORDS

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

1. VI materials {films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not

d el h general or

and d d to have

Marine Corps.
<. Motlon Media. Navyand Marine Corps-sp

Interest to the Navy or

lly or under

d motion media p

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 captfon data sheets. Video recordings: the original or earllest generation of recarding
proj prints or one projection print and a video

and dubbing if one exists.

\cquired films: two

‘recording and accompanying caption data sheets. Unedited film footage: the original negative or color

original, work print, and an i diate positive or dupl!

If one exists, appropriately

ged, labeted, and d bed. d
labeled and described.

d video: the original and a dubbl)

(1) Documentary footage (except routine surveillance, sclentific, medical or engineering footage) shot for '
research and development, fact-finding or other studies and stock footage, outtakes and trims created

Internal

dudngthe course of a Navy and Marine Corps-sp

P

hews or

gs of public ings or

guest

speakers, :nd testlmuny of Navy :nd Marine Corps officlals before Congrss and at other hearings, and

textual material (p
Marine Corps officlals.
{c) Held by the DOD Motion Media Records Center.
1. Unedited that meet the
longer needed.

J most 1 h or of shjps (except those of aircraft carriers (CV),

das, scripts, etc.) Media appearances by top Navy and

criterla are TEMPORARY and will be destroyed when no

battleships (BB}, atomic submarines (SSNJ, and the first of each class of submarines, cruisers, and

idestroyers);

1 VI materlals (films, tapes, discs or graphic arts) recorded by Navy and Marine Corps activities not

Marine Corps.
€ Motion Media. Navy and Marine Corps-sp

and d to have generalor

d motion media pi

Interest to the Navy or

duced internally or under

contract, Fllms: 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 earllest generation of recording
prints or one projection print and a video

and dubbl d films: two

If one exists. Acq

recording and accompanying caption data sheets. Unedited film footage: the original negative or color

original, work print, and an
ged, labeled, and d

positive or di
ibed. Unedited video: the original and a dubbii

if one exists, appmpﬂ:telv

fabeled and described.

(1) Documentary footage (except routine surveillance, sclentific, medical or engineering footage) shot for
'research and development, fact-finding or other studies and stock footage, outtakes and trims created

9 "

Internal

dudngthe course of a Navy and Marine Corps-sp p

newsor

dings of public or

guest

speakers, and testimony of N:vy and Marine Corps offlclals before Congmss and at other hearings, and

textual
Marine Corps officlals.
1(c} Held by the DOD Motion Media Records Center.
1. Unedited
longer needed.

8 saripts, etc.) Media appearances by top Navy and

Is that meet the foll criterla are TEMPORARY and will be destroyed when no

1k Out of focus or poor photography, or poor quality audio {except when related to combat operations).

3, Other VI materials accumulated by Navy and Marine Corps actlvities Including that of local use only

*that have no continuing general or historical Interest to the Navy or Marine Corps
a. Still Photography. Black-and-white, color color h

filmstrips and accompanying audio recordings or scripts. Cavering:

and slide sets and

'(4) Negatlves and prints which are due to fauity ph hy, or b of

are

:considered to be duplications.

Destroyed when no longer needed
applies to 5291.c{1){c)1.a thru -k

Destroyed when no longer needed
applies to 5291.c(1){c)1.a thru -k

Destroy when no longer needed.

'N1-NU-89-4 /
5291/1/C/1/C/1/)

wnin

N1-NU-89-4/
5291/3/C/1/C/1/K

N1-NU-894/

wiin - ce/a/ata

moved to be with like records

moved to be with llke records

'moved to be with like records




ssic/No. | Series Title | Description of Records | Cutoff [ Disposition | Ret. | pDAu | Notes
T
i .3. Other VI materials accumulated by Navy and Marine Corps activities including that of local use only- i .
1
\ |tllat have no continuing general or historical Interest to the Navy or Marine Corps. ' .
5291.3b(3}) I:IE;:’?‘E;JCHONS, PRODUCTS AND SERVICES ‘b. Graphlc Arts. Posters: 2 coples. Original art: original and photographic copy If one exists. \ D::I:V“\:: :’: ':: I::tﬁr needed for fwnin ::;:;J;:;:I moved to be with like records
{3) Lne and halftone negatives, screened paper prints and offset lithographic plates used for photo- P P e
! mechanical reproduction.
' '
i
1 3. Other VI materials accumulated by Navy and Marine Corps activities including that of local use only
! that have no continuing general or historical interest to the Navy or Marine Corps. '
<. Motlon Pictures, Induding Category 1 Programs. *
. Navy-and Marine Corps-sponsored films: orlginal nega or color Is and sound tracks, '
5291.3¢(2) VIPRODUCTIONS, PRODUCTS AND SERVICES Intermediate master positives or duplicate negatives plus optical sound tracks, and sound projection Destroy when no longer needed, wnin N1-NU-89-4/ moved to be with like records
RECORDS . H R 5291/3/c/2 '
. prints or video cquired films: proj prints or one pro print and a video .
ding. Unedited fi original nega or color originals, work prints, and an intermediate
posttive or duplicate negatives.
(2) Films acquired from outslde saurces for | enter and
PS— - R P - - PE— - - - - - - = - 3 -
3, Other Vi materials accumulated by Navy and Marine Corps actlvities Including that of local use only
that have no continuing general or historical interest to the Navy or Marine Corps,
<. Mation Pictures, Including Category 1 Programs.
Navy-and Marine Corps-sponsored flims: original nega or color Is and sep sound tracks,
5291.3¢(3) ::L:;onggmo"s' PRODUCTS AND SERVICES Intermegliate master positives or duplicate negatives plus optical sound tracks, and sound projection Destroy when no Jonger needed. "wnln :;:;7;:’, moved to be with like records
prims or video recordings. Acquired films: proj prints or one proj print and a video
, §. Unedited f original neg: or color originals, work prints, and an intermediate ,
L positive or duplicate negatives.
(3) Routlne surveillance footage.
3. Other VI materials accumulated by Navy and Marine Corps actlvities Induding that of local use only
. that have no continuing general or historical Interest to the Navy or Marine Corps. '
5291.3d(2) VI PRODUCTIONS, PRODUCTS AND SERVICES d. Video Recordings, Induding Category 1 Programs. The original or eatllest generation of recording and Destroy when no longer needed wnin N1-NU-89-4/ moved to be with like records
RECORDS a dubbing if one exists. 5291/3/p/2
(2} Programs acquired from outside sources for | and '
3, Other VI materlals accumulated by Navy and Marine Corps activities including that of local use only
that have no continuing general or historical interest to the Navy or Marine Corps. . 894
5291.3d(3) :L:;?(E;JCTIONS, PRODUCTS AND SERVICES d.Video dings, Induding Category 1 Progr The original or earliest generation of recording and Destroy Immediately. wnln 7512;‘:;3,0 /3 moved to be with like records
' a dubbing if one exists. '
' {3] Rehearsal or practice tapes.
3. Other VI materlals accumulated by Navy and Marine Corps actlvities Including that of local use only
that have no continuing general or historical interest to the Navy or Marine Corps. '
5291.3d(5) VIPRODUCTIONS, PRODUCTS AND SERVICES d. Video 8! luding Category 1 Progr The original or earliest generation of recording and Destroy when no longer needed. wnin N1-NU-89-4/ moved to be with like records
RECORDS 5291/3/Df5
a dubbing If one exists.
(5) Routine survelllance recordings.
3, Other VI matertals accumulated by Navy and Marine Corps activitles Induding that of local use only '
! that have no continuing general or historical Interest to the Navy or Marine Corps. , N
5291,3d(7) :L::?‘g:mus‘ PRODUCTS AND SERVICES d. Video Recordings, Including Category 1 Programs. The orliginal or earllest generation of recording and ' Destroy when no longer needed. wnin :;:;;’;:;I moved to be with like records
. a dubbing If one exists.
. (7 dings that di routine and award
' R
' 3, Other VI materlals accumulated by Navy and Marine Corps activitles Including that of local use only
that have no continuing general or historical Interest to the Navy or Marine Corps. '
'VI PRODUCTIONS, PRODUCTS AND SERVICES  d. Video Recordings, Induding Category 1 Programs. The original or ealiest generation of recording and N1-NU-89-4/
5291.34(8) \RECORDS 2 dubbing f one exsts, Destroy when no longer needed. wnin 5291/3/D/8 moved to be with like records
' {8} Dup!! dubbings and pre-mix e in excess of those el quired for pi , [
duplication, and reference by CFR 101-11.411-4. !
3, Other VI materials accumulated by Navy and Marine Corps activitles including that of Jocal use only !
VI PRODUCTIONS, PRODUCTS AND SERVICES Erase or destroy when purpose has N1-NU-89-4/
5291.3e RECORDS that have no continuing general or historical Interest to the Navy or Marine Corps. ) beenserved. . wnln 5291/3/E moved to be with like records

