NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-NU-89-005

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 11/4/2024

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

3005/2,4

3010/3/B, 5

3041/2

3043/2

304412

3045/2,3A-C

3046 /2

304712

3061/1

3062 /1

3092/ 1/A, 1/C-E

3100/ 3/C/I2/A, 3ICI2IBI1, 4/1/2/BI2, 4/1/4IBI2, 4/1/5/A, 4/1/6, 5/A-E
3104/ 1/A-B

3121/2,4,5B, 6

3127/1

3129/1

3140/ 1/A/1-3, 1/B/1, 2/A-B, 3
3141 - ALL ITEMS

3142 /1

3143/ 1/A-C

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 11/4/2024 N1-NU-89-005



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

3144/ 1/A-C

3145 - ALL ITEMS
3150/3

3151/3

3170/ 2/

3211 - ALL ITEMS
3221 - ALL ITEMS
3223 - ALL ITEMS
3230/1

3231 - ALL ITEMS
3234 - ALL ITEMS
3236 - All ITEMS
3238/1

3240/1

3250/1

3260/1

3266/ 1

3268 /11

3270/1

3280/1,4

3310/2

3330/2

3340/ 1/A

3360/2

3390/1

3410/ 1/B, 2/B
3500/ 1/C/2

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 11/4/2024 N1-NU-89-005



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

3503/2, 3,4,

3504 - ALL ITEMS
3510/ 1/B, 2/B, 3/C
3511/1/B, 1/D, 1/E
3512/1/B, 1/D, 1/E
3517/2/B, 2/D, 2/E
3700/ 4

3750/ 1/B, 2/B, 3/B
376/ 3/A-C, 4,8, 13
3800/6,12,13,14
3835/1

3841/1

3850/1

3870/2

3871/1

387211

3873/1

387411

387711

3883/2

3890/1/B, 1/D
3900/ 1/B, 5, 7/A/1, 7/B, 9/A, 9/B/1-2, 12/A-B, 13, 14/C, 15/A, 17/B, 19/D, 19/G, 19/H, 19/L
3961/ 1/A

SUPERSEDED AND OBSOLETE ITEMS
The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 11/4/2024 N1-NU-89-005



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

All other items superseded by DAA-NU-2015-0003 except:

3000/ 2/A/1-3 and 2/C/1-2 was supersededed by N1-NU-96-003 / 3-4

3505 was superseded by DAA-NU-02015-0001-0033

3740 was superseded by DAA-NU-02015-0001-0034

3760 / 11 was superseded by DAA-NU-02015-0001-0034

3760 / 2/B was superseded by DAA-NU-02011-0124-0001

Items 3100/3/D/4/A, 3340/1/E & 3390/2/A was superseded by DAA-NU-2021-0002-0007
Items 3461/1, 3461/2 & 3461/3 was superseded by DAA NU-2021-0002-0008

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 11/4/2024 N1-NU-89-005
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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY E— Ar
(See Instructions on reverse) N /- /\f - £ 9 5
TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 ?/50/X9

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

DEPARTMENT OF THE NAVY In accordance with the provisions of 44 USC 3303a

2 MAJOR SUBDIVISION the disposal request, inciuding amendments, 1s approved
except for items that may be marked “‘disposition not

NAVAL DATA AUTOMATION COMMAND approved” or “withdrawn’ in column 10 If no records

3 MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist Is

OFFICE OF CHIEF OF NAVAL OPERATIONS - not required 4

4 NAME OF PERSONWITH WHOM TO CONFER 5 TELEPHONE EXT. |DATE ARCHIVAST OF THE UNITED STATES
£ -20.95

MS MILLIE STEWART 433-4217 75

6. CERTIFICATE OF AGENCY REPRESENTATIVE

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

A GAO concurrence D Is attached, or IE IS unnecessary

B DATE C.SIG URE OF AGENCY SENTATIVE D. TITLE
HEAD, DIRECTIVES, POSTAL AND

7 L4
7

9. GRS OR 10 ACTION

ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Pertods) JoB {NARS USE
CITATION ONLY)
CHAPTER 3

OPERATIONS AND READINESS RECORDS 3000-3999

The records described in this chapter relate to all
phases of naval operations--sea, land, or air--including
those pertaining to preparation, training and readiness,
the conduct of warfare and readiness operations, operations
analyses, port operations, weather services, flight and space
operations, naval intelligence, and research and development.
- The records are accumulated by activities ashore and afloat
applying procedures and policies established by higher
organizational elements, by command activities exercising
management and operational control, and by departmental
(headquarters) offices responsible for managing, planning, “
developing, and prescribing operational policies and procedureL
for joint operations, mobilization, and fleet operations.

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

O@“;@“W O ey, NSe MT{ /\lggv(f,\g ~ 325/’3/45

08 NSN 7540-00-634-4064
Prescribed by GSA
FPMR (41 CFR) 101-11.4
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CHAPTER 3

-
OPERATIONS AND READINESS 4 P
SSIC 3000-39

THE RECORDS DESCRIBED IN THIS CHAPTER RELATE TO PHASES OF NAVAL OPERATIONS--SEA, LAND, OR AIR-
-~INCLUDING THOSE PERTAINING TO NAVAL STRATEGIES? GEOPHYSICAL AND HYDROGRAPHIC SUPPORT;
ASTRONOMICAL AND CHRONOMETRIC SUPPORT; PORT OPERATIONS; CRYPTOLOGY; WARFARE TECHNIQUES; TRAINING
AND READINESS; FLIGHT/AIR SPACE; NAVAL INTELLIGENCE; AND RESEARCH, DEVELOPMENT, TEST, AND
EVALUATION. THE RECORDS ARE ACCUMULATED BY ACTIVITIES ASHORE AND AFLOAT APPLYING PROCEDURES AND
POLICIES ESTABLISHED BY HIGHER ORGANIZATION ELEMENTS, COMMAND ACTIVITIES EXERCISING MANAGEMENT
AND OPERATIONAL CONTROL, AND DEPARTMENTAL (HEADQUARTERS) OFFICES RESPONSIBLE FOR MANAGING,
PLANNING, DEVELOPING, AND PRESCRIBING OPERATIONAL POLICIES AND PROCEDURES FOR JOINT OPERATIONS,

MOB1LIZATION, AND FLEET OPERATIONS.

I11-3-1




SSIC_3000

GENERAL OPERATIONS AND READINESS RECOQRDS

1. IMMEDIATE OFFICE OF THE CHIEF OF NAVAL OPERATIONS
CORRESPONDENCE FILE (DOUBLE ZERO FILE). Primary Program
records and correspondence files that reflect the
establishment of Navy policy in matters of naval operations
and naval warfare. This file is maintained in the
immediate office of the Chief of Naval Operations by the
Executive Secretariat and includes correspondence and
other records receiving the personal attention of the

Chief of Naval Operations.

2. CHIEF OF NAVAL OPERATIONS CENTRAL CORRESPONDENCE FILE.
Incoming and outgoing correspondence to/from Assistant
Chiefs of Naval Operations (ACNOs), Deputy Chiefs of
Naval Operations (DCNOs), Directors of Staff Offices
(DSOs), Staff Assistants (SAs), and OPNAV Divisions.
Records reflect the establishment of policies, plans,
programs, and procedures and the procedural development,
execution and accomplishment of naval operations and
programs relating to the assigned responsibilities of
the Office of the Chief of Naval Operations (OPNAV).
Records are maintained in the CNO Central Mail Room.

a. Microfiche copies.

(1) Silver master and one diazo copy.

(2) Microfiche copy of monthly computer listing
of incoming and outgoing correspondence.

ReplocemenT /"’7 C /l}- 3=-2.

PERMANENT. Retire to
Director of Naval
History Operational
Archives (OP 09BH)
annually. OP 09BH
transfer to NARA when
50 years old.

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

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



(3) Diazo reference copy maintained in CNO
Central Mailroom.

b. Reference and control computer tapes.

c. Paper copies.

(1) Incoming and outgoing correspondence.

(2) Monthly computer printout listings of
Incoming/outgoing correspondence.

3. COMMANDANT OF THE MARINE CORPS (CMC) CENTRAL
CORRESPONDENCE FILE. Incoming/outgoing correspondence
to/from the Office of the Commandant and the Headquarters
Staff Agencies that relate to the development,
establishment, and implementation of plans, programs,
warfare techniques, operational training and readiness,
and operational intelligence.This file includes papers
that depict the evolution of such policies, plans, and
procedures. Records include the file copy of directives
issued through the Marine Corps directices system as
Marine Corps orders and bulletins (including ALMARs and
ALMARCONs); studies pertaining to, and file copies of
manuals, publications, and periodicals issued by HQ USMC

or issued jointly by the Marine Corps and another military

ﬁ%vﬂﬁuce;ne»?’ Poge pl~3-2

Dec) when 2 years old
transfer to NARA when 20
years old.

Destroy when 2-years
old.

PERMANENT. Transfer to
NARA when 10 years old.
Earlier transfer is
authorized.

Return to action/origin-
ating OPNAV code upon
verification of
microfiche. Destroy
when no longer required
for reference.

Destroy upon
verification of micro-
fiche.

PERMANENT. HQ offices
forward to Director of
Headquarters Support
(HQSR) when 4 years old.
HQSR consolidate,
destroy duplicate
copies, and retire to
WNRC when 5 years old.
Transfer to NARA when 25
years old.



service or agency of the Department of Defense; planning
and programing documents, including the Marine Corps Troop
and Organization Document (TOPDOC), the Marine Corps Long-
Range Plan (MLRP), the Marine Corps Mid-Range Objective
Plan (NMROP), and the Marine Corps Capabilities Plan (MCP);
studies concerning tactical concepts of Fleet Marine Force
employment and Fleet Marine Force operational
requirements; Mounting-out material readiness reports;

and Briefing Memorandums addressed to the CMC, Deputy CMC,
the Chief of Staff, or the DeputyChiefs of Staff.

4. CNO AREA COORDINATOR PROGRAM FILES. Correspondence,
reports, studies, and other records that reflect the
development and execution of the command's plans,
policies, primary functions, programs, procedures, and
essential transactions relating to the Area Coordination
function. Files may include portions of the files of the
Chief of Staff, Assistant Chiefs of Staff, and Staff
Offices primarily concerned with Area Coordination.
Records are accumulated by Commandant, Naval District
Washington, Commander in Chief U.S. Atlantic Fleet,
Commander in Chief U.S. Pacific Fleet, Commander in Chief
U.S Naval Forces Europe, Commander U.S. Naval Forces
Central Command, Chief of Naval Education and Training,
and Commander Naval Reserve Force, New Orleans only.

5. BASE HEADQUARTERS RECORDS. Records are accumulated by
Naval and Marine Corps Bases, Naval Operating Bases,
Submarine Bases, Air Bases, Amphibious Bases, Marine

Corps Logistics Bases, Marine Corps Systems Command
Quantico, Marine Corps Recruiting Depots, and Construction
Batallion Centers.

a. Primary Program Records. Correspondence,
reports, and other records of the commander/Commanding nt

General that document the organization of the Headquarters
and the development and execution of its primary mission or
functions together with official documentation of its
policies, problems, decisions, procedures, and essential

fsze 7l ~3- 3a.

PERMANENT. Retire to
nearest FRC when 4 years
old. Transfer to NARA
when 25 years old.

PERMANENT. Retire to
nearest FRC when 5 years
old. Transfer to NARA
when 25 years old.



transactions.

b. General Correspondence Files. Routine
administrative correspondence relating to the internal

administration of the base and files of departments,
divisions, and other offices that are duplicated or
summarized in the Commander's/Commanding General's
Primary Program Files.

6. NAVAL STATIONS AND NAVAL AIR STATIONS AND MARINE CORPS
ATIR STATION RECORDS

a. Primary Program Records. Correspondence, reports,
and other records of the Commanding Officer/Commanding
General that document the organization of the station
and the development and execution of its primary mission
or function together with official documentation of
procedures and essential transactions. Exclude
Operational Flight Records filed under SSIC 3700 of this
instruction.

b. General Corespondence File. Routine administrative
correspondence relating to the administration of the station
and tennant activities located thereon and files of
departments, divisions, and other offices.

7. CORRESPONDENCE FILES OF ALL OTHER NAVY AND MARINE
CORPS ACTIVITIES. General correspondence files relating
to the administration and operation of the activity and
program records relating to implementation of policy.
Exclude program records specifically designated as
permanent records elsewhere in this instruction.

Page /1/-3 - 3b

Retire to nearest FRC
when 2 years old.
Destroy when 6 years
old.

PERMANENT. Retire to
nearest FRC when 4 years
old. Trnsfer to NARA
when 20 years old.

Retire to nearest FRC
when 2 years old.
Destroy when 4 years
old.

Destroy when 2 years
old.



8. STATION JOURNALS. A daily journal in which is recorded important
information and noteworthy occurrences in the administration of
Navy shore stations. Journals are maintained as required by U.S.
NAVY REGULATIONS 1948, Article 0792 and approved monthly by the
Commanding Officer.

a. Journals for calendar year 1973 and earlier. Offer to NARA immediately.
NARA will accession those
Journals of historical value
and is authorized to destroy
Journals lacking historical
value.

b. Informal Station Journals maintained 1974 and later. Destroy when 2 years old.
Historically significant data for the command is included in the
Command History filed under SSIC 5757 of this instruction.

SSIC 3005

CIVIL DEFENSE RECORDS

THESE RECORDS ARE RELATED TO THE DEVELOPMENT AND IMPLEMENTATION OF CIVIL
DEFENSE EMERGENCY PLANS FOR PROTECTION OF LIFE AND PROPERTY DURING
EMERGENCY CONDITIONS.

ReplacenenT Vs A -3-4



1. EMERGENCY PLANNING RECORDS OF THE OFFICE OF THE ASSISTANT
SECRETARY OF THE NAVY FOR MANPOWER AND RESERVE AFFAIRS (ASN (M&RA))
AND THE OFFICE OF THE CHIEF OF NAVAL OPERATIONS (CNO). Documents
relating to planning for and providing military assistance to civil
authorities as a result of emergency conditions resulting from
civil unrest, violation of federal 1law, natural disaster, and
emergency conditions that may result from enemy attack. Include
consolidated or summary reports of tests conducted under emergency
civil defense plans.

2. EMERGENCY PLANNING REFERENCE FILES. Copies of emergency
planning operating directives, plans, and procedures received from
other DOD components or civilian agencies including delegations of
authority, civil defense assignments, instructions, and similar
background material.

3. EMERGENCY (CIVIL DEFENSE) PLANS AND DIRECTIVES ORIGINATED BY
SECOND ECHELON COMMANDS AND SUBORDINATE UNITS. Exclude copy
included in Annual Command History.

4. OTHER COPIES OF EMERGENCY (CIVIL DEFENSE PLANS AND DIRECTIVES.

5. EMERGENCY REPORTING FILES. Correspondence, messages, reports
and related records that document assistance provided by Navy to
civil authorities as a result of civil unrest, violation of Federal
law, and civil defense emergencies and other emergency conditions
except natural disaster operations. Include initial, daily,
interim, and final operations reports.

a. Special Events Folders maintained by OP-06 in the Navy
Command Center.

R‘-P laceme~T" Fa‘,_e 1/1-3~-5

PERMANENT . Retire to WNRC
when files become inactive.
Transfer to NARA when 25
years old.

Destroy when no longer
required for reference.

Retire to nearest FRC when
cancelled or superseded.
Destroy when 5 years old.

Destroy when cancelled or
superseded.

PERMANENT. Forward annually
to the Director of Naval
History (OP 09BH). DNH
transfer to NARA when 30
years old.



b. Report files maintained by participating operating force
units.

SSIC 3006

NATURAL DISASTER CONTROL RECORDS

1. NATURAL DISASTER RELIEF OPERATIONS REPORTING FILES.
Correspondence, reports, messages, and related records that
document Navy response to natural disasters and other humanitarian
relief efforts. Include damage estimates, initial and interim
situation reports, and final reports.

a. Special Events Folders maintained by OP 06 in the Navy
Command Center.

b. Report files maintained by participating operating force
units.

SSIC_ 3010

OPERATING PLANS RECORDS

OPERATING PLANS (INCLUDING COMBINED, JOINT, NAVY, AND MARINE
CORPS) , RELATED CORRESPONDENCE, AND SUPPORTING DOCUMENTS.
EMERGENCY PLANS ARE UNDER SSIC 3005 AND EXCLUDED. RECORDS RELATING
TO JOINT PLANS (SSIC 3020), UNIFIED COMMAND PLANNING MATTERS (SSIC
3025) AND NAVY PLANS (SSIC 3030) SHOULD BE RETIRED UNDER SSIC 3010.

Rep lacemenT page 1= 3—6

Destroy when 2 years old.

PERMANENT. Forward annually
to the Director of Naval
History (OP (09BH). DNH
transfer to NARA when 30
years old.

Destroy when 2 years old.



1. DEPARTMENTAL MASTER OPERATING PLANS OR OTHER MASTER COPIES
MAINTAINED BY THE OFFICE OF CNO AND CMC AND DEPARTMENTAL
IMPLEMENTATION PLANS OF WASHINGTON HEADQUARTERS COMMANDS. Include
related background papers and supporting documentation.

2. WAR PLANS AND OTHER CONTINGENCY PLANS ORIGINATED BY CNO (N3/N5),
FLEET COMMANDERS IN CHIEF, FORCE COMMANDERS, JOINT COMMITTEES, AND
BILATERAL INTERNATIONAL TREATY ORGANIZATIONS. Include plans for
the evacuation of U.S. Nationals, Emergency Operations Plans,
Logistics Support, and Mobilization Plans. Include background
papers and supporting documentation as well as minutes of planning
meetings for Joint and Unified committees.

A8Divesion 3

3. PLANS FOR SPECIFIC TASKS PROMULGATED BY TYPE COMMANDERS AAND
CERTAIN DESIGNATED NAVAL COMMANDS. Include Amphibious Warfare
Plans, Mine Warfare Plans, Anti submarine Warfare Plans, Anti Air
Warfare Plans, Inshore Undersea Warfare Plans,communications Plans,
Naval Aviation Op Plans, Strike Warfare Plans, and similar

a. Copy maintained by CNO (N3/N5)#A &

b. All other copies

4, CONTINUITY OF OPERATIONS PLANS (STANDARD OPERATING PLANS) ISSUED
BY FLEET AND FORCE LEVEL COMMANDS. Include standard 1-YR Plans.

5. STANDARD AND CONTINGENCY PLANS ISSUED BY COMMANDS BELOW THE
FORCE COMMAND LEVEL AND DUPLICATE COPIES OF ALL OTHER OP PLANS

&F/MemenT /04.76’ ///—3—7

PERMANENT Retire to WNRC one
year after <cancelled or
superceded. Transfer to
NARA when 20 years old.

PERMANENT. Retire to WNRC
five years after cancelled
or superceded. Transfer to
NARA when 25 years old.

PERMANENT. Retire_ to WNRC
one year after c&fcelled or
superceded. Transfer to Nara
when 20 years old

Destroy when cancelled or
superceded.

Retire Plans with Fleet
Command (Flag) Files under
SSIC 3100.1 of this
instruction.

Destroy when cancelled or
superceded.



SSIC 3040-3049

CASUALTIES AND CAUSUALTY REPORTING RECOQORDS

RECORDS TN THIS (3040-3049) SERIES RELATE TO CASUALTIES AND

CASUALTY REPORTING RECORDS AND INCLUDE HULL,
ELECTRICAL CASUALTIES; ORDNANCE CASUALTIES;

MECHANICAL,
ELECTRONICS

AND
(RADAR,

SONAR, COMMUNICATIONS, AND OTHER) CASUALTIES; AND PERSONNEL
‘(‘ASUALTIES (SHORTAGES) . S ee—ab6-0—Pala——dtiro~

CASUALTIES AND CASUALTY REPORTING RECORDS

SSIC 3040

1. OFFICIAL FILES OF REPORTS MAINTAINED BY THE OFFICE OF THE

("NO, HQMC, OEFICE—OF NAVAT—INTELLIGENGEK

or Stahatics CAID o r HPMmMe. +hat 1ndicate
ELELD-ACTFHEFHES—AND

Sem
2. COPIES OF,4 REPORT AMAINTAINED BY

CEPEEES fu,/ure TresdS 6r need Lo porrective Gctron.

HULL, MECHANICAL, AND ELECTRICAL CASUALTIES

SSIC 3041

1. OFFICIAL FILES OF REPORTS MAINTAINED BY THE GFEICE—OF—THE

ENSG+> WMNAvAL T4 Sg_( stesn S Covn Meoin o

2. COPIES OF REPORTS MAITAINED BY FIELD ACTIVITIES AND

OFFICES.

II1-3-8

Destroy when 1 year old.

S5
Destroy when X yearsold.

Destroy when 3' yeaw old, arewhen

Incor a ¥ JI" o Me &S Y eo
6;;;55-::—0,rc7 ele Wihicbheve~ ;&

Destroy when 1 year old.


https://NG-:-JVAv,'9.�-"::F=:A-:SL,.s1

ORDNANCE CASUALTIES

&
OFFICIAL FILES OF REPORTS MAINTAINED BY THE GFFIEE—O6F-—PHE Destroy when 4 year oldor.» ca—rfdr‘ts*

AvAC A S "N G,z < )
e S& IStemnS e ,g"::;:é}/)z.w« Fran cwhic

‘JJ@ Arom Pog e 41=3=Ta — SSIC 3043

ELECTRONICS (RADAR) CASUALTIES

fzmn;rarn 3
1. OFFICIAL FILES OF REPORTS MAINTAINED BY THE GEFICE—OF-—THE Destroy when )’yearsold.
Mmana e

[

2. COPIES OF REPORTS MAINTAINED BY FIELD ACTIVITIES AND Destroy when 1 year old.
OFFICES
SSIC 3044
ELECTRONICS (SONAR) CASUALTIES
ho7ran/l
1. OFFICIAL FILES OF REPORTS MAINTAINED BY THE 5;84@8—98—&88 Destroy when i'yearsold.
CMNOT—HOME;—OFPICE—OF NAVALT—INTELEIGENGE 727 cg r—
.2 COPIES OF REPORTS MAINTAINED BY FIELD ACTIVITIES AND Destroy when 1 year old.
OFFICES
SSIC 3045
ELECTRONICS (COMMUNICATIONS) CASUALTIES
Lrog ra 1
1. OFFICIAL FILES OF REPORTS MAINTAINED BY THE OGFFICE-QF _THE Destroy when‘§ yearsold.
CNOT—HOMC,—OFFICE—OF NAVAL—INTEEETGEREE 2lccna 5 =~
2. COPIES OF REPORTS MAINTAINED BY FIELD ACTIVITIES AND Destroy when 1 year old.
OFFICES

II1-3-9



Add(@)

2. COPIES OF NONNUCLEAR ORDNANCE CASUALTY REPORTS MAINTAINED BY
FIELD ACTIVITIES AND OFFICES.

3. STRATEGIC WEAPONS TROUBLE/FAILURE REPORTS.

a. Navy surface and air launched missile weapons, High Energy
laser systems, and FBM/SWS trouble/failure and corrective action
reports maintained in electronic form by the Naval Warfare

Assessment Center, Corona, CA.

b. Paper Copies of trouble/failure and corrective action
reports for FBM/SWS weapons, surface and air launched missile
weapons, and High Enerqgy Laser systems maintained by NWAC, Corona.

c. Information copies maintained by originator and other

activities.

Pa_,? e j//- 3= 9-&.

Destroy when 1 year old.

Retire to nearest FRC when 3
years old. Destroy when
weapons system is removed
from the inventory or when
no longer supported for
US/UK use by Navy resources.
Magnetic tapes must Dbe
withdrawn from FRC when 7
years old and destroyed or
recertified for continued
retention by the Commanding
Officer, Naval Warfare
Assessment Center.

Retire to nearest FRC when 1
year old. Destroy when 5
years old.

Destroy when 1 year old.



SSIC 3046

ELECTRONICS (OTHER) CASUALTIES

,0F07I'C¢n”
1. OFFICIAL FILES OF REPORTS MAINTAINED BY THE GFFFEE—OF—PHE

CHOT—HOME—OFFICE—OF-NAVAL—INTELLIGENEE- Ma reegeorm

2. COPIES OF REPORTS MAINTAINED BY FIELD ACTIVITIES AND
OFFICES

. . SSIC 3047
PERSONNEL CASUALTIES (SHQORTAGES)

what ct-rbole CADUQ/JTZ %
1. OFFICIAL FILES OF REPORTS

CNOT—HQMCr4mﬂEM}L{E;NA¥&kiﬂﬂﬁﬁ#ﬂ¥ﬁﬂﬂﬁitb SA&W$v1u-s/£Z

Persomane /! parnterne d ‘:7 The Burcau K AMava S rsonne
2. COPIES OF REPORTS MAINTAINED BY FIELD ACTIVITIES AND
OFFICES

SSIC 3050

NAVAL STRATEGY RECORDS

1. STRATEGIC PROGRAMS FILES. Strategies underlying the
procurement, limitations, operations, and possible use of
.strategic and theater nuclear forces; reviews of strategic
retaliatory and defense forces, nuclear weapons requirements,
and strategic arms control measures; and prepared summaries of
alternative programs in terms of effectiveness, feasibility,

and cost.

a. Special Weapons and Support. Analyses of nuclear,
biological, and chemical weapons systems; quantitativepofknd Fran

equirements and technical development, including
D”{;mméeeiea—+ﬁﬁe1 costs; and inputs to contingency plans and
alternate policies.

I11-3-10

3
Destroy when X yearsold.

Destroy when 1 year old.

Destroy when Z yearsoldesr when
eCess cha.nifs-é per-.ﬁanl‘)@/
allowances aue Sewen NMa o= . letele -

eper s
‘DCS‘H‘O\’ whee | \’G"rejo/ Sommer |

pc\/-lr-\:
Permanent. Txangsfer to WNRC 5

ears after supersession.
géfer-to NARA 20 years after

transfer, revire meny-


http:OFFICIi:.oA
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Retre
b. Strategic Planning and Arms Limitations. Support for Permanent. Txarsfer to WNRC 5

SALT; broad policy studies on arms control issues; detailed years after supersession.
analyses of present and future U.S./USSR strategic Trans/eP££6% to NARA 20 years after
capabilities; studies of impact on alternate limits on tranefery refieme o+~
strategic forces; and balance studies on SALT related issues.
Strategic Forces - LSS co e

c. r ic For . Analyses of U.S. strategic force Permanent. to WNRC &~
postures and requirements including continental air defense, yearo—after. supersessionnd
ballistic missile defense, civil defense, space defense, Trussi@€fer to NARA 20 years after
strategic command and control, warning and surveillance, and transfer.

U.S. bomber survivability. Studies and evaluations of
alternative force postures, summaries of alternative programs
for decisions on strategic defensive and command, control, and
surveillance forces, including characteristics, effectiveness,
costs, and alternatives to meet strategic objectives.

SI 051

MISSION RD
1. RECORDS OF NAVAL WARFARE MISSION AREAS AS CONTAINED IN Apply SSIC-38568,—para. la.
REQUIRED OPERATIONAL CAPABILITY (ROC)/PROJECTED OPERATIONAL PER MANEADST, Lok e b WA C
ENVIRONMENT (POE) MISSION STATEMENT DIRECTIVES, When STYears o/d, 77 ansfen,

-la AR LA Lobhen 20 yvars o/d .

SSIC 3052

E TIONS RECORD
1. Records of Naval warfare function areas as contained in Apply SSIE—3656. DesSTrey wlean
Required Operational Capability (ROC)/Projected Operational ¢ ouncesled on .S‘upe,-.se_J.J o
Environment (POE) Mission Statement Directives. o | Sy Cars o/d wilicleve

15 Seovrmen,
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SSIC 3053

WARFARE TASKS RECORDS

U3/05
1. CNO (@eR==f+} MASTER PLANS FOR EACH WARFARE TASK. Files that

support broad command and control goals in support of
individual and collective warfare tasks as related to antisub-
marine warfare (ASW), antiair warfare (AAW), strike warfare,
amphibious warfare, anti-surface warfare, and special warfare.

2. GENERAL CORRESPONDENCE OF A ROUTINE NATURE

SSIC 3054
E ENT RD
1. CONCEPTUAL PAPERS. Files define strategic issues related

to force employment which could have specific impact upon naval
strategies.

SSIC 3055

TERIST RD

1. CONCEPTUAL PAPERS. Files define strategic issues related
to force characteristics which could have specific impact upon
naval strategies.

SSI1 6

FORCE LEVEL RECQORDS

1. CONCEPTUAL PAPERS. Files define strategi€ issues related
to force level planning which could have specific impact upon
naval strategies.

I11-3-12
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Destroy when 3 years old.
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SSIC 3057
THREAT ASSESSMENT RECORD
1. RECORDS ASSESSING THE ADEQUACY OF TACTICAL WARFARE PROGRAMS . Rermane T
WITH REGARD TO REQUIREMENTS IMPOSED BY THE CURRENT AND el re O Lol o b
PROJECTED THREAT Sytorse Id Tramsh
B AT RA Wl zaf}¢¢nrd
SSIC 3058 o /d
. RISK ASSESSMENT RECORD
1. RECORDS, PAPERS, CORRESPONDENCE CALCULATING THE IMPACT OF . Permacet
CHANGES TO AND THE EVOLUTION OF NAVY PLANS, POLICY AND Rehr G w ke wlbosan
STRATEGY. 6_7:..4-5610/ oo s A
tS'AJ’*ﬁlﬁ'uJb4~.2-S‘7cu~so£¥
IC 60
BILIZATION RECORD
Rermaneed”
1. HISTORICAL DOCUMENTATION/FILES REGARDING PAST NATIONAL, Appty—S5556-3010. orwee—d %
NAVY AND USMC MOBILIZATION EVOLUTIONS. Directn G Lavsell HisTory
SSIC 3061 Ot Trawsks & oarA
Wit Soyews o /.
. MOBILIZATION PLANS AND POLICIE
1. PLANS, CORRESPONDENCE AND RELATED DIRECTIVES REGARDING Appiy—S6E6—3016-1
COMBINED, JOINT, NAVY AND USMC MOBILIZATION CONTINGENCIES. Letire re cords vnder

$Ss1e 30,2 z s

ITI-3-13



SSIC 3062

MOBILIZATION OPERATION REQUIREMENTS

1. RECORDS, CORRESPONDENCE AND SPECIFIC DOCUMENTS RELATING TO
SPECIFIC NATIONAL, NAVY AND USMC MOBILIZATION CONTINGENCIES.

ADD (A Fromm page 11-3-]14a SSIC 3070

QBERATI;NS SECURITY RECORDS
. 1. OPE ONS SECURITY (OPSEC) GUIDANCE, PLANS, AND REPORTS OF

OPSEC MEASURFES_EXECUTED AND LESSONS LEARNED.
a. Records originated by SECNAV, CNO, FLTCINCSs,

COMOPTEVFOR, COMNAVSECGRUCOM, COMNAVTELCOM, COMNAVINTCOM,
DIRNAVINSERV, and CO NRL.

b. Recor Hel her Offi

2. OPSEC POLICY DIRECTIVES ORIGINAPED BY SECNAV, ¥Q
FLTCINCS, OR COMOPTEVFOR

‘ a. Originals
b. Copies

I11I-3-14

. Z
Defire f‘czga.ﬂf"é"

s frochion
%‘f&a‘[*"

Pegrfmanent. Transfer to WNRC 3
years after guidance is no
longer effective or plan is
concluded, whichever is
earlier. Offer to NARA 25
years after transfer.

Destroy when no longer needed
for reference.

Permanent. Transfer to WNRC 1
ear after policy directives
are~superseded or cancelled.
Offer T NARA 25 years after
transfer.

Destroy when polcies are
superseded or cancelled.



R DP(A)

SSIC 3070
OPERATIONS SECURITY RECORDS

1. OPERATIONS SECURITY (OPSEC) POLICY GUIDANCE, PLANS,
POLICY DIRECTIVES, AND FORMAL REPORTS OF LESSONS LEARNED.
Records originated by SECNAV, CNO, CMC, FLTCINCSs,
COMOPTEVFOR, COMNAVSECGRU, and COMNAVINTCOM.

2. OPSEC IMPLEMENTING DIRECTIVES MAINTAINED BY ALL OTHER
COMMANDS AND OFFICES.

3. OPSEC SURVEY REPORT FILE. Records include correspondence

initiating the survey, progress reports, and final survey
report.

4. GENERAL CORRESPONDENCE FILES. Correspondence relating
to the routine administration of OPSEC programs.

5. OPSEC TRAINING MATERIALS. Lesson plans, course outlines,
exercises, and other training materials.

,0,., e W /-3=]% o,

PERMANENT. Retire to
WNRC 3 years after can-
celled. Transfer to
NARA when 25 years old.

Destroy when canceled
or superseded.

Destroy when 10 years
old.

Destroy when 2 years
old.

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



3. ORMAL OPSEC SURVEY REPORTS AND LETTERS INITIATING SURVEYS
OR ADDRESSING CORRECTIVE MEASURES ORIGINATED BY FLEET, SHORE
ESTABLISHMENT-QR NAVY DEPARTMENT COMMANDERS

a. Qriginals

b. Copies

‘4. GENERAL CORRESPONDENCE FILES. Files related to the routine
administration-of OPSEC matters.

5. LESSON PLANS AND BACKUP TRAINING MATERIAL

ssic 3080-3089

eENERAL RELTABILITY AND MAINTAINABILITY (R&M) RECORDS

THESE RECORDS IDENTIFY AND REPORT (R&M) DESIGN REQUIREMENTS,
STATUS, DEFICIENCIES AND CORRECTIVE ACTIONS.

/.@ From fo-g= /-3 -/S5co

o N \Z} J

IIT-3-15

Permanent. Transfer to WNRC
when no longer needed for
action or information. Offer
to NARA 20 years after
transfer.

Destroy when no longer needed
for reference.

Destroy when 2 years old.
Destroy when superseded or no

longer needed Twex_reference,
whichever is earlie


https://u:t.:J.gn

ADD@

SSIC 3080

GENERAL RELIABILITY AND MAINTAINABILITY (R&M) RECORDS

1. GENERAL CORRESPONDENCE FILE. Correspondence, reports, and other Destroy when 3 years old.
records that reflect the general reliability and maintainability

of Fleet use equipment. Included are effects analyses, failure

analysis and evaluation reports, maintainability design criteria

summaries, and level and skill analyses. Records are accumulated

by the Deputy Chief of Naval Operations for Resources, Warfare

Requirements and assessments (N8) and the Director of Space and

Electronic Warfare (N6).

-—
Vs _1//-—7—' YA Y



SSIC 3081
HARDWARE, FLEET, AIR RECOQORDS

| . GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES) Destroy when 5-"7'-‘«"5
CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES AND o/,
OPERATIONAL TRAINING AND READINESS OF FLEET AIR HARDWARE. Zac/vdad are
COFJCS ok
#%. ‘Contract files, reports, plans, project equipment/systems

files)a-nd other similar correspondence of related papers

Inspection/acceptance reports, and ,-C/c“‘,f"_.‘f;ce AresS. Qecord Sare.
. accumovlated 4b\f DCrmO’'s, FCAOS, and 0 PAnY L.

i re9rcim Maanagers - . .

dIRhfarmak i ondl Meteriat—and\Wonking(Papeks~ Retfain whjile i tiye /o
when fno Yonggr eded Lo
operdtipgg pdrposef. A
des¥royed &after yéafts o

SSI 82
HARDWARE, FLEET, SURFACE RECORDS
GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES) DCS"T'B? S lve &5

CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES, J e/
OPERATIONAL TRAINING AND READINESS OF SURFACE FLEET HARDWARE,.D‘C/Ué "
are ceprc.s oz

%..A Contract files, reports, plans, project equipment/systems

files,ard other similar correspondence or related papers

Inspection/acceptance reportS, and re 2 e file s Recors/S a r e
Qecomulore o by DCATO's , fewo's,0nd o faray Pre

P
EW&W 7B manag®Rethin while/still/actife gr
when no/londer nefeded for
(Ca %
-)

gomrs

erating fpurposes.
estrpyed aftexr/ 3 years/ol

ITI-3-16



SSIC 3083
HARDWARE, FLEET SUBSURFACE RECOQORDS

GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES) -be,.s?'fozl
CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES, o/l
OPERATIONAL TRAINING AND READINESS OF SUBSURFACE FLEET wifiusesy’

HARDWARE .7 e ly oded are

Co

P
-qu/,éont?act files, reports, plans, project equipment/systems p&wfy.ea;e—mj_d___?

. files aad‘ other similar correspondence er, related papers, aud

Wien S 7eq ~s

re fercace ;/e,s Recyd.s o re o.¢¢umd/¢u/¢a/b7 DCA:&.{

HARDWARE, SHOQRE RECORDS

GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES) 'D . Lo
CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES, g T Pl S yrmars
OPERATIONAL TRAINING AND READINESS OF NAVY SHORE HARDWARE. Z-selitfeed

165 °}

C Cop
‘@ AContract files, reports, plans, project equipment/systems Dew‘mm

files,anad other similar correspondence .o-?‘related papers/

Inspection/acceptance LepOrts, ou—d redorcnce friws. Recomds e
aecomylafed 4 DC“-’”: Aenoisoud oLasAy /,sl - -~

(o ¢
a——23nformational Material and -Werkine—Pepers- 7ram MMH"W
whea-re—tenger—needed for

n be

operating-purposes. — (Can be
dew

ITI-3-17
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SSIC 3085
OPERATIONAL ADP COMPUTER SOFTWARE

GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES)
CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES,
OPERATIONAL READINESS AND TRAINING OF ADP COMPUTER SOFTWARE.

1. Contract files, equipment/systems files and other similar
correspondence or related papers.

. a. Informational M rial and Working P r

SSI 6

SOFTWARE, SURFACE RECOQORDS

GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES)
CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES,
OPERATIONAL TRAINING AND READINESS OF SURFACE FLEET SOFTWARE.

SSIC 3087
'l.l W, BSURFACE_RECORD

GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES)
CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES,
OPERATIONAL TRAINING AND READINESS OF SUBSURFACE FLEET
SOFTWARE.

III-3-18

Destroy when 3 years old.

Destroy whes ne h@,e/
ReGatﬁ—JLt%e-stTTT-atttve-or
when—nRo—longer—needed—£foes
operati-ng—pPurposes~—(Can be
destroyed—after-3—years.)

rﬁﬂiulfezlar'uauew‘.B Y CorsS
& /d, bhicliever 18 S goner.

Destroy when 3 years old.

Destroy when 3 years old.



SSIC 3088
SOFTWARE, SHORE RECORDS
GENERAL CORRESPONDENCE (PRIMARY PLANS, PROGRAMS AND PROCEDURES)

CONCERNING RESEARCH AND DEVELOPMENT, WARFARE TECHNIQUES,
OPERATIONAL TRAINING AND READINESS OF SHORE SOFTWARE.

SSIC 3090
( D NTROL, AND COMMUNICATION 2 RECORD

General Correspondence Files. Files related to the Naval s
,Telecommunications Systems (NTS) requirement in support of C .

" cgtPe, 7=-343b,0nd #-3-~/7c
Qpp @B from pages #/7FTT/TH $sic 209%

. ERAL. WWMCCS is a widespread command and control system
used to derermine status of deployed military forces and
equipment. Files comtain_information on those deployed forces
and equipment.

. SSIC 3092

NAVY COMMAND AND CONTROL SYSTEM N

! 1. GENERAL. Navy Command and Control Systems (NCCS) Records
\ pertaining-tfo planning, operations, and resources with respect
, to Navy command and control systems.

\

ITI-3-19

Destroy when 3 years old.

Destroy when 3 years old.

Permanent. Transfzir%g,aeﬁfgét
records center_ whe years
old. _OfferY to National

chives (NARA) when 20 years
old.

Destroy when 5 yea eld.



/34d6§)

SSIC 3091
WORLDWIDE MILITARY MMAND AND NTROL SYSTEM (WWM

1. GENERAL RECORDS. WWMCCS is a comprehensive command
and control system consisting of approximately 200 data
bases and special files relating to military operations
and readiness of combat and supporting units throughout
the world, up to date intelligence and other supporting
information, operational reports, and battle mission
assessments of previous combat actions. Exclude from
this item Navy Command and Control System (NCCS)/
Operations Support System (0OSS) records filed under SSIC
3092, Integrated Command Antisubmarine Warfare Prediction
System (ICAPS) records filed under SSIC 3145.4, Tactical
Environment Support System (TESS) records filed under
SSIC 3145.5, and WWMCCS input documents and generated
reports scheduled under other SSIC's in Chapter 3 of this
instruction. WWMCCS records accumulated by OP 094 and
Commander Space and Naval Warfare Systems Command that
relate to policy interpretation, systems operation,
funding, logistics support, and manpower are filed under
SSIC 2021 of this instruction.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

FkM?c IV/’UZ—'/?Q'

Retain on board.
Destroy after 3rd
system backup.

Retain on board.
Destroy when no
longer required.

Deliver to Action

Office/requester.
Destroy when no longer

required unless
designated for



a00 (B

d. Systems documentation to include description of data

elements, file layout, code books, and operators and users manuals.

SSIC 3092

NAVY OPERATIONS SUPPORT SYSTEM (OSS)

1. GENERAL. System tracks the employment and movements of Naval
Units and changes of material and operational readiness status.
The system includes employment schedules provided by the
operational commanders, movement reports (MOVREPS) of vessels and
other Navy Units, essential data on port visits, and changes to the
conditions of readiness under which the units operate and global
positioning information. The system is maintained by the Commander
Space and Naval Warfare Systems Command (SPAWARS). System input
received from Navy Status of Forces file and Positional Processing
System.

a. Consolidated History File (Navy Status of Force)

b. Global Positioning Information Files

c. Input data tapes and paper records.

§7¢7eznﬂb33ﬂlﬁhb

permanent retention else-
where in this instruction.

Retain on board. Destroy
when superseded, cancelled
or when directed by JCS or
DCA.

Permanent. see SSIC 3503 for
transfer instructions.

Disposition not authorized
pending evaluation by NARA

Retain on board. Destroy
when no longer required and
after transactions have been
recorded and verified on
Consolidated History File.



~

d.-- Qn—L,/Je Ma s term K /e

e.£. Output data and reports - COM and paper.

e. Systems documentation to include description of

data elements

user manuals.

file layout

code books

and operators and

- ws-2/9<

2({'&"' orm EOQFJ.

Destroy after 3rd
system backup.

Deliver to action
office/requester.
Destroy when no longer
required.

PERMANENT. Transfer to
NARA with first transfer
of history tape.
Transfer any changes to
systems documentation

to NARA with subsequent
transfers of tape.