e. Sound Records of Transitory Information. .




ssic/No. | Series Title IDescrlptIon of Records | Cutoff | Disposition | Ret. |  pau | Notes
n . 0 " 0 :
H -4. MDI s a private enclave of electronic sensors and d i ' B ! !
1 ,phvslul security for Marine Corps Installations. The system consists of sensors Installed at bulldlnp or '; N '
1 areas to detect and report access activity —both authorized and horized. Sensor inf flaws | ' | ' .
$2914 IVIPRODUCTIONS, PRODUCTS AND SERVICES !across @ dedicated private communlcations enclavetos central monttoring point located in the Provost | ;E::mm..o'..f ;"" ’t‘:;::’;r ta DAA-0127-2014- |
- 'RECORDS Marshall’s Office {PMO). Windows servers at the monRoring polnt process sensor data, store the results ihuslr::s urposes. Be! | '0014-0002 !
| .In a database, and generate displays for operator actlon. Closed circult television video fs also In use purp ! :
H where needed and the video Is stored on digital video recorders at PMO. MDI is deployed at all USMC |
l| *Installations worldwide. 1 \
! 1. Varlous ds/R dd g The Ut fEmpl of !, Including, But Not '
5312.1 *UTILIZATION RECORDS Umited To Distribution of Personnel To Acthty Yype, Distribution of 1 By hic Area, and ' Destroywhen nolongerneeded for ,~ NINUSS4/ @ o bewith ke records
P A . reference, 5312/1
H F q By Pay fficer C
[ - - - i "
' 1. Varlous /Records Add /P | By
53141 ISTATISTICS RECORDS Paygrade/Rating/Speclahty/Officer ¢ JEtc. Files Include d hic breakdowns of p ;L Destroywhennolonger neededfor |, NINU-834/ | )00 b with like records
1 a R , reference. ,5314/1
yand by paygr officer community/etc. .
. . ) 1. Records of Morale, Welfare, and Recreation Clubs, Assoclations, and Facllitles and Other Personnel - ) o ) ) ) N 1_;“;_” 4/ ) )
5380,1d ' SERVICES RECORDS Service Activities Financed From Non-Appropriated Funds, Destroy when purpose Is served, *wnin 5380/1/D moved to be with like records
1d. Other Civillan Employee Records. (Records not covered In SSIC 5380.1c.) R .
: 1. Reference Files Applicable to Navy, DOD, Other Services, and Could Include Civillan Agencles of the Destroy when superseded, cancelled, or ¥
5410.1 DEPARTMENT OF DEFENSE AND INTERSERVICE, Federal Government. Examples may Include, but are not limited to: Federal Executive Boards, no longer needed for reference, ‘wnin N1-NU-89-4/ moved to be with like records
RECORDS N o 5410/1
plans, and and logistic supports. whichever Is earlier. '
. s /. - —. - - Ve R - - I . ... s s - - / - - - - -
[ '1. Records Prepared Under the Alreraft Accounting System (Current Version of OPNAVINST 5442.2). \ N1-NU-89-4/
5442.1a IsTATUS OF AIRCRAFT RECORDS "a. Coples of Alrcraft Custady/Status Change Report (OPNAV 5442-1 {MIN: Considered)). ) Destroy when & months old. e 5442/1/A )
T I ———— e = - . U, e e mmem emmemmm 4 e mmmes e - , _——— [ e e e e o - e e e
' 1. Records Prepared Under the Alrcraft Accounting System (Current Version of OPNAVINST 5442.2). ' N1-NU-89-4/
544216 'SrATUS OF AIRCRAFT RECORDS b. Coples of Aircraft Accounting Audit Report (OPNAV 5442-6 {MIN: Considered)). Destroy when § months old. .d 15442/1/8
b T ) 2. C 1 Backg 1. Records of of shore 1 d with for ° - ) :
54502 ! SHORE ESTABLISHMENT RECORDS blishment or of shore activitles, or modification, including modiication of Destioywhennolongerneededfor  , ~ NINUBS-4/ ) on be whh fike reconds
N . reference, 545012
R 1 oo manpower levels, both military and clvilian. ; R K
5450.3 SHORE ESTABLISHMENT RECORDS 3. Inspection and Audit Reports or Reviews of Commands and Actlvitles Based Ashore. :f:lrr;yc:men na longer needed for wnin ::;:7:94 / moved to be with llke records
- - e . o, . — - e - . - e o e _——— . rererence. .. -~ I - e - -
' 3. Security Container Records Flles. Forms placed on safes, cabinets, vaults, or secured rooms contalning ]
| *classifled documents and used as a record of entry into and checking of contalners such as locking doors i
rand wind and alarms. Includes forms such as SF 701, Activity Security Checldist, and SF Destroy 1 day following the last entry !
5510.3a 'INFORMA‘HON SECURITY RECORDS 1702, Security Container Check Sheet. on the form, except: :<1 IN1 Nu-01-3/8
| Privacy Act: N/A 1 '
i a. Form Not Involved In an Investigation. !
‘: +5. Forelgn Disclosure Records
< Forelgn Disclosure Authorization (DA), trnlnlng, publications, or documents. DAs for these purposes '
are the review, dinatlon, and ap pproval for the discl of classlfied or controlled ,
' unclassified | or Infi | d Includes (1) forelgn military tralning courses,
5510.5¢{2) INFORMATION SECURITY RECORDS course curricula (sets of course), or manuals; {2) tactical and other publl (3) d {nucl Destroy when deemed unnecessary.  wnin N1-NU-02-5/7 moved to be with like records
related, Navy, or Navy-interest; etc.); or (4) draft TTSARBs (see 5510.2a); etc. DAs are requested through f
(1) FMS and similar cases; (2] g to. d d or(3) :
transfer/lease/loan/grant of defense artides, such as ships; or (4) review of draft TTSARB; etc. !
(2) Requesting Command. |
, 5. Foreign Disclosure Records ) )
e, of horlty ds. These include General Dalegatlons, Delegations of
Disclosure Letters {DDLs) issued In support of I Infe \g and DDLs
5510.5e(2){a) :INFORMATION SECURITY RECORDS for | Coop ar Dispose with MOU. wnin N1-NU-02-5/12  moved to be with like records
. (2) DDL’s In support of International MOUs/MOAs for Infe ch or Forelgn (
Program. )
[ _ (a) Recordcopy. o L Ll L A _____; [
121 IDENTIFICATION (CREDENTIALS, TAGS, PASSES, la::“” relating to forand of identification badges, cards, and  Destroy 3 months after return to a NLNU-BS4/ ¢
I|AND PERMITS) RECORDS P | Issulng office. | 15512/1/A

1a, Badges and Passes.




ssic/No. | Serles Title | Description of Records | Cutoff | Disposition Ret. | pau | Notes
Il . : Destroy 6 months after new . !
laccountability system Is established or | !
55120 | IDENTIFICATION (CREDENTIALS, TAGS, PASSES, . 1;:::’“‘ relatingto forand of Identification badges, cards, and : “Lyear after finaldisposition of each & INI-NU-8S4/ .
" ‘AND PERMITS) RECORDS P * tissuance record Is entered In retention 5512/1/8 '
-b. Records of Issuance.
I ' *log or similar record, whichever is 1
I ' earller. .
' '
) 2. Records and correspondence relating to applications for and of Y ! badges, H )
5512.2a 'IA[:f: E::::Il;l:giiimu' TAGS, PASSES, cards, and passes. Destroy when no longer needed. :wnln :;' 1:;’2-7:4 / moved to be with like records
o - S a. Records of to Special (M3 y) Areas. A . A i o o
) . . Destroy when verification Is .
55123 l LI;E:‘:I::::;;I; ézzsﬂ:;:smws, TAGS, PASSES, !; s:rds or simllar records used to verify Identity of new employees and requests or arders for badges or ‘ * accomplished or badge or pass has iwnln :;1:;; / moved to be with like records
! passes, been prepared and delivered.
- - ' ‘ -
'IDENTIFIGTION (CREDENTIAIS, TAGS, PASSB, 8. Property Passes. Personal and public property passes and pmperty p:ss books . ’ N1-NU-894/
55123? 1AND PERMITS) RECORDS _ ‘a. Personal Property Passes Authorizing the Removal of Property or Material. . oL _ _Destro_y 3 m_ont_hf after uplratlon: : .<1 B 5_51248/A : .
llDENT IFICATION (CREDENTIAIS TAGS, PASSES, t N1-NU-89-4/
5512.12 |AND PERMITS) RECORDS 12 Baggage Record Cards. _ e o -Destruvv'whenﬁr:\o_mhs old-‘ . 1<d ss1/12 ot ) o
! IDENTIFICATION (CREDENTIALS, TAGS, PASSES, 1 'N1-NU-894/
551-2.13_ ) ! AND PERMITS) RECORDS o 13, Emarxanr.y Meilfl 1:ags Medical It{al:tlﬁc_:llon tags. o ) C Dat:oy when 6 r_nomhs old. ) !<1 S512/13_ L L
' ' i
| 17. Naval Criminal Service (NCIS) Badge, 1And F Service Pin , .
Controls Records. Information showing the Issue and control of badges, credentials and pins naming ||' .
5512.17b(1) .IDENTIFIGTION {CREDENTIALS, TAGS, PASSES, 'NCIS dvillan and mifjtary personnel. Included are recelpts, log books, | y reports, s Destroy 90 days after final sugrender of | a N1-NU-58-2/ s
| AND PERMITS) RECORDS ‘Inspecﬂnns, destruction lists and related documents. (Privacy Act: N01070-12) ‘credentlals. ' 5512/17/8/1
| 1b. Receipts and credentials by persons to whom badges, credentials and or pins are issued upon thelr: \ I .
(1) Departure: !
H . 1
- T T oy * 3. NCsinvestigations of Special Activites 77 T T T Tt tTmErmotTom o moom o et e T Tttt T
! a. Agent Applications for Positions with NCIS. Information concerning DOD-affillated and non-DOD- f ' N1-NU-98-2/
5527.3a(1)(b) |INVETIGATIONS RECORDS +afflllated applicants. (Privacy Act: NOS520-4) Destroy when 90 days old ‘el S527/3/A/1/8
1(1) Applicants not hired by NCIS. '
L . o A A * (b} Non-DOD-affillated. : o oL . N ' A .
| 1. Records Relating To the of and ility for Keys. used to :l
accountability for keys and locks, key and lock access rosters and reports of inventories. This information X
! I: used In the physical security of conventional arms, ammunition and explosives; classified defense | N1-NU-894/
5530.1b | PHYSICAL SECURITY RECORDS and other g property not specifically provided for elsewhere in this Destroy 6 months after turn-In of key. '<1 5530/1/8
! \Included are key control registers, key and Iod( Inventory records and simllar information. Privacy Act: ' , ' '
|NO7320-1 !
. 1b. Other Areas. .
- ' R - - e - .- - - - . - R - 1. . - R -
; Destroy 6 months after recoveryor 6 ' !
M ‘1. R for Is and P d or Bid months after recovery or 6 months .N1-NU-89-4/
. | q P P .
553L1b IINDUSTRIAL SECURITY RECORDS :b. No Contract. after date that disposition of classified la 15531/1/8
II , matter has been accomplished. i ' .
H "L Central Index flie (CIF) cards. Facllity records of industrial facilities security clearances. {Duplicated In ,Destroy 6 months after superseded or I N1-NU-89-4/ '
55321 +FACILITIES SECURITY RECORDS iretained central index file of the Industrial Security Board, DOD.) «termination of facility. Ild 5532/1
1 1
.- - 1 - - - - R R - - -- . L - e o e e -
5323 \FACILITIES SECURITY RECORDS 3. Facliity clearance status reports (lists) of subcontractors. These are furnished to prime contractors ' Destroy when 6 months old. .<1 1N1-NU-89-4 / .
N o B L . _ ‘upon request e . _ B o R L. . o $532/3 D _ =
0 1
4, Fadllity clearance case files. Records of facilitles having of coples of
facllity security clearance surveys, security agreements, letters of cunsent, letters of notification of facility N1-NU-894/
5532.4b(1) FACILITIES SECURITY RECORDS security clearance, and other simllar and related papers. Destroy when final clearance s issued. *wnin 5532/4//1 moved to be with like records
' b. Letters of Consent. .
{1) When letters of consent cover interim clearances.
, - - R R
1 14, Facllity clearance case files. Records of facilities having security clearances, conslsting of copies of
facility security clearance surveys, security agreements, letters of consent, letters of notification of facllity Remove letter of consent from the case | NLNU-29-4/
5532.4b{2) FACILITIES SECURITY RECORDS security clearance, and other similar and related papers, file and destroy immediately afterthe ‘wnin 5532/, moved to be with like records
' 1b. Letters of Consent. CIF card has been forwarded to the CIF. e
' (2) In case of death or termination of employment or securlty clearance, {See also SSIC 5521.2.) ' . '
' 2. Card records of facllity cl status, Files security cl . quired for access to the ) Rmaln on board, Destroy upon Ni-NU-894/
5532.2 ,FACILITIES SECURITY RECORDS fadllity, of the activity. 'wnin 553272 Imoved to be with like records