Qo0 @B Fomn Page 1/1-3 -20a

—S83C-3003—
STANDARDG—OP—INTRROPERABTLTTY.
4. GENERAL CORRESPONDENCE RECORDS. These files include Destroy when information no
records and other papers related to ensuring standard longer required.

configuration and interoperability within and between the joint
services, except where otherwise documented in this manual.

-#. PUBLICATIONS, INSTRUCTIONS, AND MEMORANDA OF AGREEMENT. Destroy when superseded,
Includes specifications, doctrine, and guidance pertaining to cancelled, or no longer
. standards and interoperability. required, -unlese—ethenwisce
H t add ot
I 100-31

QPERATIQONS RECORDS

SSIC 3100

GENERAL OPERATIONS RECORDS

RECORDS OF SHORE-BASED NAVY AND MARINE CORPS ACTIVITIES AS WELL
AS AFLOAT ACTIVITIES WHEN THE ACTIVITY IS AN INTEGRAL PART OF
THE OPERATING FORCES (INCLUDING BOTH FLEET COMMANDERS AND FLEET
COMMAND ACTIVITIES), BUT DOES NOT INCLUDE RECORDS RELATING TO
THE DIRECTION OF THE OPERATING FORCES MAINTAINED BY THE OFFICE

OF THE CNO AND HQMC.

THE TERM "FLEET COMMAND" OR "FLAG COMMAND," AS USED HERE,
REFERS TO AN OFFICER OR HIS STAFF WHO DIRECTS THE MOVEMENTS OF
TWO OR MORE VESSELS, AVIATION SQUADRONS, COMPANIES, OR OTHER
UNITS, OR WHO DIRECTS AN ADMINISTRATIVE OR SPECIAL NAVY AND
MARINE CORPS COMMAND WHOSE FUNCTIONS ARE A PART OF FLEET

OPERATIONS.

III-3-20
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88IC 3093
STANDARDS OF INTEROPERABILITY
1. INTERFACE PLANNING FILES. Correspondence, reports, and other Destroy when 5 years old.

records relating to the development, coordination, and approval of
technical interface concepts and technical interface design plans
for tactical command and control systems.

2. JOINT TEST PROCEDURES PLANNING FILES. Reports, analyses, plans, Destroy when 5 years old.
and similar documents relating to the development of test
‘ philosophies, proposals, plans, and procedures. Included are

coordination actions, recommendations from Navy and other services,
and recommendations for implementing action.

’00.98 /= 33— Zo:&.



e

1. NAVY AND MARINE CORPS FLEET COMMAND (FLAG) FILES. Files Permanent. TFransfer_ _to 39
related to the command’s primary mission, its fleet operational when 4 years old. o
functions, and the command’s organization. They consist of NARA when 25 years old.

correspondence, messages, and message summaries, reports,
instructions, movement orders, maps, studies, photographs,
charts, overlays, plans, sketches, memoranda, minutes of staff
conferences, staff studies, project plans and specifications,
war diaries or unit journals, action reports, patrol and
reconnaissance reports, and other records that document the
planning, development, execution and history of the command’s
mission and its specific operations which include combat,
training, readiness, and intelligence operations, and the
organization, movement, and deployment of fleet units, and
other correlated operations. ?

ﬁpa@ from Pagerss-3-2la
MARINE CORPS ACTIVITIES AND INDIVIDUAL OPERATING FORCE

ACTIVITIES RECORDS.

a. neral rr nden Eil f Indivi 1 Fl Destroy when 2 years old.
mman rating For Activities. Files related to the
routine internal operation and administration of the individual

fleet activity.

. L Retfrre lole
b. R r f Marin r Activities. Operational Permanent. Transfex to ERE,
records and records pertaining to activities, alerts, and Phriedeiphia, when 4 years old
deployments in actual or potential combat-type situations of or upon disestablishment,rmnsie—
FMF activities through regimental (group) size, including whichever is earlier. offex to
eparate battalions (squadron) and companies; and battalions NARA when 20 years old.

squadrons) or companies on detached service that are not
duplicated in fleet commanders’ files.

3. RESERVE FLEET HEADQUARTERS RECORDS. Records of reserve
fleet components, including reserve fleet group and subgroup
headquarters. (Does not include records accumulated aboard
individual vessels, regardless of whether records are left
aboard ship when placed in reserve or are moved to the group or
subgroup headquarters to be maintained on a current basis.)

ITI-3-21
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Included are files of Commander in Chief US Atlantic Command;
Commander in Chief US Pacific Command; Fleet Commanders in Chief,
i.e., Commander in Chief US Atlantic Fleet (CINCLANTFLT), Commander
in chief US Pacific Fleet (CINCPACFLT), and Commander in Chief US
Naval Forces Europe (CINCUSNAVEUR); Fleet Commanders, i.e., 2nd,
6th, 3rd, 7th, and other numbered fleets as activated; Naval Force
Commands as defined in SNDL Part 1 including Navy Component
Commanders of Unified Commands ke?excluding Naval Construction and
Naval Reserve Forces; Type Commanders, 1i.e. Naval Air Force
Commanders, Naval Surface Force Commanders, Naval Submarine Force
. Commanders, and Commander Mine Warfare Command; and units

subordinate to Force Commanders, i.e. Flotilla, Wings, Squadrons,
Task Forces, Task Groups, etc. that are commanded by a flag
officer.

Page ///-3 -2 |a.



a. neral rr nden Fil

b. hip In ivation R r Files related to the status
of ships under the headquarters’ cognizance.

c. hip M rial R i R r

(1) Reserve fleet headquarters correspondence,
reports, inspection records, and other readiness data.

(2) Reserve fleet group and subgroup headquarters
individual vessel files consisting of work orders and similar
records related to the inactivation, status, and reactivation
of individual vessels. Files also include electronic and
ordnance material readiness records and machinery indexes or
machinery index work sheets.

(a) When ship is activited.

{(b) When ship is sold or transferred and stricken
from the naval list.

1. Pertinent plans, equipment, and maintenance
records.

2. All other records.

(c) When ship is scrapped, or sold as scrap, and
stricken from the naval list.

I11-3-22

Destroy when 2 years old.

Destroy upon reactivation of
ship concerned or when ship
leaves jurisdiction of the
cognizant reserve fleet,
whichever is sooner.

c'/vr¢-
iiaﬁséec to nearest FRC 2 years

after reactivation of ship
concerned. Destroy 3 years
after transfer.

Transfer to ship concerned.

Transfer to new owner.

Destroy immediately.

Destroy immediately.



d. Dehumidification (D/H) Records

(1) Instrument readings, including zone and package
readings, hygrometer checks, and periodic readings and reports
on D/H.

(a) If summarized to show elapsed time to reach 30%
humidity, average hours per day D/H machines operate to
maintain 30% relative humidity, and prolonged or marked
deviation from required average humidity.

(b) If not summarized.

(2) Completed D/H job orders.

(3) D/H plans.

(4) History cards for D/H machinery and equipment.

(a) If machinery or equipment is returned to stock
or transferred.

(b) If machinery is surveyed.

II1-3-23

" Destroy when 2 years old.

Destroy after next periodic
Board of Inspection and Survey
inspection of after reactiva-
tion of ship concerned,
whichever is later.

Destroy 6 months after posted
to the relevant history card or
D/H machinery and equipment.

Destroy when superseded or no

longer applicable, whichever is
later.

Transfer with machinery or
equipment.

Destroy when surveyed.



4. CONSTRUCTION FORCE ACTIVITIES RECORDS.

a. Primary Program Records. Correspondence, reports, and
other records accumulated by the Office of the Deputy Chief of

Naval Operations (Logistics) (N 4) and Naval Facilities Engineering
Command (NAVFAC) Headquarters that relate to the policy, direction,
and employment of naval construction forces as part of the Navy
Operating Forces and to the planning, development, and execution
of plans and projects.

b. General Correspondence Files. Correspondence, messages, and
reports accumulated by CNO, NAVFAC, and other Departmental

Headquarters Offices that relate to the routine administration of
the Naval Construction Forces.

c. Commanders Construction Battalions (COMCBLANT/COMCBPAC) and
Naval Construction Regiments Administrative Files. Records

documenting the employment, movement, readiness, and field
operations of construction forces including operational, logistic,
and project planning. Include copies of OP Orders, Plans, and
Public Affairs materials.

d. Construction Unit Files. Correspondence, reports, tasking
instructions, and related records that document the routine
administration and operations of the unit. Include copy of command
history, unit originated OP-Orders, unit copies of muster rolls,
unit newsletter files, and non-official photographs of construction
projects and training exercises. Records are maintained by Mobile
Construction Battalions (MCB), Amphibious Construction Battalions
(ACB), Construction Battalion Detachments, Underwater Construction
Teams, and Reserve Naval Mobile Construction Battalions.

e. Officer of the Day Battalion Logs.

f. Deployment Completion Reports. Comprehensive narrative
reports of operations. Records accumulated by Mobile Construction
Battalions and Amphibious Construction Battalions.

Replace menr pfooge /7/-3-24

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 20 years old.

Destroy when 5 years old.

Forward to NAVFAC Historian,
Bldg 99, CBC, Port Hueneme,
ca when 2 years old.
Destroy when no longer
required for Historical
program use.

Forward to NAVFAC Historian,
Bldg 99, CBC, Port Huenene,
ca when 2 years old.
Destroy when no longer
required for Historical
program use.

Destroy when 2 years old.

Forward originator copy to
NAVFAC Historian, Bldg 99,
CBC, Port Hueneme, CA when 1



g. Monthly Reports of Operations.

(1) Prepared by deployed units.

(2) Prepared by Construction Battalion Detachments and
Reserve Construction Force Units.

h. Logistics Records.

feploce ment /ﬂaqe W-3-2S

Year old. Destroy when no
longer required for
Historical Program use.

Destroy when 2 years old.

Cut off files annually.
Forward to NAVFAC Historian,
Bldg 99, CBC, Port Hueneme,
ca when 2 years old.
Destroy when no longer
required for Historical
Program use.



(1) Records of brigades and regiments (logistic
divisions) documenting plans and procedures for material
support within advanced base functional components

(2) All other records

¢(&. Construction Maintenance Records

(1) Records related to construction schedules, project
requirements for material and equipment, technical services,
technical field assistance to naval construction forces, plans
for projects assigned them (brigades and regiments only).
Correspondence related to employment schedules of naval
construction forces (brigades only).

(2) Work progress and other reports related to the
operation and performance of plants, power, equipment, and
installations

(a) When summary reports are made
1. Battalions
2. All other activities

(b) When summary reports are not made

1. Permanent units

2. Mobile units

(3) Records relating to maintenance work such as shop

schedules,

progress reports, status reports, and related data

(a) When summary reports are made

ITI-3-26

Destroy when 4 years old.

Apply—par—~_a 006 D(S‘Tfo,ldkon
2 years o/d.

Destroy when 2 years old.

Destroy when 6 months old.

Destroy when 1 year old.

Destroy 2 years after plant is
closed.

Destroy after completion of
project, after plant is closed,
or 3 months after deployment,
whichever is later.

Destroy when 6 months old.



(b) When summary reports are not made
1l. Permanent units

2. Mobile units

(4) Logs of operations, equipment and installations

. (a) When summary reports are made
(b) When summary reports are not made

l. Permanent units

2. Mobile units

(5) Work orders, work requests, and related papers.

(See par. 4200 for job purchase orders.)

(a) Permanent units

. (b) Mobile units

(6) Other construction, maintenance, and facility
records not specifically covered in this paragraph

ST DECK—1OGS
ADD@) Ffrom Pg /1=~ 2T

III-3-27

Destroy when 1 year old.

Destroy 3 months after
deployment.

Destroy when 1 year old.

Destroy 2 years after plant is
closed.

Destroy when project is

completed or plant is closed,
whichever is earlier.

Destroy 1 year after completion
of project.

Destroy after deployment.

Ec:i/re rc'eu%fS'UvuieP ajﬁpﬁqkrn

Svb Sec¥1om CZ SSIC f12 00,



Apo@)

5. DECK LOGS OF COMMISSIONED VESSELS OF THE U.S. NAVY

a. Original Deck Log maintained by the Officer of
the Deck on a watch to watch basis on all commissioned
vessels of the United States Navy.

b. Original Deck Logs predating 1 January 1979 in
the custody of the Director of Naval History (OP 09BH).

c. Silver Halide Microform and one diazo copy of
Deck Logs created 1 January 1979 and later in the custody

of the Director of Naval History.

d. Second diazo copy of Deck Logs created 1 January
1979 and later and in the custody of the Director of Naval

History.

e. Original Deck Logs created 1 January 1979 and

later.

II[=3-27a

Commanding Officer
forward daily deck logs
monthly to Naval Histor-
ical Center (DL) as
directed by OPNAV INST
3100.7

(N1-38-92-1)

PERMANENT. Transfer to
NARA annually when 30
years old.
(N1-38-92-1)

PERMANENT. Transfer to
NARA annually when 30
years old.
(N1-38-92-1)

Retain on board. Destroy
when no longer required
for reference use.
(N1-38-92-1)

Destroy when microfilm
has been verified for
conformity with archival
quality standards and
completeness.
(N1-38-92-1)



6. OPERATIONAL RECORDS OF COMMISSIONED NAVAL VESSELS. Logs,
reports, notebooks, checkoff sheets and similar records relating
to seamanship and navigation that are maintained by Commissioned
Vessels of the US Navy.

a. Quatermaster’s Notebook. Destroy 3 vyYears after the
date of the last entry.

b. Commanding Officer’s Night and Day Order Books. Destroy when 2 years old.
c. Engineering Logs_and Engineers’ Bell Book. Destroy 3 years after the

date of the last entry.

d. Magnetic Compass Records. Destroy 1 year from date of
the last entry.

e. Navigational Timepiece Performance Certificates. Destroy when rate for new or

replacement instrument has
been established on board

ship.

f. Navigational Timepiece Rate Books. Destroy 3 months after book

is filled.

g. Magnetic Compass Tables. Destroy when compass is

readjusted.

h. Navigator’s Workbooks and Records. Include coastal books, Destroy when 3 years old.
loran logs, sight record books, direction finder logs, fathometer
readings and soundings.

i. Navigational, Hydrographic, and Meteorological Charts, Destroy when cancelled,
Maps, and Publications. Include sailing directions, light lists, superseded, or no longer
and other navigational devices. needed for current

operations.

j. Port Clearance Records. Destroy when 1 year old.

ﬁe/a/a.ccmen'r /00—7 e y/-3—-28



k. Anchor Logs. Destroy after next reqular
shipyard overhaul.

l. Condition Inspection Reports and Check off Sheets. Destroy when 3 months old.
Conditions that may affect the safety or operation of the vessel
that are maintained by the First Lieutenant.

’Dc.,qc 17113 —2% a.



l. Deck logs of all warships, including
e ships, patrol craft, mine warfare craft, and
vessels.

amphibious
other similar comba

one copy Permanent. Transfer to the
WNRC annually. Offer to NARA
when 75 years old.

a. Master

b. Reference copies Destroy when 1 year old.

2. Deck logs of all auxiliary vessels, service nent. Transfer to WNRC

and yard craft, and similar vessels that perform logistic and annually. 0 NARA when
support functions. 75 years old.
SSIC 310
Lerire records cader Sprsp=
NAVAL AIR RESERVE OPERATIONS RECORDS Apply—appropriate—sub=items-of
Fio-te Eﬂ)b:ccﬁiamsﬁbiisic
3700,3750,¢? 3764
SSIC 3104

COMBAT CAMERA OPERATIONS RECORDS

1. VISUAL INFORMATION (VI) MATERIALS FILES. Motion media;
still photography; and audio; recordings covering air, sea, and
ground actions, contingencies and emergencies of Armed Forces
in combat and combat support operations, including force
deployments and activities before, during, and after military

n ements.
engag ts Svolt 2 oro I
a. VI-materials (films, tapes, discs,Aor graphic arts) Transferx immediately to the
recorded by Navy and Marine Corps combat camera activities not Naval Imaging Command,
duplicated elsewhere and determined to have continuing general Washington, DC, wwia—1361
or historical interest to the Navy or Marine Corps. Mudievitsual—Squadron—AVS),
hndrews—Air—Foree-Base.

I11-3-29



b. Other VI materials accumulated by Navy and Marine Corps
combat activities including that of local use only.

c. VI materials accumulated by the Naval Imaging Command
for the Navy and Marine Corps central files.

(19 Motion media recordings.

(2) Still media recordings.

d. Na and Marine Corps VI materials accumulated by the
DOD St and Motion Media Records Center.

SSIC 3110

. ADMINISTRATIVE ASSIGNMENT OF OPERATING FORCES QOF THE NAVY
RECORDS

1. Records pertaining to initial administrative assignment or
changes to the administrative organization of the operating
forces of the Navy.

a. DW an N r rdin rs’ Fil

b. All Other Fil

ITI-3-30

Pesivoy whe? OH
Retain, 2 years,or until no
longer needed, except destroy
immediately rejects, retakes,
or unreproducibles, and destroy
duplicate or extra copies when
no longer needed.

{3 governved bq SSick T290

O FHh s Z Eroctiey .
Perman . (Transfer
periodically to the DOD Motion
Media Records Center, Norton
Air Force Base, CA)

Permanent. (Transfer
periodically to the DOD Still
Media Records Center,
Washington, DC)

Pexmanent . (Transfer

periodits to National
Audiovisual Cente Suitland,
MD)

Destroy when 4 years old.

Destroy when 2 years old.



SSIC 3111

HOMEPQORTS AND YARDS AND PERMANENT DUTY STATIONS RECQRDS

1. GENERAL CORRESPONDENCE, FILES, REPORTS, AND OTHER RECORDS.
Files pertain to the homeports and permanent duty stations
establishment, disestablishment, and modification of activities
of the operating forces of the Navy.

Destroy when no longer needed
for reference.

SSIC 3120
I PERATING PROCEDURE TASK AND FMPLQYMENT RECORD

1. CORRESPONDENCE, REPORTS, AND OTHER PAPERS OF INDIVIDUAL
FIELD ACTIVITIES. Files that document internal operating
procedures or tasks and the employment or deployment of
personnel and materials, £Ewciude Fleer Common~d (AG .
Fie) recovds filed vadu S S/1c 3/00 oA S et S ) sHroetian
a~——Records—eofFleet—(Flag) Commanders-

Destroy Wuew 2. yegprs
oM- [

Appty—S5I6—3106—pars—l-and 2.

@D@ from pg1/1-373 fao. —=

ORFRATION—PHLANS AND ORDERS -RECORPS
1

ITII-3-31
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OPERATION PLANS AND ORDERS RECORDS

88IC 3121

1. NAVY MASTER COPY OF OPERATIONS ORDERS (OP ORDERS). One copy
of all Navy Op-Orders forwarded by the originator to the Office of
the Chief of Naval Operations in accordance with current OPNAV
directives.

2. OP-ORDERS ORIGINATED BY NAVY AND MARINE CORPS FLEET COMMANDS.

3. OP-ORDERS ORIGINATED BY NAVY AND MARINE CORPS UNITS SUBORDINATE
TO THE FLEET COMMAND LEVEL.

4. COPIES OF OP-ORDERS DISTRIBUTED TO SUBORDINATE UNITS OR COPIES
MAINTAINED FOR INFORMATION ONLY.

5. EXERCISE OP-ORDERS. Operations Orders prepared by the Officer
Conducting the Exercise for fleet, routine, and specialized
training exercises to increase level of Fleet readiness. Exclude
copy included with the final exercise report.

a. Routine Exercises.

b. Fleet Exercises.

6. OPERATING PLANS (OP-PLANS)

/00.9‘;///—3-3 la

PERMANENT. OPNAV forward
all cancelled and superseded
OP Orders annually to the
Director of Naval History
(OP 09BH). DNH transfer to
NARA when 30 years old.

File record copy with Flag
Files under appropriate
subsection of SSIC 3100.

Destroy 3 Yyears after
cancelled or superseded.

Destroy when cancelled or
superseded.

Destroy when 2 years old.

Retire to WNRC when 4 years
old. Destroy when 15 years
old.

File records under the
appropriate sub section of
SSIC 3010.



SI 122

MILITARY-MEDICAL-DENTAL ARDSHIP ASSIGNMENT RECQRD

1. CORRESPONDENCE, REPORTS, AND OTHER RECORDS. Records
related to guardship assignments including the employment of
Marine security guard forces.

SSI 12

MOVEMENT REPOQRTS RECOQRDS

1. CORRESPONDENCE, ORDERS, AND RELATED RECORDS CONCERNING THE
MOVEMENT OF AIRCRAFT, SHIPS, AND OTHER CRAFT

2. MOVEMENT REPORTS. Reports of arrival and departure, vessel
operations, or related movement concerning naval craft
including logs and other control or scheduling records relating
to craft movements within an activity’s area maintained by
field activities and not specifically covered elsewhere in
pars. 3120-3129. Exclode MoVRERS tn the MNovyoperohars
SopprrT Sqstems (ssic Bog2./
3. CONTROL OF SHIPPING OFFICES AND NAVAL PORT CONTROL OFFICES
MOVEMENT RECORDS

4. MOVEMENT REPORT CENTERS AND OFFICES RECORDS

a. General Correspondence Files. Files related to the

operations and administration of movement report functions.

b. Incoming Message Reporting Movements of the Fleet
c. Daily Summary Message Sheets. Summaries prepared by

each movement report center or office for transmission of
information to other centers or offices.

ITII1-3-32

Apply SSIC 3010.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 2 years old.