SSIC/No.

| Series Title

| Description of Records

[ Disposition | Ret. |

DAU

I Notes

5532.6

5560.1

5560.3

5560.4d(3)

5580.4f(2)

5580.7¢

5580.7d

+FACILITIES SECURITY RECORDS

TRAFFIC CONTROL AND PARKING RECORDS

'TRAFFIC CONTROL AND PARKING RECORDS

LAW ENFORCEMENT RECORDS

'LAW ENFORCEMENT RECORDS

'LAW ENFORCEMENT RECORDS

LAW ENFORCEMENT RECORDS

6. Industrial security heckiist for
and Alr Force for facilities under their
permanent files.

! facilities. Form Is completed by DON, Army,
and the security offlce offlcial

*1. Records Relating To Applications for and Issuance of Car Parking Permits.

3. Records Relating To the Issuance of Automobile Plates.

4, NCIS Criminal investigative Records. Files relating to lJaw enforcement information and criminal
Investigative cases.

d. Non-Investigative Reports. Consists of reports concemning non-Investigatlve Issues such as criminal
Intelligence and inf reports, p law briefings, and sources
administration.

(3) Law fl Conslsts of req for, records and copies of law enforcement briefings
pertaining to toplcs such as fraud awareness, crime prevention.

(Privacy Act: N/A)

4. NCIS Criminal Investigative Records. Files relating to law enforcement information and criminal
Investigative cases.

{. Case Admini ludy d d with the case orthe
administration of the case (SSIC 5580.4a(3) and 4b{3)) retained at the creating office. These records may
be d in either hardcopy or el fi d format.

{2) Case Tracking and File Management Form:

7/ 7/

7. Civil Disturbance Files, The Attorney General is the chief civillan officer In charge of coordinating all
Federal government actlvities relating to civil disturbances. Upon spedific prior authorization of the
Secretary of Defense or his d may be ] which s to meet
requirements flowing from the misslon assigned to DOD to assist civil authorities In dealing with civil
disturb Such auth will only be granted when there Is a distinct threat of civil disturbance
exceeding the law enforcement capabilitles of state and local authorities. Records consist of information
on investigative and other activities authorized in connection with civil disturbance responsibilities within
the United States, District of Columbia, Commonweaith of Puerto Rico, and United States territories and ,
possessions.

c. Data, Which Pertains to Early, Waming of Inddents, Potential Threats, and Situation Estimates. Data
obtained from Federal, state or local or law enf {which dupli files
maintained by the orlginating agency) prior to commitment of Federal troops and subject to evaluation

to determine pertinency with no DOD flle being created or no DOD information generated.

(Privacy Act: To be determined.)

7. Cwil Disturbance Flles. The Attorney General Is the chlef divilian officer In charge of coordinating all
Federal government activities relating to civil disturbances. Upon specific prior authorization of the
Secretary of Defense or hls d may be acquired which Is I to meet
requirements flowing from the mission assigned to DOD to assist civil authorities In dealing with cvil
disturbances. Such authorization will only be granted when there Is a distinct threat of civil disturbance
exceeding the law enforcement capabilities of state and local authorities. Records consist of information
on [nvestigative and other activities authorized in connection with clvil disturbance responsibllities within
the Untted States, District of Columbla, Commonwealth of Puerto Rico, and United States territorles and
possesslons,

d. Data Collected or Developed by DOD Components during a Perlod When Fleld Acquisition, Reporting,
or Pracessing Activities have been specifically Authorized by the Secretary of Defense. Data includes

y, routine, or Y | not included as backg d data in SSIC

5580.5¢
(Privacy Act: To be determined.)

Destroy when superseded. wnln

Destroy 3 months after permit fapses or: <

'returned to Issuing office. 1

Destroy 5 months after plates are

retumed. <

Destroy after 1 year or when no longer

current, whichever Is later. wain

Destroy/delete 90 days after the case
file copy Is destrayed/deleted.