De ;ry—oa when 2yfars o/d.
I . e

Destroy when 2 years old.

Destroy when 1 year old.

Destroy when transmission to
other centers or offices is
completed.



d. Ship Locator Cards. Records showing movement made by
each unit of the fleet.

(1) Temporary cards showing progress of movement for Destroy upon arrival of craft
each fleet units destination.
23 —Master—fiie—eof-movement—informatien—xetained at—the “ Permanent——frensfer—+oTRE
i - ) whep—4—ypoars—old—~0Efer—+o
cards—r NARA—whenr—20—years—old.
. efre ~oRC
e. i f Ph raph Dail ntin L ion Permanent. §LEDS£G§ to %$e7
Plots fhiladedphtea, when 1 year old.
Trasgfer Of£for to NARA when 20 years
old.
SSIC 3124

FLEET AIR QPERATIONS RECORDS

Rircrefr Sguadruns Retire & N€oresT 1m0 ¢ Whes

1. OPERATIONAL RECORDS , AND APply—5636—33007—pare——i—and
OPHER—UNITS~ SObard inate ©nits Thet are ot 1nclvded lnde~ 2w zytars o/d. D e stroy when

Ss/e 3loe. F yCors ofd.
2. RECORDS OF FLEET ACTIVITIES. Files related to the routine Destroy when 2 years old.
internal operation and administration of air/space traffic.

SSI 125
MARINE AVIATION RECORDS
1. RPR¥mS® PROGRAM RECORDS. Marine aviation plans and APRLy—SSE6=3000- Kr Fire %
programs to formulate and coordinate plans and to initiate NearesT FRC wWileen
action to fulfill the requirements of Marine aviation, regular 2. Yy cars o/d. Pe s+

7

and reserve in matters of organization personnel, operational
readiness, and logistics to ensure Marine aviation is developed
and supported in concert with the overall naval aviation,
program. Exefude Policy recads sacloded 1 cme ceatral

Leorrespordence L, /I dnd e Corn srnmnny
Firles -éss‘/c 3700.1) (ssic 3000-9) ==7
III-3-33

When 19 ycars o
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2. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE

SSIC 3126
FLEET EMPLOYMENT HEDULES AND CHANGES RECORD

1. RECORDS CONSIST OF EMPLOYMENT SCHEDULES, CHANGES, AND
GENERAL CORRESPONDENCE

SIC 3127

EMPLOYMENT QF THE NAVAIL RESERVE RECORDS

1. RECORDS CONCERNING ACDUTRA, WEEKEND AWAY TRAINING, TEMAC,
AND OTHER TYPES OF EMPLOYMENT OF THE NAVAL RESERVE INCLUDING
TRAININIG AND ADMINISTRATION OF THE NAVAL RESERVE

SSIC 3128

VISIT F_SHIPS RECORD
1. GENERAL CORRESPONDENCE, FILES, REPORTS, AND OTHER RECORDS

Records pertaining to visits by ships, including visits of U.S.
ships to foreign ports and visits of foreign ships to U.S.
ports. Records include policy, procedures and instructions for
coordination of port visits; regulations prescribed by the Navy
or host government; requests, modifications, approvals, and
disapprovals of port visit and diplomatic clearance requests;
reports of conditions experienced or incidents that occurred;
and any post visit reports.

III-3-34

Destroy when 3 years old.

Destroy when 2 years old.

Destroy when 3 years old or no
longer needed for reference.

Destroy when 3 years old.
Maintain instructions until
cancelled or superseded.



-

A hi Visi b ucléar Weapons Capabl

Records pertaining to regulations, j uctions, and Permanent. Transfe nearest
procedures for visits by nucle eapon capable shi ; FRC when no 1lo T needed for
Records include restri and spe01aéf§a£et?’?2;§§. ffer to NARA 20
lations enacte _by‘ﬁost nation governme procedures fter transfer.
for safety-and security of the .vessSel, and reports of
the duct of the v131t./t6’1nclude any incidents
occurring. —

. X hip Visits by Nuclear Powered Warshi
Records pertaining to regulations, instructions, and Rermanont. f%;agges to nearest
procedures for visits by—puwelcar powered—warships. FRC when no—tonger—reeded—for
Records include restrictions, environmental monitor- Teference—offer—to—ARA—-30
ing requirements, and special safety regulations en- years—eafter—transfer. Z yecors
acted by host nation government; procedures for safety o/d. De_9~l-~«, Whewm | & 7«../:5
and security of the vessel; procedures and instructions o/,

for coordination of port visits; requests; modifica-
tions, approvals, and disapprovals of port visit and
diplomatic clearance requests; and reports during or
after the visit of conditions encountered or incidents
that occurred.

SSIC 3129

‘ MARINE AMPHIBIOUS OPERATIONS RECORDS APPply~SSICe—3000—31+60y—and
3346,

Refire records uvader
a’//”/ofla.)‘e SubSectton
SS/c 3100 for actval
CPeratims ov SSiIcC
3340 Lo tactical 7"IG/C$ .

III-3-35
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SBARCH. AND RESCURRECORDS

1 ST Files That—deoeument—the
dewveloepmertt, estavttshment;—amd—executtomrof—policies, plans

P+ GENERAL CORRESPONBENGE—(Exciude—records—TOUOVErod—a—pas-.
3307

SSIC 3140-3148

EQPHYSICAL EANOGRAPHT HYDROGRAPHT R M PPORT
RECORDS

RECORDS IN THIS SERIES (3140-3148) RELATE TO ALL PHASES OF
OCEANOGRAPHIC; METEOROLOGICAL; HYDROGRAPHIC; OR MAPPING,
CHARTING, AND GEODETIC (MC&G) FUNCTIONS. THESE RECORDS ARE
ACCUMULATED BY FIELD ACTIVITIES AND BY DEPARTMENTAL HEAD-
QUARTERS, MAJOR COMMANDS AND OFFICES THAT FORMULATE OR PER-
SCRIBE POLICIES AND/OR PROCEDURES AND BY THE R&2#8NAi OCEANO-
GRAPHY COMMAND. AAVA -

III-3-36

tranrsfers

Destroy when—3-years old.

whicirever—is—earlier.



®

SEARCH AND RESCUE (SAR) RECORDS.

88IC 3130

1. DEPARTMENTAL SAR POLICY FILE. Instructions, notices, and
planning papers that document Navy policy for reaction to vessel
and aircraft accidents requiring SAR operations. Records are
accumulated by the Office of the Chief of Naval Operations.

2. AGREEMENTS RECORDS. Formal agreements and supporting papers
relating to Search and Rescue operations involving foreign,
federal, state, local, and private organizations.

3. SAR SUPPORT CONTROL RECORDS. Lists of organizations
participating in SAR operations and locations of facilities.

4. PROCEDURE FILES. Plans, OP-Order Annexes, Tactical
Publications, Watch Quarter and Station Assignment Bills, and
instructions that detail individual activities response in Search
and Rescue Missions.

5. SAR EXERCISES AND DRILLS RECORDS. Reports of exercises
conducted by Navy units to test response to emergency situations.

d
6. SAR MISSION AND INCIDENT REPORTS. Exclude reports fileg with
Flag Files under SSIC 3100.1.

Paqge 1/ 3-36a

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

Destroy 1 Yyear after
agreement is terminated.

Destroy when cancelled or
superseded.

Destroy when cancelled or
superseded.

Destroy when 6 months old.

Destroy when 1 year old.



SSIC 3140

NAVAL OCEANQGRAPHY PROGRAM RECORDS

1. PRIMARY PROGRAM RECORDS. Correspondence and other records
of the Office of the Chief of Naval Operations (OPNAV):;
Commander Naval Oceanography Command, and the following third
echelon commands; Naval Oceanographic Office, Naval Western
Oceanography Center, Naval Eastern Oceanography Center, Fleet
Numerical Oceanography Center, Naval Polar Oceanography Center,
and Naval Oceanography Command Facility that document primary
mission responsibilities for the development and execution of
procedures pertaining to oceanography, meteorology, hydro-
graphic, or MC&G related operations, and to the overall per-
formance of these operations. Included are the records and
files of Navy offices having liaison with Interdepartmental,
International, and treaty organizations consisting of reports,
minutes, agendas, and supporting papers.

a. Commands converting data to microform:

(1) Original documents

(2) One silver halide microform set and one diazo
or vesicular copy

(3) Other microform copies

b. Commands not converting data to microform:
II1-3-37

Destroy after verification that
microform meets prescribed
quality standards and that the
microform is an adequate
substitute for the original
documents.

Permanent. Transfer to nearest
FRC when 4 years old. Transfer
to NARA when 20 years old.

Destroy when no longer required
for reference.



(1) Original documents

2. GENERAL RECORDS

a. Files of 4th echelon and subordinate oceanography

mman Fil nd r r mentin h rganization of

the command; accomplishment of plans, studies, projects: and

i ran n f th mman

b. Fi mman Nav n h mman N
n rdina r helon mman h ment r in
internal ivities.

3. WEATHER PHENOMENA RECORDS. Files documenting the history
of and research into hurricanes, typhoons, or other storms, ice
formulation, meteorological and other weather or related
phenomena; records related to meteorological equipment and
materials research. Consists of reports, research data,
photographs, and other supporting papers.

SSI 141
OBSERVATIONS /MEASUREMENTS RECORDS
1. WEATHER OBSERVATIONS
a. Monthl bservation R ine observations from Naval

units.

IIT-3-38

Permanent. Transfer to nearest
FRC when 4 years old, transfer
to NARA when 20 years old.

“ Destroy when 2 years old.

Destroy when 2 years old.

Permanent. Transfer to nearest
FRC when 4 years old. Transfer
to NARA when 20 years old.

Transfer monthly to Naval
Oceanography Command Detachment
(NOCD), Asheville, NC for
periodic transfer to the
National Climatic Center.



b. Monthl bserv

missi r ex itions.
c. R nnaisan rv
covered by specific directives.
d. Dupli ie f

e. Worldwide unclassified weather observatons received in
electronic form by Fleet Numerical Oceanography Center (FNOC)

from WMO and other national and internation sources. Included
i m 113 d .
f. NATQ and Departmen f the Nav ri lassified

weather observations.

g. 113 rvation

ions from uni

n n her rv

rvation

nsistin f:

(1) Microwave Imagery (SSMI)

(2) GEOSAT extended mission data (altimetry) and visual

infrared (IR) data from all satellites.

hed to speci

1

(3) Shared processing data received from Television

Infrared Observation Satellite
Meteorological Satellite
Radiometer (AVHRR), and MCSST.

(TIROS), Geostationary

ITI-3-39

(GOES), Advanced Very High Resolution

Retain on board for three
months then transfer to NOCD,
Asheville, NC for periodic
transfer to the National
Climatic Center.

Retain on board for one year
then transfer to NOCD,
Asheville, NC.

Destroy when 6 months old.

Transfer monthly to NOCD,
Asheville, NC for periodic
transfer to the National
Climatic Data Center (NCDC).

Retain on board (Fleet
Numerical Oceanography Command
(FNOC) Monterey, CA, until
declassified then transfer to
NOCD, Asheville, NC for
periodic transfer to NCDC.

Transfer to National
Environmental Satellite Data
Information Systems. (NESDIS)
- a component of NOAA.

Destroy when no longer required
for reference use.

Destroy when no longer required
for current operational use.



2. OQCEAN SURVEY RECORDS. Including all intermediate survey
data generated in deep sea bathymetric surveys.

a. Hydrographic Survey Records

(1) Silver halide microform copies of Real Time System
(RTS) logs, sounding journals, sonar tracer and
data sheets, Senior Naval Oceanographic Office
Scientist (SNS) Reports, and hydrographic survey
smooth sheets.

(2) Final charts produced from survey.

(3) Paper originals of RTS logs, sounding journals,
sonar tracer and data sheets, SNS reports, and
hydrographic survey smooth sheets.

(4) Senior Naval Oceanographic Office Representative
(SNR) reports.

b. ic R r

(1) Microform copies of gravimetric, geomagnetic,
satellite altimitry compilations and reports.

(2) Paper copies of geodetic compilations and
reports.

c. Mappin Chartin and Geodetic (MC&G) Records
(1) Field survey documents and data which are
cartographic and geodetic in nature and final

products derived therefrom.

III-3-40

Permanent. Transfer to nearest
FRC when 4 years old, transfer
to NARA when 30 years old.

Permanent. Transfer to nearest
FRC when 4 years old, transfer
to NARA when 30 years old.

Destroy after microform has
been verified.

Destroy after 2 years.

Destroy when no longer
required.

Destroy after verification of
microform.

Transfer original data to
Defense Mapping Agency (DMA).
Transfer copy to nearest FRC
when 2 years old, destroy when
6 years old.



3. EEP EAN BATHYMETRY RECORD

a. Intermedi

bathymetric records such as logs, typeouts, track or boat
sheets, and other similar items used to complete the final

survey sheets.

b. Final survey sheets (charts), shipboard or office

W _shi rd r r

her

revision, maintained by Naval Oceanographic QOffice.

c. E ram

(1) From vital ocean area as designated by Commander

Space and Naval Warfare Systems Command and OP-951.

(a) Microform copy

(b) Original data

(2) From non-vital ocean areas

d. rv an r
information folders

specifications.

e. Transmittals and letters concerning transmission of
data within authorized project working groups, sponsor, and

sponsor’s contractor.

1

background r r
assification histori

d

Irv
s, and

III-3-41

Destroy when no longer needed
for survey or compilation
check.

Permanent. Transfer to NARA
when 50 years old, pending Navy
review to determine if
continued agency retention is
required.

Destroy when no longer
required for reference.

Destroy after verification of
microform.

Destroy when no longer
required.

Permanent. Transfer to NARA
when 50 years old, pending Navy
review to determine if
continued agency retention is
required.

Transfer to nearest FRC when 2
years old. Destroy when 4
years old.



f. Transmittals and letters concerning transmission of
data outside standard project groups, including message or
letter authorizations for transfer.

4, QCEAN MEASUREMENTS RECORDS
a. General Records. Reference material such as

descriptions of marine environment and study of the oceans and
related science, biologicad, chemical, dynamic, physical,
acoustic, shore and near shore processes, ocean bottom
processes, underwater sound tabulations of sea and current
data; charts containing oceanography illustrations to be
incorporated in hydrographic project programs.

b. 1 n hysi R rds. Intermediate marine
geology and geophysics survey data used in chart and
publication preparation and models of ocean bottom and
subbottom.

c. Gravity Records. Survey records from the field, high
and low frequency records, satellite records, quality control
records, and survey design and production records.

d. Magnetic Records. Airborne and marine survey documents
such as, magnetic tapes, navigational logs, data tapes, charts,
plots, microform analog records and chart products.

e. Bathythermograph (XBT) Recorder ri harts.

(1) Declassified XBT Recorder Strip Charts maintained
by FNOC.

(2) XBT Recorder Strip Charts that cannot be declassi-
fied.

(3) Digitized information extracted from XBT Recorder
Strip Charts.

I1I-3-42

Destroy when no longer
required.

Destroy when no longer required
for reference use.

Destroy when no longer required
for reference use.

Destroy when no longer required
for reference use.

Transfer to DOD Geomagnetic
Library, Stennis Space Center,
MS.

Transfer to nearest FRC when 2
years o0ld. Destroy when 30
years old.

Destroy when 30 years old.
Retain at FNOC. Destroy when

no longer required for
reference use.



f. Bathvthermograph (XBT) M D

SSIC 3142

DATA LLECTION "RECORDS

1.

Correspondence reports, and other papers documenting the

makeup, revisions, and use of codes or formats in collecting
and transmitting geophysics information.

SSIC 3143

DATA ANALYSIS RECOQORDS

1.

WEATHER ANALYSIS

a. M n har r r r hereof) maintain
Naval nograph nters: xcl W her
analysis records maintained by Fleet Numerical Ocean-
raph enter, Montere A
b. Microform weather/oceanographic ma and char nd

numercial analysis data maintain by Fleet Numerical
nograph enter, Monterey.

c. Weather maps and charts maintained by other activities.

SSIC 3144

DATA PREDICTION RECORDS

1.

WEATHER MAPS AND CHARTS

IIT1-3-43

FNOC transfer on a regular
basis to NAVOCEANO for inclu-
sion in Master Oceanograph.ic
Observational Data Set (MOODS).

Destroy when 2 years old.

Destroy when 1 year old.

Destroy when no longer required

for reference use.

Destroy when no longer
required.



a. Qriginated by Navy Oceanography Centers

b. Ke her iviti

c. Facsimile maps and charts/teletype data

SSIC 3145-3148
DATA AND INFORMATION PRODUCTS

I 14

FORMATION PROD

1. WEATHER FORECASTS, ADVISORIES and other operational support
products.

2. CLIMATOLOGICAL INFORMATION excluding publications.

a. Qriginal studies of an area.

b. Optimum Track Ship Routing (QTSR) messages when

ship has_s ined weather damage on_the transit.
c. Optimum Track Ship Routing (QTSR) messages when no
W her mages hip occurred.
d. Climatological studies compiled from published
sources.

ITI-3-44

Destroy after 2 years.

Destroy when no longer
required.

Destroy after 30 days.

Destroy when 1 year old.

Retain on board for 1 year
then transfer to NOCD,
Asheville, NC for periodic
transfer to NCDC.

Transfer to nearest FRC after 1
year. Destroy when 10 years
old.

Destroy when 1 year old.

Destroy when no longer required
for reference use.



3. PUBLICATION

a. Climatic Publications such as atlases, and pub-
lished studies.

(1) Originator of publication Permanent. Retain record copy
on board. Transfer to NARA
when 50 years old pending Navy
review to determine if
continued agency retention is

required.

(2) Other commands holding climatic publications Destroy when cancelled,
superseded or no longer
required.

b. Oceanographig¢, hydrodgqraphig¢, or MC&G publications
includin rinted manual 1 n harts.

(1) Originator of publication Transfer record copy to Naval
Oceanographic Office.

(2) Record copy maintained by Naval Oceanographic Permanent. Retain on board.

Office. Transfer to NARA when 50 years
old, pending Navy review to
determine if continued agency
retention is required.

(3) Other commands holding publications. Destroy when cancelled or
superseded.

c. Hydrographic Office (HQ) Publications 1866-1962 Permanent. Retain on board,
record set of HO Publications (complete - 90 cuft) transfer to NARA when 50 years
maintained by the Matthew Fontaine Maury Oceano- old, pending Navy review to
graphic Library, NSTL, MS. determine if continued agency

retention is required.
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4. INTEGRATED MMAND ANTISUBMARINE WARFARE PREDICTION SYSTEM
(ICAPS) . ICAPS data base consists of stored sonar
characteristics, and extensive files of historic data on
temperature, salinity, and depth uniquely indexed by regions
within each ocean basin. Upon receipt of timely local data
from afloat commands describing the environmental situation in
which antisubmarine warfare is about to occur; ICAPS will
combine these local entries with the data base through
integrated series of programs and generate predictions of how
sensors will perform in the current situation. This
information is immediately transmitted back to the ship so that
Fleet Commanders may make informed and rapid tactical
decisions.

a. Master file and historical data tapes

b. Inpu an rr r

c. OQutput data and reports-COM and paper

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

5. TACTICAL ENVIRONMENT SUPPQRT SYSTEM (TESS). TESS is a
total environmental prediction system consisting of a data base
containing stored data on all shipboard sensors, communications
and weapons systems as well as historical oceanographic and
meteorological data indexed by areas within each ocean basin.
Upon receipt of an inquiry from a ship or other fleet unit,
TESS will provide on-scene evaluation of the effects of the
total physical environment and shipboard sensors,
communications equipment, and weapons systems. TESS has the
capability of providing Tactical Commanders with long-range,
broad-area forecasts based on information from a global
observation network.
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Destroy after 3rd system
backup.

Destroy when no longer
required.

Destroy when no longer required
for reference.

Destroy when superseded or no
longer needed for reference.



a. M r fil nd hi rical a
b. In nd paper r

c. OQutput data and reports-COM and paper

d. m men ion

DATA/INFORMATIQON DISSEMINATION

Delete this SSIC.

DATA/INFORMATION

Delete this SSIC.

DAT NFORMATION ARCHIVIN

Delete this SSIC.

k

ALITY A RAN

incl
nd

SSIC 3147

SSIC 3148

III-3-47

Destroy after 3rd system
backup.

Destroy when no longer
required. °

Destroy when no longer required
for reference.

Destroy when superseded or no
longer needed for reference.

Refer to SSIC 3145.

Refer to SSIC 3145.

Refer to SSIC 3145.



SSIC 3150-3159
SSIC 3150

DIVING AND HYPERBARIC SYSTEMS OPERATION

1. Individual Diving Log report forwarded to NAVSAFECEN by
each diver after each dive of hyperbaric exposure.

2. COMMAND DIVING LOG. Legal record of details of each dive
or hyperbaric exposure conducted.

3. INDIVIDUAL DIVING LOG. Record kept by each Navy diver for
each dive or hyperbaric exposure, including non-Navy
recreational dives.

4. GENERAL CORRESPONDENCE FILES. Files pertaining to the Navy
diving program including copies of accident reports, safety
surveys, etc.

SSI 151

DIVING AND HYPERBART YSTEM AFETY CERTIFICATION

1. Diving and Hyperbaric Systems maintenance, work procedures,
and reentry control (REC) records.

rHype—~boric faccives . ) )
2. Iritrel-Fabxication and Testing records. Maintained by

NAVSEA, NAVFAC, aad¢o:_:ha_manufacgy:;ng_cnnssacécas.,Excludc
ConsSTtroction records Liled vnderss/c r/r 5SS

3. SYSTEM CERTIFICATION CERTIFICATE AND LETTER OF
CERTIFICATION.
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Destroy when 20 ytars o/d.
. B ZI. A :

retairedt—by—the—dndividual
diver-fox-his—own—reecords.~—No

copy—rneed—be—retained by
Sommand.