Destroy 60 days after termination of

the specific sttuation or Inddent. <t

Destroy 60 days after termination of

the civil disturbance. <t

N1-NU-89-4/
5532/6

N1-NU-89-4/

5560/3

N1-NU-89-4/
5560/3

N1-NU-98-2/
5580/4/D/3

N1-NU-06-6/4

N1-Nu-98-2/
5580/7/C

N1-NU-98-2/
5580/7/D

moaved to be with like records

moved to be with like records




ssic/No. | Series Title | Description of Records | Cutoff | Disposition [ Ret. | pau | Notes
0 | )
I 8. Files Relating To Non-DOD Affiliated U.S. Citizens, € or Forelgn ! ! . .
: contained in these files, to the extent that It concerns U.S. persons, Is collected in d: of B ! s
| Order 12333, dated 4 December 1981, or for force protection purposes. 1
' - N " Destroy immediately after an '
b. Acthities or Events Not Posing a Threat, by, and or evaluation determines a threatdoes | N1-NU-38-2/ .
5580.8b ILAW ENFORCEMENT RECORDS acquired from, agendes outside the DOD during the course of routine Investigative or liaison activity l moved to be with like records
«not exist or no later than 90 days after | 5580/8/B
which after receipt Is subsequently determined to fall outside the area of Interest of the DOD, or which is recelpt, whichever Is earlir. ,
! determined not to pose a threat to DOD 1, property, or fi and no DOD file is created or P ) A ,
I DOD informatlon generated, t
(Privacy Act: To be determined.) ' ' '
- e - ) - ' - r .- - . -
' Destroy when obsolete, cancelled, or |
'no longer needed for reference.
+GENERAL MICROGRAPHICS PUBLICATIONS,
56005 1PRINTING, DUPLICATING, AND REPRODUCTION'5. Reference Files of Publications. ' {Return current and usable publications, , ~ NINU94/ o)y b with ke records
RECORDS no longer needed to appropriate Cog | 5600/5
' stocking segment of the Navy Supply
. System.)
Destroy when publication Is completed NI-NU-B94/
5602.3 PREPARATION RECORDS 3. Background material, drafts, and other papers used in devel and bll and published or purpose Is served, wnin s602/3 moved to be with like records
,whichever is earlier.
' 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. Filgs consist of such papers as coples of . Dest 7
roy when publication s Superseded
' Job requests or orders, material withdrawal requisitions, pricing schedules, Job cost reports, samples of N1-NU-894/ "
5603.3b 1PRODUCTION RECORDS fobs produced, recelpts for completed work, specfications, and other related papers. (See also SSIC :f::::l;te and no longer required for wnin 5603/3/B moved to be with like records
5602.2.) "
o _ o _ . . _ b. Navy Activities. _ . ol L. e .. _ R .~ .
I N1-NU-894/
5603.4 'PRODUCTION RECORDS 4, Delivery unit coples of signed recelpts for completed work. Destroy when 6 months old. <1 5603/4
| o 5. Production Planning and Schedullng Records. - ) ° ) o T - - o NLNU-B94/ -
5603.5a PRODUCTION RECORDS 'a. Prod Control or Progr g Records. Control stubs, tickets, or other local forms used as Job Destroy when 3 months old. laa 5603/5/A
. ! B _ R status records or for posting to pricing schedules. _ _ e . ; oo L.
H 5. Prod Pl g and Scheduling Records. . , .
b. Production Reports or Other Records. Files relating to work production breakdowns, such as H N1-NU-894/
! .,
5603.5 | PRODUCTION RECORDS estimated number of units of productions per job In each cost process. files indude planning coples of Destroy when & months old <1 5603/5/B .
I ' requislitions. ) .
.- - v - - = - R, - - - - - - - - . - — e - . - - - -
1 2, Publications and Forms Requisitions and Shipping Order Files. Coples of requisitions, shipping orders, : ! NI-NU-89-4/
5605.2 'DISTRIBUTION RECORDS transfer requests, and related papers accumulated by publications supply activitles and by activitles and Destroy when 6 months old. el :5 605/2
' offlces requisitioning publications and forms from stock. ' H
- .- - - - - R - - - - - - - 1 R -
j EXTERNAL PUBLIC AFFAIRS {INCLUDING '6. Anonymous Letters, Letters of Complaint or Criticlsm, or Letters Containing Suggestions. Include ' ' N1-NU-894/
57208 ) FREEDOM OF INFORMATION) RECORDS replles on which no Ismadeor actlon taken. 1Destroy when 3 months old. [ 15720/6 ,
[ [, - - - - - - PR H . LI - - -
EXTERNAL PUBLIC AFFAIRS {INCLUDING 8, h Ref Files. Press cll d and other I d for refi N1-NU-89-4/ _
S7208 FREEDOM OF INFORMATION) RECORDS articles, storles, etc., pertaining to or of nterest to the Navy and Marlne Corps. Destroy when purpose Is served. v s moved to be with like records
| 1. Fleet Home Town News Center Records. ] !
§7241b(1)  |FLEETHOMETOWN NEWS RECORDS b. Photographic Prints Accumulated by the Fleat Home Town News Center. .::::4::'::: °"3:::;; ';:""’“'"’ « ,:7122;"17:,': /
. '(1) Address of person portrayed Is avallable, _ R ' . _WY o Ll . R R
57273 MEDIA RELATIONS RECORDS 3..Subject Reference Files. F{Ies Indu'de fact sheets, related dipping media querles, and background Destroy when purpose s served. *waln N1-NU-89-4/ moved to be with like records
f Aused for and R B _ 5727/3
1. Records of The Naval Historical Center Documenting the History of U.S. Navy Ships. Records Indude
57521 | SHIPS HISTORY SOURCE FILE cruise books, builders brochures, dippings, ph hs, and printed I Exclude z’::::h'" nolonger neededfor :715:;’1'3“’ moved to be with like records
command historles (fited under SSIC 5757), name files {SSIC 5030), and Deck Logs. ) '
, 1. Records of the Curator for the Navy and the Marine Corps Historical Centers. , N1-NU-894/
5755.1a MUSEUM RECORDS 3. Records documenting accreditation of Navy end Marine Corps eligibllities of and Destroy when no longer required. wnin 5755/1/A .moved to be with ftke records
accounting responsibilitles.
- - - - - 2 = - - - - - - - - - . R
1. Records of the Curator for the Navy and the Marine Corps Historical Centers. , N1-NU-89-4/ , L
5755.1c MUSEUM RECORDS c. Exhibit Files. Design, construction, and background records for exhibits at Navy museums. Destroy when exhibit Is dismantled. |vmln 5755/1/C moved to be with ike records
oot T - — d s s of 3 - - R 7T NU- T - -
57703 IGENERAL AFRTS RECORDS 3 G and & N fetters letters of commendation, ! Destroy when 3 months old. Ja NI-NU-8s-4/

criticlsm, suggestions, and replies, v

,5770/3




ssic/No. | Series Title | Description of Records | Cutoff | Disposition | Ret. |  Dau | Notes
' ' 1 !
N . . , Malntain at OJAG headquarters for as ,
' : :eclmolcﬁl:ﬂnarv .Iustloe‘ S:se Tracking and Systems. Files by OIAG. long as database Is ry for :
5810.2¢c {MILITARY JUSTICE RECORDS * ror i organlzational analysis and planning.  jwnin NARA 1998 Review moved to be with like records
NOTE: All Transfers of data and d will be In accordance with the p of 36 CFR 1228, 1{Non-records accarding to NARA 1938
Review.”) '
R . . - , - | . , - R
2. Appellate Case Tracking System. This system is used to track the status of courts-martial cases ' - 4
' ‘reviewed by the Navy-Madne Corps court of criminal appeals and appealed to the U.S. Court of Appeals : ,Malntaln at Headquarters for as long as, ,
1COURTS-MARTIAL REVIEW AND APPEALS for the armed forces. Provii and fi base Is y for "
56142 tRECORDS . El files lated by QJAG .pl:nnlng and analysis. (Non-records wnin ,"AM 1998 Revlew :de tobawith liks records
1according to NARA 1998 Review.”) ! '
' NOTE: All transfer of data and d. ion will be In with the p of 36 CFR1228, '
I. 12. Administrative or Office Service Coples or Requests or Requisitions for Office Equipment and Supplies. ! ' ¥
5900.2 | GENERAL OFFICE SERVICES RECORDS Requests for services o work order requests, Including bullding and service '?:T:; ::;’:::‘;"n':l‘l’:: after < .::02;1249-4/
B vrequens, other simllar records, and related correspondence. ireq! N I f H
e - e - —— - — BT e T G T i ' - - - =
! | ! Destroy when 3 months old or action '
1 *5. Mailing or Distribution Lists and Related Materfal. : . ' N1-NU-89-4/ H
§900.5b ;GENEM OFFICE SERVICES RECORDS : b. Correspondenoe, Request Forms, and Other Records Relating to Changes In Malling Lists. ! :::": :en completed, whichever Is ;‘1 '5900/5/8 I
R - . - _ R _ . . L. - . e ' _ ' . l . P ———— - N
ssan2 \STENOGRAPHIC, CLERICAL, AND MESSENGER 2. Internal Messenger Records, Such As Logs, Assl or Route Schedules, and Dellvery Recel Destroy """:f monthsold, s L1 N1-NU-89-3/
- +RECORDS (See SSIC 5900.6 for other mail and messenger records, ) . ' 5930/2 '
I . - . - . - _ "earlter. ) ! . /.- .
2, I.zyslatlve Reference Files. Coples of proposed legisk: and of Orders for N1-NU-89-4/ .
5861.2 ) IL_EGISlATIvE PROPOSALS RECORDS Information. (Exclude files covered In SSIC58511) _ ) . Destroy w!nn purpose Is served. Iwnln _ sse12 ) Twed to be with like records
5862.1 LEGISLATIVE ENACTMENTS RECORDS 1. Reference Flles of Coples of Legislative Enactments and Related [ndex Records Destroy when purpose Is served. wnin :::;;11'“4/ moved to be with like records
) PATENT, INVENTION, COPV-RIGHT,- 2. Routine Internal 0pera-tlon and Adn}lnlnmlon- of Activities Concerning the Handling of Patent, ) ) o T - N 1-Nl; 894/ 1 o
5870.2 TRADEMARK AND ROYALTY PAYMENT Inventlon, Copyright, Trademark and Royalty Payment Matters. General correspondence files and Destroy when purpose is served. wnin 5870/2 moved to be with like records
RECORDS d at any Navy office. '