Destroy after three years from
date of last entry.

Bermaments Kept by individual
as long as he or she is an

active Navy diver.

Destroy when 2 years old.

Destroy after 7 years.
Destroy after 7 years.

Retain until subsequent
certification received.



4. GENERAL CORRESPONDENCE FILES. Files and records pertaining
to system certification including requests for certification
and correspondence on deficiency corrective action.

SSIC 3160-3168

ASTRONOMICAL AND CHRONOMETRI PPORT

Records in this series (3160-3168) relate to all phases of
astronomy and time service carried out at the U.S. Naval
Observatory, including the Astrometry and Time Service
Departments, the Nautical Almanac Office and Flagstaff Station.
These records are accumulated at the Naval Observatory in
Washington, DC., the Flagstaff Station in Arizona, Naval
Observatory Time Service Alternate Station in Richmond, Florida
and the Black Birch Astrometric Observatory near Blenheim, New
Zealand.

SSIC 3160

GENERAL ASTRONOMICAL AND CHRONOMETRIC SUPPORT RECORDS

1. PRIMARY PROGRAM RECORDS. General correspondence and other
records of the Superintendent, Scientific Director, scientific
departments, Flagstaff station and other stations, that
document primary mission responsibilities pertaining to
astronomy and timekeeping. This includes records relating to
the development and operation of scientifc programs, the
establishment of stations and substations; and design,
development and construction of instruments.

2. Professional scientific papers of astronomers.

3. Incoming and outgoing messages of a routine nature.

III-3-49

Destroy when 3 years old.

. Lot-ire G“kyueq
Permanent. Teransfer—toNARR
via WNRC after 5 year

when 2 qgears o / ci 77wuﬂslaq

b NARA (whew lo yearsokd,

fe'fn-e tu_,mac
Permanent. ®ransfer—te—NARA

WaRGatter S yparss o
7% T éa‘ﬁs

L en Io yCors o
Destroy after 2 years.



SSIC 3161

OBSERVATIONS/MEASUREMENTS

1. Photographic plates from all Naval Observatory telescopes,
including the PZT, 26", 40" and 61" as well as older plates
from telescopes no longer in operation.

2. Computer hardcopy, disk and tape output from astrometric,

photometric, of spectroscopic observations, containing original
raw data acquired through observation or measurement, whether

manually or by data acquisition systems.

SSIC 3162

DATA COLLECTION

1. Correspondence, reports and other papers documenting
procedures for data collection in astronomy and time service,
%?d for transmitting astronomical and chronometric information.
xch/ < primas regram Records £ /e onder Ssic 357é0.1.
7‘70‘:” <ol [a ou?sS, lode bco/(.s 4no’ roced s re

OCumtﬂ *’m “J)'/—Ll i -
A vhder S57e 3161, zr > Zej 3’2;%f3s§§§'§1'46‘3"”°‘1 %

‘DATA ANALYSIS

1. Computer hardcopy, tape and disk output resulting from
photographic plate measurement.

2. Computer hardcopy, tape and disk output resulting from
reduction and analysis of transit circle observations.

3. Hardcopy or computer records relating to all other Naval
Observatory telescopes.
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Transfer to NARA

Permanent.
swhen 1o

Years o/ .

Gia—WNRc—after—5—years.
Lo —-Ogr o TS5—d

Petire T W RC when Z
retentieonr—transfer—te-NARAvia
WRREC—after—5vyears, —destresl.

rematrder—after—2-—years.,
Years gld. Desyr
S years o /dt:—5 °T w hen

Dispos:rion MoT ASThara ed
Permanent .  Transfer—+o-NARA

i TNRC—after—S5-—years,
w
R lﬁgoslgm AT ? AoT her ke
viae—WNREC—after—5—years.
Q#kt*h*&ﬁ4aw491rﬁf
ib’ﬁos' T—’o’?‘raan AoThor12ed

Eia--WNRC-after-5 years.
b Ot et
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SSIC_3164

DATA PREDICTION

. Di1spoSt ien MoT AOThor2ed
Correspondence, reports and other papers documenting procedures Becmgnenﬁe—.——'i‘ms-fe-r—t—e—w-hdm

for data prediction, as well as computer files related to wia—NREe—after-S—years: srien
prediction. ot CorS asd,

SSIC 3165

INFORMATION PRODUCTS
PERm AvEL
Ret'ai-n—-s-ampl-eg;- Re +

These are published records of final products, including e Copy
publications of the Nautical Almanac Office (such as the Sl Db licahms To wuZC,
Astronomical Almanac), Time Service and Astrometry Departments cen Aoa sl - Ler 75 rmARA
widely disseminated through the government, scientific wohen '&ie “I_’"s W/
communit=y and the public. PYé/icaYians s nelude Mavhcal, Biry tears old.

and A +ronomicol MRimanacs, AStro omica |l Phernemena., The
AlMana_c /Z’w dd’rﬂpd ters, 'T'ur{c S'CWIgQ ocnn.,a,,cc,nen , and
hvumereus a,ds for navigadorls, af’-renmer_‘s',%n{ gﬁdlgd-s.g).c_/b:/&
Scieat Lic aper3 [/ led vnde~ §5/c 3/60.28SIC” 3166
Of t+his 1A sHroction

DATA/INFORMATION DISSEMINATION

Retire To oG wWhen 2y ears
Correspondence, reports and papers related to data Rermapent—Franmsfer—te—NARA
dissemination, especially by the Nautical Almanac Office, but !
also double star, time service, astrometric and other otd. De Stroy Lohen (6 yZars
astronomical data disseminated to the public. E-Xc/uc/c Direchues, o/d.
Initer ,4? rncj A.?rfemen*"t and Similar recods Ki/led a4 s

Pr"'mav"t—‘ ogGram recands vader 5510 3/é0.1 o £V biS 1h Str~vcttnn
SSIC 3167
AT NE TION ALITY A RANCE

Computer hardcopy, disks and tapes containing the comparison of Bestroy—2—years--after—inactive~

star catalogues or other astronomlcalAlnformatlon. DesTvey ZYyCers afTe~  nactiy

or time validatien
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rintouvts
! #. Ccomputer gaééeepy, tapes and disks containing final data

SSIC 3168

DATA/INFQRMATION ARCHIVING

for astrometry, time service, and general astronomy.

SSIC 3170

ENERAL POQRT QPERATIONS RECORD

1. GENERAL CORRESPONDENCE FILES AND REPORTS. Records related
to the internal operation and administration of port operations
at naval activities, including the operation of anchorage and
berthing facilities and service craft and ships. neclude Liarson
Kiles with Coosr Goord PortTCortre/ O, ftcerS.

2. NAVAL PORT CONTROL OFFICES’ RECORDS

a. neral rr nden Fil h D ment Naval Por
ntrol Offi ! Program Polici Pr r nd E ntial
Iransactions
b. neral rr nden Fil Rela he R in

Internal Qperation and Administration of the Office. Files

include those of operating divisions and other organizational
units, such as those of the operations officer, the officer-in-
charge of service craft, and the ordnance officer.

c. Daily Shipping Report Files. Records prepared by port

control officers or senior officers afloat. Records contain
shipping data regarding naval and merchant marine ships in the
area, such as information on arrivals, departures, and
scheduled departures, port schedules, ships present, and other
information regarding naval and merchant marine ships in port.

II1-3-52

T APPlySSEe=3364

V- DU e S V-8
ngmaﬁea%. ¥;aaefef—EO—NARA

M' Disposrin
Ao T Ao Theri =rd.

Destroy

Destroy

Destroy

Destroy

when 2 years old.

when jryears old.

when 2 years old.

when 1 year old.


mailto:6i@ecz.J

d. Periodi istical R r Refl in he Nature and

Volume of Ship Movements

e. Movement Files. FIles of naval port control offices
containing operating and movement data on ships whose
operations are of interest to the naval base or the naval port
control officer.

(1) Official record copies

(2) Duplicate copies of reports

f. L r Similar R f Harbor rvi . Files
indicate services provided by the naval port control officer to
non-naval vessels and activities.

g. rvi raft R Related memoranda and
correspondence concerning the cleaning, inspection and
maintenance of service craft and the care of equipage and
stores.

h. Operational Performance Records of Engines of Service
Craft

i. Machinery and Engine Service Records

ITI-3-53

Destroy when 3 years old.

Beti
Rermanent. to nearest
FRC 3 years after last briefing
of ship in the area. Offe=—teo-
. D"J‘D"roj
when 7r¢ws o&
Destroy 6 months after the
official record copies are
forwarded to the operations
division of the associated
fleet command.

ertire
to nearest

Be*maneab
FRd:S year
Offer—to

Z s Yo
mhen 77:4’3 oA, Des 7

Destroy when 1 year old.

Destroy when 6 months old.

Destroy when entry is made on
material history card, upon
completion of overhaul, or
machinery is surveyed,
whichever is earlier.



j. Inspection Records. Copies of ships inspections,
tests, and check-off sheets, including records of air tests.
(See SSIC 4730 for records of boards of inspection and survey.)

3. NAVAL CONTROL OF SHIPPING OFFICES’ RECORDS

a. General Correspondence Files. Files related to the

routine internal operation and administration of the naval
control of shipping offices.

b. Ship Data Cards

¢c. Ship Card r Other L R r f rial Numbers of

Routing Instructions
Tro

d. Commodores Analysis Sheets. Official analysis sheets

held by originating naval control of shipping office.

e. Convoy Master Sheets. Records held by originating

naval control of shipping office.

f. Sailing Orders Folders. Official record copies held by

originating naval control of shipping office.

g. Routing Instructions. Official record copies of
routing instructions convoy formation diagrams and routing

instruction envelopes maintained by originating naval control
of shipping office.

h. Secret Naval and Merchant Vessel logs

III-3-54

Destroy when superseded by new
inspection record.

Destroy when 3 years old.

Destroy upon disestablishment
of the office.

e'/')rc
Permanent. 4iaae£er to nearest

FRC upon disestablishment.

to NARAA earsAa£%er
transfer. (hess odd
e frre
Permanent. Transfer to nearest

FRC when 6 months old. Offerrmaesk
to NARA when 20 years old.

R eFire
Permanent. %$xransfex to nearest
FRC when 6 months old. ©ffer7Trums/
to NARA when 20 years old.

+ire
Permanent. éiinsiar to nearest

FRC when 6 months old. GffexrTrast
to NARA when 20 years old.

Betfrre
Permanent. Trxanasfaer to nearest
FRC when 6 months old. 6ffer 7 asy
to NARA when 20 years old.

Retire
Permanent. Fransfes to nearest

FRC when 6 months old. Offerraas
to NARA when 20 years old.
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SsicC 3171

ANCHORAGE AND BERTHING RECQRDS

1. ANCHORAGE AND BERTHING REPORTS. Monthly or other periodic Destroy when 2 years old.
reports of ships anchored or berthed in the area, including
ships of the inactive reserve fleet.

‘ 2. BERTHING RECORDS. Cards, lists, or other records of Destroy 1 years after craft is
berthing assignments for ships and other craft anchored in the reassigned or leaves the area.
local area.

ADD@) FArom Poge 1//-3~55b —> “Ssre—3st9a-
BOARPD—OF—IHFPS—RECORDS-
PR IMARY—PROGRAMRECORD S Fites—for—interageney—amd Appiy—SSIe-3100r—par._ 1

- Destroy uwhen 3 years old.
‘ Ss1c 3173
SHIP'’S BOATS RECORDS
1. GENERAL CORRESPONDENCE PERTAINING TO BOATS Destroy when 10 years old.
2. CORRESPONDENCE RELATED TO INDIVIDIAL BOATS (BY HULL Destroy when 10 years old.

NUMBER) . Files include authorization documents, issue
documents, inspection reports, and disposition documents.

ITI-3-55
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i. Naval control of Shipping Reserve Program Records. Destroy when 3 years old.
Correspondence, reports, orders, mobilization plans, and similar

records relating to the administration of the Naval Reserve Naval
Ccontrol of Shipping Program. Exclude Primary Program Records of
Commander Military Sealift Command filed under SSIC 4620.1 and
Commander Naval Reserve Force filed under SSIC 1001.1.

j. Peacetime Exercise Records.

(1) Exercise Case File. Operations-Orders, critique Retire to WNRC when 2 years
sheets, final exercise report, evaluation and analysis documents, old. Destroy when 10 years
and lessons learned. Records are maintained by the Officer old.

Conducting the Exercise (usually Fleet Commander or Commander
Military Sealift Command).

(2) Participating Unit Files. Exercise message traffic, Destroy when 1 year old.

logs, and similar records relating to the conduct of exercises.
Include copies of exercise reports and OP-Orders.

page /-3 —5S5a
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VESSEL BOARDING RECORDS

88IC 3172

1. BOARDING REPORTS. Reports of boardings of merchant vessels by Destroy when 1 year old.
Navy Port Control Officers for purposes of inspection for
compliance with US and local laws.

Po.?e 2773 .5S-b



SSIC 3180

REPLENISHMENT RECORDS

1. GENERAL CORRESPONDENCE FILES OF A ROUTINE INTERNAL NATURE Destroy when no longer needed.
Records ,nclvde Ulderwas Reflen,shmea? Grovp Sehedules
hoad /7575, me SSo g /'ezues-p‘—.s Srom AL/Cera.As fon

Swyplics. 8SIC-3190-
AV @ from pme /7/-3 =S ba — >

Nedete—tirte—5536+ Refer—t0 _SSIC 1630

CRYPTQOLOGY RECORDS

SSIC 3200-3299

RECORDS IN THIS (3200-3299) SERIES RELATE TO GENERAL CRYPTOLOGY
RECORDS (CRYPTOLOGIC ARCHITECTURE AND TOTAL SYSTEMS
INTEGRATION; CRYPTOLOGIC SUPPORT GROUP OPERATIONS (CONCEPT,
POLICY); ADP SUPPORT TO CRYPTOLOGIC SYSTEMS; CRYPTOLOGY AND
(COMMAND, CONTROL, AND COMMUNICATIONS (C3); MARINE CORPS
CRYPTOLOGIC POLICY AND OPERATIONS; AND NAVRESSECGRU CRYPTOLOGIC
POLICY AND OPERATIONS); GENERAL SIGNALS INTELLIGENCE (SIGINT)
RECORDS (SIGINT POLICY AND PROCEDURES (USSID)); NAVY g,g/~7T
COMPARTMENTED SIGINT PROGRAMS, ALLIED EFFORTS, S*eNEXF¥ EQUIPMENT
RESOURCES, AND SIGINT EQUIPMENT INSTALLATION AND CONFIGURATION
CONTROL) ; NATIONAL SIGINT OPERATIONS RECORDS (COLLECTION,

. PROCESSING AND REPORTING, EVALUATION, FIELD STATION OPERATIONS,
SIGINT SYSTEMS SUPPORT (E.G., FLEXSCOPE, IATS), SIGINT DIRECT
SERVICE, AND TARGET COMMUNICATIONS SYSTEMS); FLEET CRYPTOLOGIC
SUPPORT RECORDS (SURFACE DIRECT SUPPORT OPERATIONS, AIR
SYSTEMS, CRYPTOLOGIC SHORE AIRBORNE DIRECT SUPPORT OPERATIONS,
AIR SYSTEMS, CRYPTOLOGIC SHORE SUPPORT ACTIVITIES, AND SHORE
SYSTEMS); ELECTRONIC WARFARE SUPPORT RECORDS (TECHNICAL
GUIDANCE UNIT OPERATIONS AND SIGNAL CHARACTERISTICS IDENTIFI-
CATION SYSTEMS),; ELECTRONIC INTELLIGENCE (ELINT)OPERATIONS
RECORDS (ELINT COLLECTION SYSTEMS, ELINT SYSTEMS PROCESSING AND

III-3-56
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SSIC 3190

LAW ENFORCEMENT RECORDS

1. COUNTER NARCOTICS SUPPORT RECORDS. Reports,planning and
coordination papers that document Navy's participation 1in
government wide interdiction and counter narcotics support
operations. 1Include correspondence and liaison meetings records
with Coast Guard and Drug Enforcement Administration. Records are
maintained by the Deputy Chief of Naval Operations for Plans,
Policy, and Operations (N3/N5).

P“"le ///"3"' S-GQ.

Destroy when 5 years old.
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SSIC 3200
CRYPTOLOGY GENERAL RECORDS

1. PRIMARY PROGRAM RECORDS. Correspondence, reports,
studies, directives, and other records created and
maintained by SECNAV, CNO, CMC and Commander Naval Security
Group Command that reflect Navy implementation of policy
established by the Director of the National Security
Agency relating to the military function that deals with
encrypted or otherwise disguised or hidden
telecommunications of foreign entities.

2. GENERAL CORRESPONDENCE. Correspondence, reports,
and other records relating to cryptology maintained by
commands subordinate to CNO, CMC, and Commander Naval
Security Group Command.

}947‘f4Aﬁn3‘Jrika_

PERMANENT. Retire to
Naval Security Group
Central Depository,
Crane, IN when 2 years
old. Transfer entire
series or 5 year blocks
thereof to NARA, if un-
classified or declass-
ified, when 50 years
old. Records for which
special protection has
been extended beyond 50
years will be reviewed
for declassification
every 10 years there-
after until releasable.
the series will then be
transferred to NARA in
5 year blocks through
appropriate channels.

Destroy when 2 years
old.



‘Add@ from pPage 11/-3-57R

REPORTING, ELINT SYSTEMS DATA BASE, AND ELINT TECHNICAL
SUPPORT); GENERAL SIGNAL SECURITY (SIGSEC) RECORDS (SIGSEC
FLEET AND AFLOAT OPERATIONS, SIGSEC LAND BASED OPERATIONAL
SURVEILLANCE SYSTEMS, SIGSEC TACTICAL APPLICATION PROGRAMS
(E.G., HULTEC), COMSEC TELEPHONE MONITORING, SIGSEC EQUIPMENT
RESOURCES, SIGSEC TRAINING PROGRAM (INCLUDE COMSEC TRAINING
VISITS), COMSEC ADVICE AND ASSISTANCE PROGRAM, AND COMSEC
BRIEFING AND FILMS PROGRAMS); HIGH FREQUENCY DIRECTION FINDING
(HFDF) OPERATIONS RECORDS (NG HFDF OPERATIONS AND WB ACQ/HFDF
OPERATIONS); AND ADVANCED CRYPTOLOGIC SYSTEMS DEVELOPMENT
(CRYPTOLOGIC R&D) .

CRYPRFOLOGY—GENERATL

SSiC 3202

CRYPTOLOGIC ARCHITECTURE AND TOTAL SYSTEMS INTEGRATION

Records relating to the planning, development and
implementation of cryptologic systems and related systems
architectures. Records accomulated b Lavae l SJecor
Qr@up Coerrn Mv\d, Hea.di_ua.h*ehs. 7 B

III-3-57
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SSIC 3203

CRYPTOLQOGIC SUPPORT GROUP OPERATIONS (CONCEPT, POLICY)

Records relating to the cryptologic support group (Concept, RpPiy—SSIC 3200. FARAMANUEL T,
lnlicy) worldwide. T reen s Lea o AEAR aceord-
ance w i Mo SSic 3200./,

SSIC 3205

ADP_SUPPORT TO CRYPTOLOGIC SYSTEMS
+lhis S21C, File with, Specilc, Sys tem

. helete. #rciude—under—spectficSystems.— Appty—SSIC 3260+
nde —~ SsIC 3230 L 3239.

SSIC 3206

CRYPTOLOGY AND COMMAND, CONTROL AND COMMUNICATIONS (C3)

/. PROGRAmMm REcoRDS
Records relating to management of architecture and AppLy~SSIC-3200, PELM BareaT.
communications, vacluoln G 1rec Frve s Olr sy Js20 0 St Eug Yo Yvcsn TrAns fem B MR A
eers A”a”;>~lﬂed, é?”*p Ay‘“‘? jztonﬁ% hﬂ%ﬂ‘%ﬂhﬂqnﬂc wi¥hL STre 3250./<1c¢ anc<

2.08nE2AL FEes, Recods n clude reSevrce a/locafton doc ¥
bdoet aud Fonding £ fes, and m rBSIC 3208 4 /os e Destroy touen 2 years old,
b'f 3rd¢c helen d-a-(d Su bordrac ¥ “Zzafun:r"’ < 02 Yerrmed 7

MARINE CORPS CRYPTOLOGIC POLICY AND OPERATIONS
. oPEPAT/ovaL. REcoRr DS

Records relating to all aspects of Marine Corps cryptologic AppIyp—SEIC-3280= L2 M AST
operations including Field Station, Afloat, and Radio Battalion TRauvuShkar ls arARH /nt acerdance
Operations. Wi, S S/c 320o./.
 GEL,
2 ;UeeaL Lecods. Organ i2atiore. Lo o G mertis K Frve peemds )
rvnTarned A De‘s%"a Wi
7y MBrac lompS L, HAs, .y 7 € 2 G Cars
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SSIC 3209

NAVRESSECGRU OPERATIONS AND POLICY

/, MAVAL |CESERUE Peooricy REScorpS. Mob./1gatron and

2.

Operafrona ! Prlar;s Ard OrGas12enfrenie! FCCerd § Dasntewned
Nova [ Se o (rwﬂcp‘mmkd MO,

J o)
G e e e

/es e afara wof b7 AVAVRESSEcCCRrRU Lai¥s
SIGINT GENERAL

Si9palS ITnteloryce (S geacral cofegory relterma %
177 PCrce, 7_‘10; ans 4/14/7 Brng ang Fyps ?J/fd‘fa’n“-fﬂf?‘"-
-.519/“!./- r~ /= e/ record s o -~ ]/C 32/§_S__‘3£_3_2A

—Jo2277

SIGINT POLICY AND PROCEDURES (USSID)

Records relating psiwmesidy to the U.S. Signals Intelligence
Directives System (USSID).

SSIC 3212

NAVY COMPARTMENTED SIGINT PROGRAMS

Records relating to all information pertaining to compartmented
program administration, operations and support.

SSIC 3215

SIGINT EQUIPMENT RESOURCES

Records relating to current equipment inventories,
and funding data.

capabilities

III-3-59

. 'a£2m}9US'U'r

Sfhe~ Yo MNARRA +n a cecped.
7‘::_?—)4» ’S(;'IC Beoao. /. @< anc®

DCJ)L/‘Q7 wien ZyctrSck/,
Appiy—S5F€—3200

Apply—S5TE€—3266. Des#-rov Wleen 1O
lornger regured Fnn re Kercace,

/?Zﬁ;z’d. PIeS dre Marn ‘/a.:nedb:7

FUR2M AnIEay T

T ran sfe~ & AVARA 74 G~¢feh—‘tla.ne<
w o tHa SsS/c 3200,/

Weﬁzn on boerd.

D¢S+Pa7 whean ae /anye,_ fre or'red


http:T1"'w.1L
https://rec_,.cl

SSIC 3216

SIGINT EQUIPMENT INSTALLATION AND CONFIGURATION CONTROL

Records relating to installation Planning, BESEP, Engineering Apply—S8I6-—3888. Des+troy whes
and Technical Support, Site surveys and related information. S Yycars ok,

fvelvde arch,fcetvre and Systems ,» 7‘=7ra.+lm e Cords
reticed vader ssic 3202,

SSIC 3220
NATIONAL SIGINT OPERATIONS Apply—SSIE—3200~ A5 2 Arsy T
Na.ulr Dep‘,,,--frnen't‘ /m/d/r’nAuﬁn?'-/M S A pd/,cv S r— Trecn s fe /£ oM ’A
Sour - /(fd*"q cavor €O/ cFr V) fa? =, . /o Vv - o A# 200. l
‘ and eomt1ng SIEIOT opereltran s, - &SIC. 3221 > S ceordance wirh sSaF

Lnclo de directves, srvd,ls
recovds .S,Occ:/‘y/n? If'cchr:;‘):s’lce/m/oar/z‘,:;—/

COLLECTION
/. Records relating to the management of National SIGINT Mission, Appry—SSIC-3200, P E2# AL T
requirements,®f2thods enprd—manpowex. cm//oyrd. Peocod s accomuvlated Trouns Lker & L ARA sna ccordance
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PROCESSING AND REPORTING

Records relating to tepies—related—bte. SIGINT processing, Appty—SSEE—3200— DE.smy When
reporting and dissemination methods and manpower. fxe/vode 2 yZzars o/d.
directruves and /orocea’urq./ 1nstrochons Aled on der—~

S$s/ic 3220.

‘ SSIC 3223

EVALUATION
Records relating to information which evaluates the Ppply—SSIE—3260 (FEEM AIEIT.
cffectiveness of any aspect of the National SIGINT Effort. Transler & AARS  m aceorrdance,

wre M SS/ F200./

III-3-60


http:r~-I-I,.ed

SSIC 3224

FIELD STATION OPERATIONS

Iicamm andin, DM(?F/OM:Q/-/’) Charge COrvesPm demce Al/=S Desrrey when S g rars o /.
TW@%&H&@—%&—HW 3 3 Navy site. sgpeeifie.
Aud CTher recadS relorng ) Fhe miss e,
Exclide Covmmand A, 3{-04-1:3 e ona/g:—“:'s /:_L;‘zz_-?;l', z.
2. Cenecral Joministmbie cnd SSIC 3225
Keepirg recerds . “ fose - SSI8SL89 Des¥my wohken Ty rers o/,
SJGINT SYSTEMS SUPPORT
NPelete. File under 3220. Appiy—SSIC 3260+
SSIC 3226
SIGINT DIRECT SERVICE
TEXTHA (Technwal Extracts Lrm Troablie ,ﬁ?nalt,s/s> Destroy wihen Evalvated and
. p—zp.,ﬂ‘td e,

wWhen /yvar o/d which eve ~
13 caerlier.

SSIC 3227
TARGET COMMUNICATIONS SYSTEMS
Cass A, /=25 . , . \ )
Reeerds- relating to information that is Foreign Communications Apply—S56IC-3200, D‘-""""':';rcut.,
System Specific. £Ex etuvde rc’gﬁ-ﬁ-s Sobm Hed 5 Corrrm oo 2 yCars osd. LR
Nevaf Sccuf--‘l\ G.—v—‘,’p Cdvv';ma.nol A A/ed vrmde~ 535(c 320s.
. SIC 3230
FLEET CRYPTQOLOGIC_ SUPPORT " ARpPYYy—5536-3200-. FPER »rA AT
] LESSouUS LERRAOED reper?S ;g o b YransSker Zp A4 7 v a
Nowveo. [ Se umk{ Gﬁo-u/’ Covmr mra wo Iieit:;n:u-f—e:?s Wi, sS/c JZoa.R/ﬂ e )
LA clvde LinaslCxecreise reoovts. SSIC 3231
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SURFACE DIRECT SUPPORT OPERATIONS ’ )

ITI-3-61
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SSIC 3232

SURFACE SYSTEMS

Records relating to surface specific cryptologic

equipment/system information. Includes carry-on equipment.

L xcl/-de re< Copre s SefTeda e, ’O/c“‘f"ﬂ7 snstrictiens
e

Gnd ConfigoraFiory drasings mointaded by USH
SSIC 3233
SURFACE CARRY-ON SYSTEMS
Delete. File under 3232.
SSIC 3234

GUBMARINE SUPPORT OPERATIONS

Records relating to submarine cryptologic deployments, tasking,
AOIG. a-nJ

operations, esereises,r—ete. /Jve/vdC ryp oo
pes>7T clcp/ayhtnf' refor i S . 7 70

SSIC 3235

SUBMARINE SYSTEMS

Records relating to submarine specific cryptologic equipment/
system information.
Copze.s
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SSIC 3236
NTRBORNE DIRECT SUPPQRT QPERATIONS

Records relating to VQ-1/2, VPU and all other Navy Airborne
Cryptologic Operations. Zsc4 e Cryftelogic LOZL'S and
etler Tco sAn, /1 s ’f'fuC/?MS
SSIC 3237

NIR _SYSTEMS

Records relating to air specific cryptologic equipment/
system information. £xec/ude
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CRYPTOLOGIC SHORE SUPPORT ACTIVITIES
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ELECTRONIC WARFARE SUPPORT
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SSIC 3241

TECHNICAL GUIDANCE UNIT OPERATIONS (AND EQUIPMENT)

Recozcj/s relating to all TGU operations and equipment weridwide. Appry—33F€—3200~ Jestrog wwhen
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SSIC_3253

ELINT SYSTEMS DATA BASE
Novy mput &, oand extmcts fror The DATA Base.
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FLINT TECHNICAL SUPPORT
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SSIC 3260

SIGNALS SECURITY (SIGSEC) - GENERAL
Policy ), precedoral, aw 4 ecn ceprva ! Reco d'S maindamed
17 C o /1 osn de Navald Secor, prp Conr m onnd +(~‘f
rebtedd vavy Deparment Flicy SSIC 3261
N Secors. ‘7’3 ElecHronic €mmiSSions,

GIGSEC AFLOAT OPERATIONS

Records ,Eelating to SIGSEC Operations Afloat. Ine/oa’ecl arr<
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‘SIGSE‘,C LAND BASED SYSTEMS

Records relating to SIGSEC Operations at Field Sites.

SSIC 3263

SIGSEC TACTICAL APPLICATION PROGRAMS

Delete. File under 3261.
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SSIC 3264
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COMSEC TRAINING PROGRAMS

I'ccords relating to COMSEC Training.
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SSIC 3271

NR_HEDE OPERATIONS

SSIC 3272

WR ACQ/HFDF OPERATIONS
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SSIC 3300-3499

WARFARE PROCEDURES RECORDS
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ADVANCED CRYPTOLOGIC SYSTEMS DEVELOPMENT (R&D)

RDT&E RECORDS FOR CRYPTOLOGIC SYSTEMS ARE HIGHLY
CLASSIFIED AND REQUIRE SPECIALIZED HANDLING PROCEDURES
AND STORAGE CONDITIONS. CRYPTOLOGIC SYSTEMS RDT&E
RECORDS SHOULD NOT BE RETIRED UNDER SSIC 3900 AUTHORITIES.

1. PROJECT CASE FILES. As defined under SSIC 3900.5 of

this instruction.

2. PROGRAM MANAGERS CASE FILES. As defined under SSIC

3900.6 of this instruction.

3. TECHNICAL LABORATORY WORKING PAPERS. As defined under

SSIC 3900.11 of this instruction.

4. OPERATIONAL TEST AND EVALUATION PROJECT CASE FILE. File

maintained by OPTEVFOR as defined under SSIC 3980.2.

5. TEST DATA. Interim and final reports, working papers,
and testing data developed during developmental testing and
production acceptance test and evaluation. Include
unevaluated data collected during Operational testing and
evaluation.

’QﬂGéE ”/“'3'-‘;7CL

PERMANENT. Transfer to
NARA in accordance with
SSIC 3200.1.

Retire to Naval Security
Group Central Depository
Crane, IN when system
becomes operational or
when project is
terminated. Destroy
when 10 years old.

Retire to Naval Security
Group Central Depository
Crane, IN upon termin-
ation of the project.
Destroy when 5 years
old.

PERMANENT. Transfer to
NARA in accordance with
SSIC 3200.1.

Retire to Naval Security
Group Central Depository
Crane, In upon com-
pletion of testing.
Destroy when 5 years
old.



SSIC 3300

GENERAL WARFARE PROCEDURES RECORDS

1. PRIMARY PROGRAM NAVAL WARFARE RECORDS. Files concern centralized
coordination of planning and requirements for fleet readiness,
modernization, and force levels associated with the conduct of
tactical warfare by general purpose naval forces; responsibilities
for assessment, integration, and and coordination of tactical
warfare programs at the battle and and amphibious force level; for
general tactical development and training; and for special
management of selected programs. Records are maintained by Deputy
Chief of Naval Operations (Resources, Warfare Requirements &
Assessments) (N8).

2. GENERAL CORRESPONDENCE FILES. Routine internal correspondence,
background papers, working papers, and reference material.

SSIC 3301

EMERGENCY ACTION RECORDS

1.PRIMARY PROGRAM FILES. Policies and procedures used for
initiatiating emergency action for shipping <control and
instructions for neutral vessels entering US waters.

SSIC 3302

NAVAL SPECIAL WARFARE OPERATIONS RECORDS

1. PRIMARY PROGRAM FILES. Files documenting the development and
direction of special warfare related programs as coordinated by the
Deputy Chief of Naval Operations (N8); Director Expeditionary
Warfare Division (N85); and systems commands mananging programs.

Repiacemen.r p"")f’—

Ji—=3=- 6D

PERMANENT. Retire to WNRC
when 4 years old. Transfer
to NARA when 25 years old.

Destroy when 3 years old.

PPERMANENT. Retire to WNRC
when 4 years old. Transfer
to NARA when 25 years old.

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 30 years old.



2. GENERAL FILES. Routine internal memorandums and correspondence,
working papers, and background material.

SSIC 3305

EVASION AND ESCAPE RECORDS

1. PRIMARY PROGRAM RECORDS. Correspondence, staff papers, reports,
and similar documents relating to departmental policy and specific
techniques for evading capture by hostile forces and, if confined,
techniques and procedures for escape. Include documentation
concerning the training of operating force personnel. Records are
maintained by SECNAV, CNO, and CMC.

2. GENERAL FILES. Routine internal correspondence and memorandums.

SSIC 3310

AERIAL RECORDS

RECORDS CREATED AND MAINTAINED UNDER SSIC 3311 (TACTICAL AIR
RECORDS) , SSIC 3312 (ANTISUBMARINE RECORDS), SSIC 3213 (PATROL
RECORDS) , SSIC 3314 (HELICOPTER RECORDS) , SSIC 3315 (RECONNAISSANCE
RECORDS) , AND SSIC 3116 (AIRBORNE ELECTRONIC COUNTERMEASURES
RECORDS) SHOULD BE RETIRED TO WNRC UNDER SSIC 3310.

1. PRIMARY PROGRAM RECORDS. Files pertaining to the preparation
of plans, tactical doctrine, and the defination of the
requirenments to provide for naval aviation forces (including the
Naval Air Reserve) and their logistic support. They include files
on the preparation of budgets and their sponsorship and
coordination with pertinent offices to provide for integration into
the overall Navy Program Planning System. Records are maintained
by the DCNO (Resources, Warfare Requirements, and Assessments)
(NB) .

Qé/’[a.cemcgn‘f pge (41-3-69

Destroy when 4 years old.

PERMANENT. Retire to WNRC
when 4 years old. Transfer
to NARA when 30 years old.

Destroy when 4 years old.

PERMANENT. Retire to WNRC
when 4 years old. Transfer
to NARA when 25 years old.



2. R&D CASE FILES FOR AVIATION RELATED EQUIPMENT MAINTAINED BY
PROGRAM MANAGERS.

3. GENERAL CORRESPONDENCE. Internal correspondence, working papers,
informal staff studies, and reference files.
SSIC 3320

AIR DEFENSE RECORDS

1. PRIMARY PROGRAM RECORDS. Files related to the determining of
requirements, assessing the readiness and training, and planning
for the defense of us forces against hostile air attack. Records
are maintained by the DCNO (N8).

2. GENERAL CORRESPONDENCE FILES. Internal correspondence, working
papers, informal staff studies, and reference files.

SSIC 3330

SURFACE RECORDS

1. PRIMARY PROGRAM RECORDS. Files that concern planning, and
requirements for fleet readiness, moderization, and force levels
asssociated with the conduct of tactical warfare by surface force
units. Records are maintained by the DCNO (N8).

2. PROGRAM MANAGERS R&D CASE FILES FOR SHIP EQUIPMENT AND
SHIPMOUNTED ORDNANCE EQUIPMENT.

3. GENERAL CORRESPONDENCE FILES. Routine internal correspondence,
working papers, informal staff studies, and reference files.

Qfﬂ/%evn e T /ackc,e 204 ~3~70

Retire records under SSIC
3900.6 of this instruction.

Destroy when 3 years old.

PERMANENT. Retire to WNRC
when 3 years old. Transfer
to NARA when 25 years old.

Destroy when 3 years old.

PERMANENT . Retire to WNRC
when 4 years old. Transfer
to NARA when 25 years old.

Retire records under SSIC
3900.6 of this instruction.

Destroy when 3 years old.



SSIC 3340

AMPHIBIQUS RECORDS
1. AMPHIBIOUS BASES RECORDS

a neral rr onden Fil f th mmandin fficer

and of the Liaison and Logistic Qffice. Files related to the

overall function and execution of the mission and program.

b. General Correspondence Files of Departments, Division,s
and Offices of Amphibious Bases. Files related to their office

or division functions and essentially duplicated in the
commanding officer’s file covered in SSIC 3340, par. la. Files
include reports made to higher authority and not specifically
authorized elsewhere in this paragraph for other disposal.

c. Engineering and Repair QOfficer’s Records. Files

related to maintenance and repair work on vessels and crafts.

d. L f Incomin n in raf

e. Tug Files of the Operations Department. Files comprise

repair and other data relating to district tug craft assigned
to the base.

f. Boat Assignment Records. Files show issuance of boats

to major craft for shipboard operation use.

g. Authorization for Release of Boats from the Amphibious
Base

h. Status Cards. Cards or other similar records showing
status of boats under the cognizance of the amphibious base.

Engineerin nd R ir rv R r

I1II-3-71

Hetire eecords vnder sSic
Preansfer—to—WNRC—wher—4—ypoare—-
old.—offer—to—NARA—wiren—1-6~
#ears-old. Jece-SO.

Destroy when 2 years old.

Destroy when 4 years old.

ecckroy when Lyear old.
ARE S Sdseazaa

Return to tug when the tug
leaves base cognizance.

Destroy 6 months after boat is
returned.

Destroy when 1 year old.
Destroy when disposal action
on craft is completed or craft
leaves the amphibious base,

whichever is earlier.

Destroy when 1 year old.



j. Work and Job Order Files ,Ppg_}’y_ss‘}e_#?e_e_, oy when 3yearso/d

k. Availability Lists. Files show overhual schedules for Destroy when 1 year old.
craft and daily shop work records.

1. Shop Files. Files related to jobs assigned and Destroy when 2 years old.
completed and to the administration of the shop including job
jackets.

SSIC 3350-3359

‘ BMARINE MISSIONS RECORD

THE RECORDS IN THIS (3350-3359) SERIES RELATE TO SUBMARINE
MISSIONS RECORDS AND INCLUDE APPROACH AND ATTACK PROCEDURES,
TACTICAL WEAPONS EMPLOYMENT, SEARCH PROCEDURES, TRACKING
PROCEDURES, TACTICAL SECURITY, ACOUSTIC SENSOR EMPLOYMENT,
ELECTRONICS/OPTIC SENSOR, COORDINATION, AND SPECIAL OPERATIONS

RECORDS.
SSIC 3350
SUBMARINE MISSIONS RECORDS .
Retire

“* SUBMARINE PATROL REPORTS FORWARDED VIA THE CHAIN OF COMMAND Permanent.s Ao ol to WNRC
TO THE OFFICE OF THE CNO. when no . Offer-rruns/

to NARA when 20 years old.
& . GENERAL CORRESPONDENCE FILES. Files pertain to submarine Destroy when 2 years old.

missions and include copies of submarine patrols not covered in
SSIC 3350, par. 1.

—_— . ;)Z/mar p"cciram /chcrc{s, F o les rela +en -4_ recoireNe TS Per-mane,ﬂ“, gc ‘e fa

anrd ;Co.alnegg A SSTySn1cnF Lo S ripe 410 S SromnS Ol lulhiewn 4754.:‘5

/nclul;n7 O—//roackc&&J a theoc ke (frocedoresS, ractecel C.ue‘%ms ord ffau.sﬁe,.,é

erﬂ 7}”8;‘7_1 st.l‘CL rc(‘cdo/es‘ ’f—r‘g_cl<,,l7: ﬂo—éd Stite Sens 4)/7'2” )
Cmpleygmest, o d S,Occto./ G ferotions , o4 eslCy 20 Fears
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SSIC 3360-3369
ANTISUBMARINE RECORD
THE RECORDS IN THIS (3360-3369) SERIES RELATE TO ANTISUBMARINE

RECORDS AND INCLUDE SURFACE ASW, AIR ASW, SUBSURFACE ASW, AND
NON-ACOUSTIC RECORDS. o

SSIC 3360
ANTISUBMARINE RECORD
o PERMANEw T, Retire & wakC
1. PRIMARY PROGRAM FILES. Files document plans, policy and Apply—&&ﬁ&:%%&&.theu,‘7y¢¢L"5°’J
programs. ‘r‘wi‘. cher To ANARA wilhen 2SS Ytors
P) .
2. GENERAL CORRESPONDENCE AND RECORDS AND REPORTS. (ExTismie Destroy when 2 years old.
records—couvered-in SSIC 33680, —par. 1.
SSIC 3361

SURFACE ANTISUBMARINE WARFARE (ASW)

1. SURFACE ASW RECORDS AND FILES. Records and files -
documenting the development and direction of specific Surface
ASW related programs as coordinated by Deputy Chief of Naval

Operations (Naval Warfare) (speeifically the Director,—-A6W (V&)

. bivisteom)y; platform sponsors and by cognizant Systems Commands.
Pehmane..cr-. Re rre TetlunRe wike,

a. Primary Program R r AppEy—SSFE—3300- ¢ Ycars o 7. Trewst
o WV ARAWLE n 25y Carsolfal a
b. neral rr nden R r Destroy when 2 years o0ld or no

longer needed for reference,
whichever is earlier.

ITI1-3-73
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SSIC 3362

AIR ANTISUBMARINE WARFARE (ASW)

1. AIR ASW RECORDS AND FILES. Records and files documenting
the development and direction of specific Air ASW related
programs as coordinated by Deputy Chief of Naval Operations
(Naval Warfare) (SPeCifiea}%y—che_Di;ectar+_Asm,Dévéséea%r0029

platform sponsors and by cognizant Systems Commands. e o, (20T o w A £C
o hem dpy Carsold. Froans Fer 1D
a. Primary Program R r

‘ Apply-SSTIC-—=33480-. L4 LA when 25

L/ Cerr$ ol
b. neral rr nden R r Destroy when 2 years old or no

longer needed for reference,
whichever is earlier.