. (\" 181 Common across
10. Waivers and Exception Records. Records relating to waivers and exceptions to poll:y between an ¥ upon expi
GENERAL ADMINISTRATION AND activity and the office the policy req Included are cancellation, or when oondnlons that
.10: -
5000.10a MANAGEMENT o . disapp and related made the walver or exception wnin N1-NU-01-4/3
. a. Approvals: Inecessary are altered.
SAFETY AND OCCUPATIONAL HEALTH N a N1-NU-89-4 /
5100.11 RECORDS 11. Safety Instructions and Regulations. y when or wnin s5100/11
s5215.1¢ ISSUANCE SYSTEMS (INCLUDE DIRECTIVES) 1. Directives Files, Destroy when superseded, cancelled or i N1-NU-89-4/
" RECORDS c. All Other Commands/Activities. Officlal copy of each directive originated by an actlvity. no longer needed for reference. wnin 5215/1/C
5216. CORRESPONDENCE MANAGEMENT RECORDS co““spof'bmﬁ MANAGEMENT RECORDS Files Consisting of Policles and Procedures Pertalning to Destroy when cancelled or superseded. [waln | N1-NU-89-4 /5216
EFFECTIVE WRITING (INCLUDE DRAFTING AND EFFECI’IVE WRITING (INCLUDE DRAFTING AND REVIEW} RECORDS Files Consisting of Policles and
5217, REVIEW) RECORDS p " to Effective Writing. Destroy when cancelled or superseded. |wnin N1-NU-89-4 /5217
DATA SYSTEMS DEVELOPMENT RECORDS FOR . Destroy when no longer valid or N1-NU-89-4 /
5231.1 SYSTEMS SCHEDULED AS TEMPORARY 1. Records Providing Guidance for the Design and Development of Automated System. current. wnin 5231/1
52312 DATA SYSTEMS DEVELOPMENT RECORDS FOR |2. Procedural Documentation for ADP System Req {Exclude hard or systems software Destroy when no longer valid or " N1-NU-89-4/
) SYSTEMS SCHEDULED AS TEMPORARY specifications covered in SSIC 5236.) current. wnin 5231/2
1. Activity or Office Guidelines. Files concerning ADPE reutilization and sharing and any operating Destroy when no longer valld or N1-Nu-89-4/
5.237'1 REUTILIZATION AND SHARING RECORDS d tion for d related to that subject. {current. wnin 5237/1
L Ind k¢ J Files, hnical Reports, Status, Savings, Economic Reports, NL-NU /
5240.1c INDUSTRIAL METHODS RECORDS and Studles. Also, pi and guldelines for uf: Y, etc. y when ded or lled. |wnin 5240/1/C
- ¢. Instructlons and Notices.




Notes

SSIC/No. Series Title Description of Records Cutoff Disposition Ret. DAU
1. Instructlons, Orders, and C: d Files that b and les for and
d of auth and of d chains established within the DON. File one copy of each with activity’s Refers to
5402.1b(2)(a) ::‘L:\(E’(;ADIIONISUCCBSION OF AUTHORITY b. Those d that blish the chain of at all levels, general correspondence program files. |other N1-NU-83-4
(2) Other activities and offices. of with d files. [SSIC
{a) All other coples.
9. Plans and Procedures Records. Records related to plans and p dural guld forp g
national security information and government personnel and property. Accumulated at the operational
5500.9 GENERAL SECURITY RECORDS Ievel for use by activitles to plans and p d for p g classifled and f ywhen led or ded. [wnin N1-NU-01-3/4
government personnel and property under their control, {Exclude primary program records covered in
SSIC 5500.1, as well as civil defense emergency plans under SSIC 3005.)
2, Classification Guldelines Issued by CNO (NO9N2). Directives, changes, and supporting correspondence
DON SECURITY CLASSIFICATION GUIDANCE for each guide. Also included is an d d of the to provide dardi v/t entry when d is
5513.2¢ RECORDS lized and of DON security classification guldes. (Privacy Act: N/A) superseded or cancelled. win N1-NU-013/17
c. El ol L Used for € d
Destroy when superseded, obsolete, or
1, Manuals, directives, plans, reports, and pond: Files reflecting policles and p d no longer needed for reference or N1-NU-89-4/
55141 CENSORSHIP RECORDS d n the ad of {information In connection with win 5514/1
activity's mussion, whichever is earfier.
10. Natlonal Crime Information Center {(NCIC) Records. Consists of NCIS controlled Department of Navy
y entrles into FBI's NCIC. . ’ Destroy when superseded, rescinded, N1:NU-98-2 /
5580.103 LAW ENFORCEMENT RECORDS a. Policy guldance and dence p toop of NCIC. or no longer needed. waln  {ocg0/10/a

(Privacy Act: N/A)

oo
N1-NU-89-4/
5061.4 Destroy when superseded or obsolete |wnin s061/4
Destroy immed]ately after all copies of
| publications are withdrawn from the NI-NU-894/
5070.1 LIBRARIES AND LIBRARY SERVICES RECORDS  |1. Ubrary Catalog and Source Cards, List Books, Magazines, Reports, and Other Library Materlals, library collection. Transfer catalog wnin S070/1
cards for any material transferred to
NARA with records.
N1-NU-89-4 /
5070.2 UBRARIES AND LIBRARY SERVICES RECORDS | 2. Shelf Lists. Records of all documents making up library collections. Destroy when library Is disestablished. |wnin 507072
B . y when bsolete, or N1-NU-89-4/
5605.4 DISTRIBUTION RECORDS 4. Indexes, Check Lists, and Other Records Of Current Publications. purpose Is served, whichever Is earller. wnin 5605/4
2. Information Releases. Press releases, publ of press offidal h
or other pi Juding g or exhibi ' or radio scripts, and other formally
5720.2c{1) EXTERNAL PUBLIC AFFAIRS (INCLUDING p d p or [nfor I y when d bsolete or wnin N1-NU-894/
- FREEDOM OF INFORMATION) RECORDS c. Copies of Press Rel hes, P Exhibits, € és, and Other Public Relations no longer needed, whichever Is eariler. 5720/2/C/1
Materal.
(1) Related indexes, check lists, or bibliographles.