SUBSURFACE ANTISUBMARINE WARFARF (ASW)

1. SUBSURFACE ASW RECORDS AND FILES. Records and files
documenting the development and direction of specific
Subsurface ASW related programs as coordinated by Deputy Chief

of Naval Operations (Naval Warfare) (spaci@&ea;;y—ehe—eifeeee;,UVEQ
ASW-—Piwvision), platform sponsors and by cognizant Systems

Permecs @™
Commands. Retre focomnRC when AYears ord
a. Primary Program R rds

- YCarSosy

b. General Correspondence Records Destroy when 2 years old or no
longer needed for reference,

whichever is earlier.
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SSIC 3364

- JC ANTISUBMARINE W W
1. NON-ACOUSTIC ASW RECORDS AND FILES. Records and files
documenting the development and direction of specific Non-

acoustic ASW related programs as coordinated by Deputy Chief of

Naval Operations (Naval Warfare) (specifically the—Birecter—(ne)

ASW—Divigieny platform sponsors and by cognizant Systems
Commands.
Pr

a. Primar ram R r

b. eneral Corresponden R r

SSIC 3370

INE EA AND LAND) RECORD

(/

4’

rratary /q"aqr‘am /Qércrdsﬁ = fes re/a«"hnf

2. MINING OPERATIONS REPORTS COPIES. Files accumulated by the
operating forces or other actions relating to actual mining
operations or to potential implementation of a mining
operation. (Exclude fleet command and Navy Department copies
covered in SSIC 3100.)

é )";; Ul/‘f”h‘yn‘sl a.ﬂd
1/7¢ LU

& SSess ment g LReadness g THACTICnl glioa g ore

HARBOR DEFENSE RECORDS

1. GENERAL CORRESPONDENCE FILES. Files consist of external
communications related to warfare techniques.

2. INTERNAL CORRESPONDENCE FILES. Files related to routine
unit administration and general files.

ITII-3-75

Pc,'_mz(_,;;—t-r Re re o WRC
tWWhen 4y Car-Sor  Trecm S E~Fe

Appiy—66I6-3308+ L ARA ke 2 S
Year~S @ L/ -

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

Destroy when 2 years old or
after reports are duplicated in
files of higher authorities,
whichever is later.

Porameses - A%véfk"é londle
;;Azer:a¢ Cars S/ ,71;4-$X¢«
A 42 cuhe»v‘iersaqL,J 0 /lo

Destroy when 5 years old.

Destroy when 2 years old.


http:r-ra...rr
https://WeJLtt"'P'/ii.re

SSIC 3390
GUIDED MISSILE INSTALLATION DEFENSE RECORDS

1. ACTIVITIES COPIES OF GUIDED MISSILE REPORTS SUBMITTED TO Destroy when 1 year old.
CNO IN ACCORDANCE WITH OPNAV INSTRUCTION 3390.6A.

2. RECORDS, DRAWINGS, PLANS, TECHNICAL MANUALS, ORDNANCE
ALTERATIONS, FIELD CHANGES, MAINTENANCE RECORDS, ETC. Files
related to individual ship modifications, and improvements.

. a. m P liar R r h Fiel han RDALT Transfer with deinstalled
etc. equipments.
b. All her R r Destroy when superseded,

transferred to other control,
or equipment disposal/scrapping
is carried out.

SSIC 3400-3403
GENERAL NUCLEAR, BIQLOGICAL, AND CHEMICAL WARFARE RECQRDS

III-3-76



SSIC 3401

NUCLEAR RECOQORDS
TRANSKEr

1. PRIMARY PROGRAM RECORDS. Records implement the Permanent. Of€fer-to NARA when
“abwﬂresponsibilities of the Deputy CNO (DCNO) (Plans, Policy, and 20 years old.
Operations)s with regard to strategic and theater nuclear
" warfareé; planning and policy functions for SECNAV and CNO in

matters relating to strategic and theater nuclear warfare,

including nuclear-capable forces; development of concepts,

requirements, objectives and doctrines for nuclear weapons
. systems and authoritative planning guidance on such matters;

coordination of the development of planning within the

strategic and theater nuclear warfare task areas and warfare

task sponors for strategic nuclear forces; development of Navy

positions on all matters concerning strategic arms limitations

and other nuclear warfare related negotiations, including

strategic ASW; provisions for the analytic basis for the

appraisal of existing, programmed, and potential nuclear

weapons systems as to their effectiveness, capabilities,

employment, and application; and assessment, in cooperation

with other warfare and program sponsors, of the ability of

naval forces to fulfill missions in a nuclear war.

2. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE Destroy when no longer needed.

‘ SSIC 3402
BI AL RECORDS

2etir
1. RECORDS ADDRESS ADEQUACY OF ASSIGNED WARFARE PROGRAMS WITH Permanent. Tranefer to WNRC
REGARD TO ASSOCIATED BIOLOGICAL WARFARE REQUIREMENTS (CREATED when 4 years old. OGffer to . _
AT HEADQUARTERS LEVEL) NARA when 20 years old.”"%7%

2. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE Destroy when 3 years old.

III-3-77



SSIC 3403

CHEMICAL RECORDS Permanent. Transfer to WNRC
when 4 years old. Offer to
1. RECORDS ADDRESSING THE ADEQUACY OF ASSIGNED WARFARE NARA when 20 years old.

PROGRAMS WITH REGARD TO ASSOCIATED CHEMICAL WARFARE
REQUIREMENTS (CREATED AT HEADQUARTERS LEVELS) o

2. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE Destroy when 3 years old.

. I1C 341

HOLOGICAIL RECORD

1. PSYCHOLOGICAL OPERATIONS (PSYOP) SYSTEMS ACQUISITION

PRAMARN—BROGRAM RECORDS. Files document plans, policy,—and

operations originated by CNO, fleet commanders in chief, and a

commander of a systems command.

Lt re
a. Qriginals Bermarrent . Fewward to WNRC 3

years after the initial
operational concept (IOC).quhvj
Gffer—toNARA- when 28 years
old. 10

b. her ies Destroy when no longer needed.

2. PSYOP POLICY CORRESPONDENCE PRIMARY PROGRAM RECORDS. Files
document plans, policies, and operations originated by CNO,
fleet commanders in chief, and a commander of a systems
command.

a. QOriginals Permanent. Forward to WNRC 1
year after policy is
superseded. Offer to NARA when
20 years old.

ITI-3-78



b. Other copies

3. GENERAL CORRESPONDENCE FILES. Files related to the routine
administration of PSYOP matters.

I 42
AMQUFLAGE RECORD
'l' I 421
DIMQUT AND BLACKOUT RECQRD
SSI 4

ELECTRONIC WARFARE RECQRD

1. ELECTRONIC WARFARE RECORDS. Files document all matters
pertaining to plans, policies, programs, and training in the
area of electronic warfare originated by CNO.

a. Primary Program Records

IITI-3-79

Destroy when no longer needed.

Destroy when 1 year old.

Apply SSICs—30UNEMEEE 3490.

Apply SSICs SSiimmssst 3490.

Lot <
Permanent. Transfer to WNRC

when 5 years old or files
become inactive, whichever is

earlier. OFffer to NARA when 25
years old.7 e/sker

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



I 440-344

DI TER NTR RD

THE RECORDS IN THIS (3440-3449) SERIES RELATE TO NAVY DISASTER
CONTROL MATTERS. SPECIFICALLY, THEY ADDRESS NUCLEAR,
BIOLOGICAL, AND CHEMICAL DISASTER PREPARDNESS PLANNING AND
PROCEDURES AS THEY PERTAIN TO BOTH THE CIVIL AND MILITARY
COMMUNITIES IN PEACETIME OR WARFARE ENVIRONMENTS.
THE RECORDS CONTAIN INFORMATION REGARDING PLANNING AND
iOCEDURAL FUNCTIONS AND INTERFACE WITH OTHER SERVICES AND

ENCIES OF THE FEDERAL GOVERNMENT THAT ARE ESSENTIAL IN

OVIDING MILITARY ASSISTANCE TO LOCAL OR STATE GOVERNMENTS IN
THEIR RESPONSE TO A NATURAL DISASTER CAUSED BY AN ACT OF GOD
(I.E., EARTHQUAKE, FLOOD, ETC.)

I 44

DI TER TRQL RECORD

1. PRIMARY PROGRAM RECORDS

a. CNO Files. Files document the establishment,
development, and implementation of policies, plans, and
ograms for Navy disaster prepardness. & xc/ode mergenc
P 42'4,44/.‘( rccc.-rd)s, reYs red ./B/égr’ 5 s/c ‘7:0255[‘,”/. £ 7 1
b. Di r Pr redn rgani ion_and Activi Files.
Ales document the origanizational establishment, history and
e development of plans, special programs, studies, or
projects that deal with disaster preparedeness.

2. GENERAL CORRESPONDENCE FILES. Files of disaster prepared-
ness functions involving nuclear materials or biological or
chemical substances and natural disasters. (Exclude records
covered in SSIC 3440, par. 1.)

3. DISASTER PREPAREDNESS (NUCLEAR, BIOLOGICAL, CHEMICAL, AND
ACT OF GOD) INSTRUCTIONS

III-3-80

IN ADDITION,

Permanent. Transfer to WNRC
when 4 years old. Offer to
NARA when 20 years old.
&tire
Botmanent. Treamsder to FRC
when 4 years old. O&fesmte Dcshroy

Nidle=when @ years old.
/0

Destroy when 2 years old.

Des‘f*FC?? when Cau e (fe J e g W
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a~c—Master=0opy Rermament—O0£fer to-NARAwhen

20—y ea rs—edd,
br—All Othostonbas Pestrey—whem Cancetied;
superseded;—or—Ro—longer—needed-
for referermree—r
4. DISASTER PREPAREDNESS ASSISTANCE REPORTS, CLAIMS AND Regmament-, W saled VLN
EXPENDITURE REPORTS. Copies of reports forwarded to CNO and whem=d years old. Offer—se-
not covered elsewhere in this chapter. NARR—wirem—20—pears—cld.
I SS1 4
I "N R RE
Re*hr-e
1. POLICY FILES. Files designed to discharge planning and Permanent. Premefexs to FRC
coordinating responsibilities for the control of merchant when 4 years old. Séfe{\Fo
shipping, including the review of plans for the U.S. Naval NARA when 25 years old. rronskee
Control of Shipping Organization and the maintenance of publi-
cations pertaining to naval control of shipping. (See also
SSIC 3170.)
2. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE Destroy when 2 years old.
I 460-34

‘PT RED PERSONNEL, MATERIAL, AND D MENTS RE

THE RECORDS IN THIS (3460-3469) SERIES RELATE TO CAPTURED
PERSONNEL, MATERIAL, AND DOCUMENTS RECORDS AND INCLUDES
PRISONERS OF WAR AND DEFECTORS RECORDS.

ITI-3-81



88IC 3460

CAPTURED PERSONNEL, MATERIAL, AND DOCUMENTS RECORDS

1. CAPTURED DOCUMENTS. Documents captured or confiscated during
periods of armed conflict. Included are records of foreign
governments, military, or private institutions.

2. RECORDS OF CAPTURED MATERIAL. Case files relating to military
weapons, strategic supplies, or any other items of value captured
from the enemy during periods of armed conflict. Files contain a
complete description of the property seized or captured, reports
of operations or engagements attendant to the capture, photographs
of the captured property, reports of technical analysis and/or
intelligence exploitation of the material, and documentation of the
ultimate disposition of the captured material.

3. PRISONER OF WAR (PW) AND CIVILIAN INTERNEE (CI)/DETAINEE
RECORDS. Includes records relating to enemy military personnel and
civilians captured or interned by, or in the custody of US Forces.

a. Administration of Navy and Marine Corps Detention
Facilities Files. Records include Departmental policy directives,

command implementing instructions, facility routine, rules of
conduct for detainees, and similar records.

b. PW/CI Roster Lists and Strength Records. Roster 1lists

identifying PW’s and CI’'s assigned and attached to Navy or Marine
Corps detention facilities and documentation concerning personnel
gains or losses to population.

c. PW/CI Detention Facility Logs. A watch to watch

chronological account of significant events of the facility.
Included are PW/CI complaints, incidents, deaths, injuries,
investigations and final action taken on PW/CI complaints,

Poge 11t~ 3-8 1A

PERMANENT. Transfer to
NARA after intelligence
evaluation or 25 years after

cessation ofg4gps?ilities,
whichever is . Ewelsde

Materials rederscd reo g aator
bg [a)% W » T AvThertHy.
PERMANENT. Transfer to NARA

5 years after final
disposition of property or
when 20 years old, whichever

S A%

Retire to nearest FRC when
facility disestablished.
Destroy when 30 years old.

PERMANENT. Retire to WNRC
when facility is
disestablished. Transfer to
NARA when 20 years old.

PERMANENT. Retire to WNRC
when facility is
disestablished. Transfer to
NARA when 20 years old.


http:c..J..de

inspection visits, escapes, and attempted escapes.

d. Individual PW/CI Jackets., Individual personnel jackets

maintained by detaining authority on enemy PW’s and CI’s. Record
includes questionnaires, correspondence, clinical records, records
of impounded personal effects and currency, and reports of injury,
escape, apprehension, death, and punishments.

88IC 3461

PRISONERS OF WAR (POW) RECORDS

1. INDIVIDUAL U.S. PRISONER OF WAR JACKETS. File includes reports
of capture and interment received from foreign power; reports of
injury, death, escape, apprehension, and location; official change
of status reports, e.g. from MIA to POW; intelligence reports; and
inspection reports received from the International Committee of the
Red Cross or other neutral agency.

2. STATUS INQUIRY FILES. Letters and other forms of communications
requesting information on the status of U.S. POW’s and MIA’s
received from next of kin, Government agencies, Protecting Powers,
and the International Committee of the Red Cross.

3. POW/MIA INTELLIGENCE FILES. Reports and other documents
relating to or containing information about personnel designated
as Missing In Action or recovered from hostile control. Included
are intelligence and counterintelligence debriefings.

88IC 3470
COLD WEATHER RECORDS
1. SPECIAL EQUIPMENT OPERATING PROCEDURES FOR USE IN ARCTIC/COLD
WEATHER OPERATING AREAS. Records consist of Navy and Manufacturers

manuals, field change kits, bulletins, cold weather alert notices,
and similar material.

f047¢:17/"3"431<b

Retire to WNRC when
detention facility is
disestablished. Destroy

when 50 years old.

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 30 years old.

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 30 years old.

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 30 years old.

Destroy when cancelled or
superseded.



2. PROTECTIVE CLOTHING RECORDS. Logs, ledgers, receipts, and Destroy when 1 year old.
similar records relating to the issue of foul weather or wet
weather protective clothing to shipboard personnel.

Page /- 3 =81 &



88IC 3480

COMBAT AND ACTIOﬁ REPORTS RECORDS

1. NAVY UNITS COMBAT AND ACTION REPORTS. Narrative accounts and
other files accumulated by operating forces or other activities
relating to actual combat or alerts or to potential combat-type
situations.

a. Original Combat and Action Reports and _supporting

documentation.

b. original Combat and Action Reports and supporting
documentation maintained by the Director of Naval History.

c. Final Combat and Action Report maintained by Fleet
commanders.

2. MARINE CORPS ACTION/AFTER ACTION/COMBAT AFTER ACTION REPORTS.
Reports prepared by Marine Corps organizations and others at the
direction of higher authority and which enumerate events,
participants, casualties, and other specified data concerning a
particular combat operation.

3. MARINE CORPS UNITS COMMAND CHRONOLOGIES. Activity reports
submitted by regular and reserve units that document the
administrative and operational experiences of the activity on a
continuing basis. Included are missions and tasks assigned, status
of readiness of the command, its goals, accomplishments,
significant programs, and similar records.

Replacemen? f117¢'//7'33’132.

Transfer to the Director of
Naval History (@®-09BH) upon
completion of ‘411 required
operational reports.

PERMANENT. NHC transfer to
NARA when 50 years old.

Incorporate into Flag Files
and retire as a Permanent
record under SSIC 3100.1 of
this instruction.

PERMANENT. Transfer to CMC
(HD) when 1 year old. CMC
(HD) transfer to NARA when
30 years old.



a. Originating Unit.

b. Command Chronologies in the custody of the_ Director of
Marine Corps Histories and Museums,

4. MARINE CORPS SPECIAL REPORTS. Reports documenting missions of
mercy, Marine Corps participation in state ceremonies, unusual
employment of Marines, and unusual incidents during major
operations.

5. WAR DIARIES. Special narrative accounts prepared at the
direction of Fleet Commanders by Navy afloat units engaged in
prolonged periods of combat operations. War Diaries are narrative
accounts in chronological order of the unit’s day to day operations
including major changes in disposition of the unit and important
changes in formation and composition of the unit and the purpose
of these changes together with enemy contacts and brief mention
of operations of other units as they contribute to a clear account
of those of the reporting unit. Information contained in Combat
and Action Reports should be incorporated by reference. Include
summary of significant command changes and administrative
developments as well as reporting ordnance expended in action, in
training, or by destruction.

/-)a-7e /7/-3~B2

Forward to the Director of
Marine Corps History and
Museums - CMC (HD) in
accordance with the current
edition of MCO P5750.1.

PERMANENT. CMC (HD) transfer
to NARA when 20 years old.
Significant entries may be
copied for inclusion in the
Marine corps Command
Historical Summary File
(SSIC 5757.2 of this
instruction).

PERMANENT. Forward to the
Director of Marine Corps
History and Museums CMC (HD)
when 1 year old. CMC (HD)
transfer to NARA when 30
Years old.

PERMANENT. Forward via
Fleet Commander to Director
of Naval History (-% 09BH) .
OP-N09BH transfer Vto NARA
when 50 years old.



6. ORIGINATOR AND INFORMATION COPIES OF WARFARE REPORTS. Reports
submitted to higher authority as prescribed in Chapter 1 of NWIP

10-1.

7. MARINE CORPS PEACETIME EXERCISE REPORTS. Records consists of
final reports, and documents used in planning, conducting, and
evaluating major Marine Corps peacetime exercises.

[Ju,c//z—3-92b

Destroy when 2 years old.

Forward to Director of
Marine Corps History and
Museuns. CMC (HD) destroy
when no longer required.



88IC 3490

COVER AND DECEPTION RECORDS

1.DECEPTION POLICY AND OPERATIONS DIRECTIVES AND PLANS

a. Directives and Plans issued by Third Echelon and above
Operating Force Commands.

b. Directives and Plans issued by Fourth Echelon and

subordinate Commands.

2. DECEPTION TACTICAL DEVELOPMENT AND EVALUATION. Records consist
of studies, reports, risk and threat analysis documents, and pilot
project evaluations.

3. UNIT AND PERSONNEL TRAINING FOR TACTICAL DECEPTION. Records
consist of training curricula, texts, and lesson plans originated
by CNO, Fleet Commanders, and CNET as Well as individual training
records for tactical deception techniques.

4. GENERAL CORRESPONDENCE FILES. Files relating to the routine
administration of deception matters.

PERMANENT.
forward one copy to CNO (
O8#) under tight control
(TICON) procedures when
superseded, cancelled, or no
longer required.
will retain on board and
transfer to NARA when 50
years old.

Originator

Retain on Board, destroy
when cancelled, superseded
or no longer required.

Retire to WNRC 2 years after
tactics and techniques are
incorporated into Naval
Warfare Publications.
Destroy when 10 years old.
Destroy &3 yearsS after
training is completed.

Destroy when 2 years old.

lQefw2L¢¢h01=n7‘ fazﬂ7¢: /-3 —R3

opt/6)

OP—094 V&



SSIC 3500-3613

TRAINING AND READINESS RECORDS

SSIC 3500

GENERAL TRAINING AND READINESS RECORDS

1. EXERCISE AND WAR GAMES REPORTS. Operations orders, Letters of
instructions, post exercise analysis, interim and final reports.

a. Records of Fleet Level Exercises and War Games maintained
by the Fleet Tactical Library (NAVTACSUPPACT)

b. Fleet Level exercise records maintained by all other
activities.

c. Records of exercises scheduled by commands subordinate to
the Fleet Command level.

(1) Records used in support of the Fleet Tactical
Development and Evaluation (TAC D&E) Program

(2) All other copies of exercise records.

2. AIR RESERVE READINESS REPORTS. Reports show units, state of
readiness, personnel strength, qualifications, and aircraft data.

a. Summary Physical Readiness Reports. Summary Report
prepared by the Commanding Officer Naval Air Reserve Force.

b. Feeder reports from units and activity copies of reports.

RePLRcEMNenT Poge /7 2-8<2

Permanent. Retire to WNRC
when 12 years old. Transfer
to NARA when 20 years old.

Destroy when no longer
required.

Destroy when approved
doctrine publication is
issued.

Destroy 1 year after

completion of exercise.

Permanent. Retire to FRC
Fort Worth when 2 years old.
Transfer to NARA when 20
years old.

Destroy when 1 year old.



SSIC 3501

OPERATIONAL READINESS AND CAPABILITIES RECORDS.

1. GENERAL CORRESPONDENCE FILES. Reports, correspondence, studies, Destroy when 2 years old.
and similar records concerning the operational readiness and
capabilities of combat, combat support, and combat service support

. units of the Navy.

2. OPERATIONAL READINESS INSPECTIONS (ORI) RECORDS. Final Reports Destroy when 3 years old.
of Operational Readiness Inspections.
SSIC 3502

TRAINING PLANS AND REQUIREMENTS RECORDS

1. COMMAND TRAINING PLANS. Individual command's training records, Destroy when 2 years old.
include schedules, results of practice exercises, and reports
identifying weaknesses.

SSIC 3503
‘ JNAVY STATUS OF FORCES/CONSOLIDATED HISTORY FILE System tracks the Permanent. Transfer
employment and movements of Naval Units and changes of material and annually to NARA when 5
operational readiness status. The system includes employment years old.

schedules provided by the operational commanders, movement reports
(MOVREPS) of vessels and other Naval Units, Casualty Reports
(CASREPS), essential data on port visits, and changes to the
conditions of readiness under which the units operate. The system
is maintained by the Navy Command Center (N311).