1
specific capacity.
a. When Filed

Destroy on expiratian, revocation, or
supersesston of designation.




SSIC/No. Serles Title Description of Records Cutoff Disposition Ret. DAU Notes
10. RESTRICTED AREA. Records related to the d of areaas Areas” tothe Destroy upon cancellation or
5500.10a (GENERAL SECURITY RECORDS {provistons of section 21, Intermal Securlty Act d"' o are and similar ! ofthe d  Jwnin  |N1NU-32/10
PP PP , and relats area.
a. Approvals.

IDENTIFICATION {CREDENTIALS, TAGS, PASSES, [S. Military Dependents Identification Records. M N1-NU-89-4 /
s5125b AND PERMITS) RECORDS b. Identification Cards or Tags. Destroy when superseded or canceled. fwnln |,/
5512.5b |lDENTIFluTl0N (CREDENTIALS, TAGS, PASSES, |8. Property Passes. Personal and public property passes and property pass books y when propesty is dor wnin |N1—NU-&9-4[

" AND PERMITS) RECORDS b. or Public Property Passes. Ir d 5512/8/8
551210 IDENTIFICATION (CREDENTIALS, TAGS, PASSES, |10. Personnel Effects Tags. Identification tags for effects stored. (Exclude copy filed In patlent's clinical ‘Dmmyl':h:" fff‘f"::"‘ been nin | [N1NUB9-4/
- AND PERMITS) RECORDS record when used as a signed recelipt for clothing returned to a hospital patient upon discharge.) 5512/10
IDENTIFICATION (CREDENTIALS, TAGS, PASSES, _ Destroy after delivery of baggage to N1-NU-894/
5512.11 AND PERMITS) RECORDS 11. Baggage Tags and Hold Baggage Tags. destination. woln |es1a/11
17. Naval Criminal Service (NCIS) Badge, Cred | And P Service Pin
Controls Records. Information showing the Issue and control of badges, credentials and pins naming
NCIS chillan and military personnel. Induded are receipts, log books, | Y reports, Destroy upon verlfication that the
5512.17a(2)(b)1 IDENTIFICATION (CREDENTIALS, TAGS, PASSES, | Inspections, destruction lists and related documents. (Privacy Act: N01070-12) record copy Information has been fully win N1-NU-98-2/
" (AND PERMITS) RECORDS a. Logbooks (paper or electronic): and accurately converted to electronic 5512/17/A/2/8f1
{2) At NCISHQ format.
{b) Paper copy records that have been converted to electronlc records:
1 Paper copy:
/ 4 17. Naval Criminal Service {NCIS) Badge, Credentlal And Pt Service Pin 4 4

IDENTIFICATION (CREDENTALS, TAGS, PASSES, Controls .Newrds. Information showing the lssue and control of hads?s, ::'edentl:l: and plns. naming Destroy after next Inventory or NI-NU-98-2/
5512.17c |AND PERMITS) RECORDS NCIS civilian and military personnel. Included are receipts, log books, y reports, inspection If all fems are ted for. 'wnin s512/17/C

inspections, destructlon lists and related documents. (Privacy Act: N01070-12) P s are accoun )
¢. Other recelpts, Inventories, inspections, etc.:
18. Courler Auth Records. or logs identifying DOD persons issued courler

h cards and d to escort or hand carry classifled material. Also includes courier

IDENTIFICATION (CREDENTIALS, TAGS, PASSES, el N Destroy upon expiration or retrleval,

5512.18b |AND PERMITS) RECORDS cards and security briefings, and records of security briefings provided to  \whichever Is earler. wnin N1-NU-01-3/15
couriers. {Privacy Act: N/A)
b. Courler Auth Cards.
1. Record Access Files. Records containing name, grade, and other Identification of Individuals ‘D.e stroy on lu::::;:lor{or

SAFEGUARDING UNCLASSIFIED MATTER authorized access to officlal records. Included are requests for access and the approvals, rosters of N .

5570.1 oron or|wnin N1-NU-01-3 /19

RECORDS Individuals authorized access, and similar documents. {(Access records to classified Information are under|

rellef of the individual concemned,
SSIC5510.2.) (Privacy Act: N05521-1) N
whichever Is earlier.

5521.1a

NAME CHECK AND PERSONNEL CLEARANCES
RECORDS

1. Securkty Cl /i

(Case) Files. Includes inf q for
Investigations, clearance and access; records of investigations, clearance and access; reports of
disqualifying/derogatory Infe records of cl of Individual | to critical-sensitive,
nonctitical-sensitive, and non-sensitive positions as well as accreditation of personnel for access to
classified Information requiring special access authorization {e.g., SIOP-ES|, 5CI, NATO, etc.); assoclated

and det and other related records supporting the Personnel Security
Program. {This description does not Include leted case files, {ligence cases
files, or clearance and
a. Case Files.

Destroy when employee/service
member Is separated or departs the
command, except for:

N1-NU-97-1/1/A

5521.2a

NAME CHECK AND PERSONNEL CLEARANCES
RECORDS

2. F ] Security Cl or Status Flles. Cards, lists, or extra coples of clearance
requests accumulated by security offices or units or by other activities as a suspense or control record of
the status of personnel security dlearances or as a record of clearance status of Individuals on board.

a. Case Files.

Destroy upon transfer or separation of
employee.

waln

N1-NU-89-4/
5521/2/A

5521.2b

NAME CHECK AND PERSONNEL CLEARANCES
RECORDS

2, P | Security Cl or Status Files. Cards, lists, or extra copies of clearance
jrequests accumulated by security offices or units or by other activitles as a suspense or control record of
the status of personnel security diearances or as a record of clearance status of individuals on board.

b. Usts or Rosters.

Destroy when superseded or obsolete.

wnin

N1-NU-89-4/
5521/2/8




SSIC/No.

Serles Title

Description of Records

Cutoff

Disposition

DAU

Notes

5529.1d(1)

CLEARANCE ADJUDICATIONS RECORDS

1. Routine Adjudication Actions. Files relating to security dearance adjudicative actions of a generally
favorable nature on persons requiring access to dassifled informatlon. Files may Indude information of
minor adverse action reports that result In af: ble adjudi actlon, Also are polygraph
examination results and other adjudication documentation used in arriving at security clearance and
access determinations.
d. Adjudit deasion entered Into el ic systems. Record of adjudication decisions entered Into
the DoD’s loint Personnel Adjudication System (JPAS) and or Navy Joint Adjudications and Clearance
System (NJACS). This includ by DONCAF based on case review records
i d on the sultabllity of individuals for security clearances.

{1) Reviews with no or minor issues that do not require documentation as addressed in SSIC 5529.1a.

| Destroy/delete one year after affiliation
is terminated.

N1-NU-03-1/3

5580.7a

7’

LAW ENFORCEMENT RECORDS

7. Cwil Disturbance Files. The Attorney General is the chlef civillan officer In charge of coordinating all
Federal government actlvitles relating to civil disturbances. Upon specific prior authorization of the

Secretary of Defense or his designee, Information may be acquired which Is | to meet
requirements flowing from the mission assigned to DOD to assist civil authorities In dealing with dvil

Such auth will only be granted when there Is a distinct threat of cvil disturbance

the law enf of state and local authoritiés. Records consist of information
on and other h din with chvil disturb blities within
the United States, District of Columbla, Commonwealth of Puerto Rico, and United States territories and
possessions.

a, Open Source Listing of Federal, State, and Local Officlals. Listings of those who have offidal
responsibilities related to control of which are obtalned prior to of Federal
troops and h d for

{Privacy Act: To be determined.)

Destroy when superseded or obsolete.

wnin

N1-NU-98-2/
5580/7/A

5580.7b

LAW ENFORCEMENT RECORDS

7. Civil Disturbance Files. The Attorney General is the chief civilian officer in charge of coordinating all
Federal government activities relating to dvil disturbances. Upon specific prior authorization of the

|Secretary of Defense or his designee, information may be acquired which Is to meet

requirements flowing from the misslon assigned to DOD to assist dvil authorities in dealing with civil
t Such auth will only be granted when there Is a distinct threat of civil disturbance

the law enf bilitles of state and local authorlties. Records consist of information
on Investigative and other activitles auth dn with civil dI b il within
the United States, District of Columbia, Commonwealth of Puerto Rico, and United States territories and
|possessions.
b. Open Source Physical Data on Vital Public or Private Installations, Facilities, Highways, and Utilitles.
Data, which may be y to carry out d, are ok  prior to of
Federal troops and ly d for
(Privacy Act: N/A)

Destroy when superseded or obsolete.

wnln

N1-NU-98-2/
5580/7/8

: : " R 2%,
8, Missing Lost, Stolen, or Recovered Government Property (MSLR). An operational system,
provides the CNO and Naval Criminal Investigative Service (NCIS) with information concemning firearms,

explosives, ammunition, and property which has been reported missing, lost, stolen, or recovered in the

Retaln updated master file until no
longer required then destroy.




ISSIC/No. Series Title Description of Records Cutoff l Disposition Ret. DAU Notes

1. Records of the Curator for the Navy and the Marine Corps Historical Center, Records documenting the,
5754.1 ARTIFACTS AND PAINTINGS RECORDS i orloan of propertles to the Navy and documenting thelr origin and location of T’:‘:;‘::’:r‘n:::‘l’:"::‘;"a woln :715':;’1'5"4/
materials and accounting responstbilities. Prop! ctivity.

2. Ofﬂdal Muslc Records. Documents relating to the arrangement of music for officlal use. Incuded are
d and related d

Destroy when no longer required for
band's mission.

MILITARY MUSIC

[GRIZAY UHE(‘/XI I'Lﬁ!

BiEllgs . fogh ’Jh[‘ ﬁh’ll?f 0 G
TN R IO RERI Ot Rlthese
hiptiudihate
digecelptofal
MEETINGS, CONFERENCES, CONVENTIONS, 1. and Reports of C C and Visits. Destroy with related functional subject
5050.1a AND VISITS RECORDS 2. Official Record Caples. matter files. :;:‘:' W1-NU-89-4 coverd by ather SSiC
MEETINGS, CONFERENCES, CONVENTIONS, 1. Minutes and Reports of C < and Visits.
| AND VISITS RECORDS c. All Other Coples, Destroy when purpose Is served. wnin N1-NU-89-4 |duplicates
| SAFETY AND OCCUPATIONAL HEALTH 1. General Correspondence Files of Activitles and Offices and Other Organizational Units Concerned with Destroy when 2 years old. 3 N1-NU-89-4/
RECORDS Safety Matters Relating to Civillan and Military Personnel. roy yea ) 5100/1
GENERAL MANAGEMENT PROGRAMS AND " INI—NU-SHI
Iszom. TECHNIQUES RECORDS 1. General Correspondence Files. Records progr and Destroy when 2 years old. 3 5200/1
GENERAL MANAGEMENT PROGRAMSAND |- g Papers. Flles project records such as studles, analyses, notes, drafts, Destroy 3 years after completion of the N1-NU-894/
5200.2b TECHNIQUES RECORDS and Interim reports. report 3 5200/2/8
b. No Action Resulted on Report. part.
5270. GENERAL MANAGEMENT SCIENCES RECORDS GENERAL OFFICE INFORMATION.SVSTEMS PROGRAM MANAGEMENT RECORDS Records Concerning Destroy when 2 years old. 3 N1-NU-89-4/5270
'Managemem g and
2. Navy and Marine Corps Visual Information Activity’s General Management and Operations Records.
VI MANAGEMENT, GENERAL AND PRIMARY | The Activities Have a Department of Defense Visual information Activity Number (DVIAN). N1-NU-89-4/
5290.2a PROGRAM AND RELATED ADJUNCT RECORDS  |a. Records d the and lon of Navy and Marine Corps VI Activitles. Order | Destroy when 2 years old. 3 5290/2/A .
logs or similar management records.
1. General Correspondence Flles of Activities and Offices Relating To the Leadership and Management N1-NU-894/
. 5351.1 LEADERSHIP AND MANAGEMENT RECORDS Education and Tralning (LMET), and Other Leadership progr Destroy when 2 years old. 3 s5351/1
. N1-NU-89-4/
5352.1 OVERSEAS DIPLOMACY RECORDS 1. General Correspondence of Activities and Offlces Relating To Overseas Diplomacy Programs, Destroy when 2 years old. 3 5352/1
3. Alcohol Abuse Control for Military Personnel, Including Marine Corps Tables of Organlzation. Destroy when 1 year old or superseded, N1-NU-89-4/
53533 ALCOHOL ABUSE CONTROL RECORDS b. All Other Files. N whichever is earlier. 3 5353/3/8
|535 41 EQUAL OPPORTUNITY RECORDS 1. General Correspondence Files. Records of activities and offlces relating to equal opportunity in Navy Destroy when 2 years old, 3 N1-NU-89-4 /
Pprograms. 5354/1
DON SECURITY CLASSIFICATION GUIDANCE " o N1-NU-89-4/
|5513.1 - |Recoros 1. General ¢ p Files P Tothe of Securlty ClassHlcations. Destroy when 2 years old. 3 5513/1
4 N1-NU-89-4/
5528.1 SECURITY EDUCATION RECORDS 1. General Correspondence Flles. Files p g to security (See SSIC 2200 for policyfiles.) Destroy when 2 years old. 3 5528/1
2. Records Relating To Appll for of Y Passes, Destroy 1 year after pass Is N1-NU-89-4/
|sssn.zb TRAFFIC CONTROL AND PARKING RECORDS b. All Other Cases. . 3 $560/2/8
5700.2 GENERAL EXTERNAL AND INTERNAL 2. General Correspondence Files. Files relate to the routine internal operation and administration of Destray when 2 vears old. a N1-NU-89-4/
- RELATIONS RECORDS activitles and offices p external relations fi roy years olc. 5700/2