/a.p/a,c'ech/)‘r‘ g e 1-3-85



2.Input data tapes and paper records.

3. On-line Master File.

4. Systems documentation to include description of data elements,

file layout,

code books,

and operators and users manuals.

,Pq,ﬂ/a.ceme‘ﬁ' /ﬂa?e 73 -8Sa

Retain on board. Destroy
when no longer required and
after transactions have been
recorded and verified on
Consolidated History File.

Retain on board. Destroy
after third systems back up.

Permanent. Transfer full

documentation with first
transfer of Consolidated
History file to NARA.
Transfer any updates to
documentation with
subsequent transfers of the
Consolidated History File.



SSIC 3504

OPERATIONAL REPORTING RECORDS

1. UNIT COPIES OF OPERATIONAL REPORTS. Unit copies of OP-Reps and
SITREPS.

SSIC 3505

SEAMANSHIP RECORDS

1. SEAMANSHIP QUALIFICATIONS RECORDS. Train syllabus, practical
and written test, and similar training records for individual
qualifications relating to seamanship. Qualifications may include
coxswain, assault boat coxswain, deck watch standers, and similar.
Exclude letters of qualification filed in individual's service
record.

2. OFFICER OF THE DECK QUALIFICATIONS RECORDS. Training materials,
written and practical examinations, evaluations of indoctrination
watches, and similar records leading to qualification. Exclude
letter of qualification as Officer of the Deck Underway filed in
service record and Official Personnel File.

SSIC 3510

TACTICAL DOCTRINE RECORDS

1. NAVY LESSONS LEARNED. Fleet Tactical Development and Evaluation
Program (TAC D&E) publications of lesson learned from exercises or
actual combat and operating experiences.

a. Copy maintained by the Fleet Tactical Library
(NAVTACSUPACT)

pep/a.c'p,'nrnT Pa_c/g 177~ 3“86

Destroy when 6 months old.

Destroy when 3 years old.

Destroy when 3 years old.

Permanent. Retire to WNRC
when 12 years old. Transfer
to NARA when 20 years old.



b. Distributed copies of Navy Lessons Learned.

2. TACTICAL MEMORANDA (TACMEMOS) AND TACTICAL NOTICES (TACNOTES) .
Formal issuances of the Navy TAC D&E Program that relate to
informal testing of tactics or minor variations in tactics not
incorporated into an NWP.

a. Copy maintained by the Fleet Tactical Library.

b. Distributed copies.

3. OPERATIONAL TACTICS GUIDES (OTGs). Tactical Doctrine developed
by Commander Operational Test and Evaluation Force (COMOPTEVFOR)
during operational testing.

a. Master copy maintained by COMOPTEVFOR

B. Copy maintained by Fleet Tactical Library

c. Distribution copies.

SSIC 3511

NAVAL WARFARE PUBLICATIONS RECORDS

1. NAVAL WARFARE PUBLICATIONS (NWPs/NWIPs). Warfare publications
containing ready reference to current tactics, doctrine, and
procedures. Exclude NWP 55 series.

0l -3 -6

Destroy when cancelled,
superseded, or when 10 years
old. Whichever is sooner.

Destroy when 12 years old.

Destroy when cancelled or
superseded.

Permanent. Retire to WNRC
when 5 years old. Transfer
to NARA when 20 years old.

Destroy when 12 years old.
Destroy when cancelled,

superseded, or no longer
required.



a. Source File copy. Master copy of NWP's except NWP 55 series

b. Copy maintained by the Direcor of Naval History on special
distribution

c. Copy maintained in Fleet Tactical Library.

d. distribution copies.

e. Reproducible copies. Original artwork, charts, graphics,
negatives, and other printed material.

2. BACKGROUND MATERIAL. Paper records used in the preparation,
development, review, usage, and distribution of NWPs. Include
copies of letters of promulgation, printing instructions, agenda
correspondence, status reports, cost estimates, and similar
records.

SSIC 3512

ALLIED TACTICAL PUBLICATIONS RECORDS

1. ALLIED TACTICAL PUBLICATIONS (ATPs) Tactical doctrine
publications containing procedures and/or experimental tactics used
by NATO forces in joint maneuvers and operations. Publications
consist of manuals, training and recognition material, instruction
books, pamphlets, and technical manuals relating to NATO tactics.

1=-3-86 0

Permanent. Retire to WNRC
when 4 years old. Transfer
to NARA when 30 years old.

Destroy when no longer
required for historical
program use.

Destroy when 12 years old.

Destroy when cancelled or
superseded.

Destroy when publication has
been superseded, declared
obsolete, or when no longer
needed for further
reproduction, whichever is
later.

Destroy when publication has
been printed and
distributed.



a. Source File copy. Master copy of ATP's

b. Copy maintained by the Director of Naval History on special

distribution

c. Copy maintained in Fleet Tactical Library.

d. distribution copies.

e. Reproducible copies. Original artwork, charts, graphics,
negatives, and other printed material.

2. BACKGROUND MATERIAL. Paper records used in the preparation,
development, review, usage, and distribution of ATPs. Include
copies of letters of promulgation, printing instructions, agenda
correspondence, status reports, cost estimates, and similar
records.

SSIC 3514
INTER TYPE TAC D&E RECORDS.

1. SOURCE MATERIAL. Reports, exercise evaluations and other
records used in the development of Battle Group level tactics.
Tactics deal with the employment of multiple ships of diverse
types together with submarines, aircraft and other assets.
Records are accumulated by Fleet Commanders in Chief.

[/ "3-856 C

Permanent. Retire to WNRC
when 4 years old. Transfer
to NARA when 30 years old.

Destroy when no longer
required for historical
program use.

Destroy when 12 years old.

Destroy when cancelled or
superseded.

Destroy when publication has
been superseded, declared
obsolete, or when no longer
needed for further
reproduction, whichever is
later.

Destroy when publication has

been printed and
distributed.

Destroy when 2 years old.



SSIC 3515

SUBMARINE WARFARE TAC D&E RECORDS

1. SOURCE MATERIAL. Reports, tests and evaluations, and other
records used in the development of individual submarines procedures
for optimum employment of personnel, equipment, and systems to
provide an effective fighting unit. Records are accumulated by
COMOPTEVFOR, Naval Doctrine Command, and Fleet CINCS.

SSIC 3516

SURFACE WARFARE TAC D&E RECORDS

1. SOURCE MATERIAL. Reports, tests and evaluations, and other
records used in the development of individual surface ship
procedures for optimum employment of personnel, equipment, and
systems to provide an effective fighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine Command, and Fleet
CINCS.

5
SSIC 3#17

AIR WARFARE TAC D&E RECORDS.

1. SOURCE MATERIAL. Reports, tests and evaluations, and other
records used in the development of individual aircraft procedures
for optimum employment of personnel, equipment, and systems to
provide an effective fighting unit. Records are accumulated by
COMOPTEVFOR, Naval Doctrine Command, and Fleet CINCS.

2. AIR WARFARE PUBLICATIONS. Aircraft tactical publications (NWP
55 series), Naval Air Training and Operating Procedures
Standardization Program (NATOPS), NAVAIRSYSCOM Manuals and TAC

14-3 - b

Destroy when 2 years old.

Destroy when 2 years old.

Destroy when 2 years old.



AIDS.
a. Source File copy. Master copy of Air Warfare Publications.

b. Copy maintained by the Director of Naval History on

special distribution.

c. Copy maintained in Fleet Tactical Library.

d. distribution copies.

e. Reproducible copies. Original artwork, charts, graphics,
negatives, and other printed material.

2. BACKGROUND MATERIAL. Paper records used in the preparation,
development, review, usage, and distribution of NWPs. Include
copies of letters of promulgation, printing instructions, agenda
correspondence, status reports, cost estimates, and similar
records.

(1 -3-obe

Permanent. Retire to WNRC
when 4 years old. Transfer
to NARA when 30 years old.

Destroy when no
required for
program use.

longer
historical

Destroy when 12 years old.

Destroy when cancelled or
superseded.

Destroy when publication has
been superseded, declared
obsolete, or when no longer
needed for further
reproduction, whichever 1is
later.

Destroy when publication has
been printed and
distributed.



— SSIC 3516

JREACE WARFARE TAC D&F RECQORD

1. MESSAGES AND CORRESPONDENCE RELEVANT TO THE CONDYCT OF THE Destrey When 2 years old.

NAVY TACTICAL DEVELOPMENT AND EVALUATION PROGRAMY

SSIC 3517
ATR WARFARE TAC D&E R QRD
. MESSAGES AND CORRESPONDENCE RELEVANT TO™®HE CONDUCT OF THE Destroy wh 1as
NAVY TACTICAL DEVELOPMENT AND EVALUATION PROGRAM: (Exclude -
actual resutts of the program which are controlled by™a
separatg~system.)

SSIC 351
EXERCISE DATA LLECT RECORD
1. MESSAGES AND CORRESPONDENCE RELEVANT TO COLLECTION OF Transfer to WNRC when 4 years
EXERCISE DATA AND ITS RECONSTRUCTION AND ANALYSIS. (Exelude old. Destroy when 1® years

old.

g N JCF Transfer to WNRC when 4 years
AND LS -RECONSTRUCTION AND ANALYSTo— stude old. Destroy when ## years
rd—an - hieh-are—eontrotted-by—a—separate old. /0

;yeeewn)

].EN"'C‘.SC' Socource d°_+a/ do:f:ou Co//cc,‘/-ro.,‘_ ,SL,_cc"TS’ S'UIMMa./‘v
SheeTS | cmp /oc/_S and Similar Cuercdse /‘C/WT.S
VUSed 7 FeconSHroctt an S d Z p7 /L,Srs.

II1I-3-87



1. FLEET AIRBORNE ELECTRONICS TRAINING UNITS RECORDS

a. neral r i Fil

(1) Files related to the execution and accomplishment
of the activity’s mission and programs.

Qm (2) Files related to the routine internal operation and
inistration of the unit.

b. Qfficer Flight Training Folders. Folders consist of

examination sheets, flight check sheets, and other papers used
in qualifying pilots+sn “+%e uSe z Spec4a.lré¢-=v' e /ecfrom o
zﬁ_.,n,omeu:&.

IC 21
RADAR RECORD
SSIC 3522

SONAR RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO SUBMARINE SONAR ANB~
« T 2AIMNING and Pewdincss

III-3-88

Destroy when 5 years old.
Destroy when 2 years old.

Destroy 3 months after
information is furniehed—to—the
Navel—Mititary—Perscnnel
Lommand—eor—Headgquarters—Marine
Ceorps—and—resuttse—are recorded
in officer jackets
(qualification or other) and in
pilot log books.

Revire PocerdS /Ader 55/ 38520
A

Destroy when 2 years old.



ICATIONS RECORD

SSIC 3523

1. GENERAL CORRESPONDENCE RELATED TO TRAINING AND READINESS.

T

SSIC 3530

GENERAL CORRESPONDENCE FILES RELATED TO TRAINING AND

ADINESS.

a. h
Records.

re-B nd H r

b. Active Ships Lccerds

Activiti

AIDS TO NAVIGATION RECORDS

‘. GENERAL CORRESPONDENCE, INSTRUCTIONS, AND RELATED RECORDS
AT HEADQUARTERS ACTIVITIES.

2. CHARTS
MARINERS,
SQUADRONS,

, OCEANOGRAPHIC OFFICE PUBLICATIONS,

ETC., AT SHORE ACTIVITIES,
AND OPERATIONAL STAFFS.

SSIC 3531

ON BOARD SHIPS,

ITI-3-89

NOTICES TO

AIRCRAFT

Destroy when 2 years old.

DesTrreg wWhe M
Permanent~

when @ years old. &ffer=to
NABRA—wWhen—20 Yot —Gd-d-

Destroy when 2 years old.

old-—DPestroy when—7yesrs—old

Transfer to FRC when 2 years
old. Destroy when 6 years old.

Destroy when obsolete,
superseded, or no longer needed
for reference.



SSIC 3540

ENGINEERING RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO TRAINING AND READINESS Destroy when 3 years old.
OF ENGINEERING. (See—ateso—385IC-3500

SSIC 3541
E ROL RE
o e,
 RECORDS CREATED AT HEADQUARTERS LEVEL DIRECTING THE OVERALL &%MM’“"
NAVY EFFORT IN SHIP DAMAGE CONTROL READINESS. when—4 vears—etd—Offer—to-

MNARA—when25-years——oddy

2. GENERAL CORRESPONDENCE PERTAINING TO TRAINING AND READINESS Destroy when 3 years old.
OF DAMAGE CONTROL.

SSIC 3550

TRAINING RANGE

1. RECORDS RELATING TO THE DESIGN, DEVELOPMENT, TEST AND Destroy when 2 years old.
EVALUATION, PRODUCTION AND SUPPORT OF NAVY RANGE INSTRU-
MENTATION SYSTEMS.

' SSIC 3551

TRAINING RANGE INSTRUMENTATION

1. CORRESPONDENCE, REPORTS, AND MESSAGES USED TO SUPPORT FLEET Destroy when 2 years old.
READINESS AND TEST AND EVALUATION RANGES.

III-3-90



SSIC 3560

MBAT INFORMATI ENTER L

1. COMBAT INFORMATION CENTER LOGS.
Sa— — 9 ’ 0 “
2. Deay Qc—cm,n(7 7 rewces CDZ,,) fors /aseLITnc I/c'rq “acs

RECOGNITION AND VISUAL IDENTIFICATION RECORD

. GENERAL CORRESPONDENCE PERTAINING TO TRAINING AND READINESS
' RECOGNITION AND VISUAL IDENTIFICATION.

SSIC 3570
RDNAN AN ER

1. ORDNANCE DISPOSAL TRAINING; GENERAL CORRESPONDENCE,
MESSAGES, ETC.

a. H r i

b. Fiel n rational Activiti

ORDNANCE DISPOSAL TRAINING RECORDS, LOGS, ETC., AT
PERATIONAL ACTIVITIES.

3. GUNNERY TRAINING GENERAL CORRESPONDENCE, MESSAGES, ETC.

a. H uarters Activities. and F1 n mman ff

b. On Board Ships and Other QOperational Activities

III-3-91

Destroy when 3 years old.
D € strog clics FrailtS ok,

Destroy when 3 years old.

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

3
Destroy when 8 years old.

Destroy when 3 years old.

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

Destroy when% years old.



4. GUNNERY TRAINING; LOGS, RECORDS, ETC., ON BOARD SHIPS AND Destroy when 3 years old.
OTHER OPERATIONAL ACTIVITIES.

RDNANCE HANDILING AND DI AL RECORD

MESSAGES, RECORDS AND CORRESPONDENCE RELATED TO THE OPERATION Destroy when 3 years old.
AND ADMINISTRATION OF ACTIVITIES WHO RECEIVE, STORE, SEGREGATE,
iSSUE AND DISPOSE OF ORDNANCE AND AMMUNITION ITEMS.

I 72
3% 20
MBING RE hn Training ad Brervic e Speretrens Apply SSIC -3956~

SSIC 3573

LANDING PARTY AND INFANTRY RECORD

1. GENERAL CORRESPONDENCE FILES RELATING TO TRAINING AND Destroy when 2 years old.
READINESS OF LANDING PARTIES AND INFANTRY.

SSIC 74

"IMALL ARMS RECORD

1. GENERAL RECORDS RELATING TO THE JOINT SERVICE SMALL ARMS Destroy when 3 years old.
PROGRAM (JSSAP) .

2. FILES RELATING TO THE ROUTINE INTERNAL OPERATION AND Destroy when 2 years old.

ADMINISTRATION OF THE UNIT. ZacerdS awd rc/o‘,.»-l-s relefing to

MorkKsnawshifP Frainiag aud readine ss wlf‘(c/r\JquJuo./

Suvnatliorms G Juclude Cop,es Z acsord S made & sndipidoals.
n

Exeluvde coPies w '
Pi’_.so"n°e/ <, eﬂ.-wa ./el aoiued a.ls O)‘A{clullﬁ\f‘ Hhtf

3. PPA<TIcE RD TiES7TrauG RECORDS, LRecord.s tnclode reoryanq - O st , y
-2 estr oIl T .
1 BeFtione | refo-ts, ri Fle au.d pistel ling I§£e3‘32$ J 77 =n (g Ter of
Sc,.,-,.‘_? 8 heets , ¢ G
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SSIC 3590

MPETITION AND AWARD

1. RECORDS, INCLUDING REPORTS, RELATING TO TRAINING AND
READINESS COMPETITIONS AND AWARDS. Files include copies of
awards made to individuals. (Exclude copies filed in
individual’s service records.)

SSIC 3591
&KSMANSHIP RECORDS

1. MARKSMANSHIP PRACTICE AND TESTING RECORDS. Files include
organizational reports and rifle, pistol line, and pit score
sheets.

SSIC 3593

WEAPQONS RECORD

SSIC 3600
IDED MISSILE ENERATL) RECORD

. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE.

1 3
SSIC 3610-36%8

ELECTRONIC WARFARE RECQRD

THE RECORDS IN THIS (3610-3619) SERIES RELATE TO ELECTRONIC
WARFARE RECORDS AND INCLUDE ELECTRONIC SURVEILLANCE MEASURES
(ESM), ELECTRONIC COUNTERMEASURES (ECM), AND ELECTRONIC
COUNTER/COUNTERMEASURES (ECCM) RECORDS.

ITI-3-93

Destroy when 2 years old.

Destroy when 1 year old.

Apply SSIC 3590.

Destroy when 3 years old.



SSIC 3610

ELECTRONIC WARFARE RECORDS

. 2("{—.r-c (WiLY
1. PRIMARY PROGRAM FILES. Files document the development and Permanent. Twenefsxr to PRC
direction of electronic warfare policy and programs as when 5 years old. Qéfe{\fgu
established by the Deputy-Ghief—ef Naval QOperations (Nawa NARA when 25 years old ran sk

1
Wa;£aﬁe+, §D901F1pa]1v fhe_Dlrecto:4‘Electron1c WarfareOoéQ,cgpace
C g03 =
Waf@a;e—D*vtet0ﬁ—aHé—am0W&AH%}%Q&H#%WN—SPODSO¥3+ and prov1de
assistance in the evaluation of the effectiveness and adequacy
‘of planned electronic warfare capabilities relative to warfare
tasks and specialties.

and

2. GENERAL CORRESPONDENCE OF A ROUTINE INTERNAL NATURE. Destroy when 5 years old.

SSIC 3611
ELECTRONT URVEILLANCE MEASURE ESM

1. ESM RECORDS AND FILES. Records and Files document the
direction and development of specific ESM related programs as
coordinated by

Deputy-Chigét~of-Naval—Operations—tNaveal
Warfaxre), specificaldd the Directorg Electronlc WarfareQUb)

“I} K- Fire lWogc
a. Primary Program Records Permanent. 7Pransfer to BES
when 5 years old. to
NARA when 25 years gfgéz;—=77znsfhf
b. General Correspondence Records Destroy when 3 years o0ld or no

longer needed for reference,
whichever is earlier.

III-3-94



SSIC 3612

ELECTRONT OUNTERMEASURE ECM

1. ECM RECORDS AND FILES. Records and files document the
development and direction of specific ECM related programs as
coordinated by Beputy-Chief-eofNaval-Operations—(Nauval
Waxﬁg;glxzspesiéigallx,the Dlrector Electronlc Warfare( YED

----- 3 (=) ‘EDL-S}Q»cqg cand
Wa;£a;e_D&v*s&ea—and—platiazm_spnaaess and Systems Commands
.lanaglng the systems.
. e re wuc
a. Primary Program Records Permanent. Irenefgxr to BRE

when 5 years old. Qffer to
NARA when 25 years old. -

b. neral Corr nden R r Destroy when 3 years old or no
longer needed for reference,
whichever is edarlier.

SSIC 3613

ELECTRONT NTER NTERMEASURE ECCM

1. ECCM RECORDS AND FILES. Records and files document the
development and direction of specific ECCM related programs as
‘oordlnated by Deput—y\cm.e-f——eaﬁ—mava%epefa—‘e—l—eﬁs—ma#al

the Dlrector&wmﬂanfa%
2. c pre B0 - and rec C‘-\'-d

C- tre W ol e
a. Primary Program Records Permanent. Tsa@sfer to ERe

when 5 years old. O$ffer to
NARA when 25 years old.

nSre,

III-3-95



Destroy when 3 years old or no
longer needed for reference,

whichever is earlier.

IC 3700-3799

FLIGHT/AIR SPACE RE
SSI 7

!ENERAL FLIGHT/AIR SPACE RECORDS
and Fooo. ba
GENERAL-GCORRESPONDENCE—HFTFEES OF NAVAL AIR STATIONS,nMCASS, Re 1 re recods vnder 55/ 0
g VO /n.s"lr‘uc‘}"cm.

Prlmart’ P/‘Gq ram Receqrds
. o F
cerds VnderssSic 3amo.b. b

1.
7
‘I"(Mslm 12e f-lf‘c
‘O s sns ¥vock,

2. General Cé,,-csf’mden.cq—- ./;/c_s OAval Ar S
S~ Shore=Based Activi®d0S adlparine Corps Airm Stutioms ;
Air Statieng (UﬂﬂS) F-.I/el U”E de"; 535; IECB 3000.7 z Hea /4 S,
=) _ : aﬂj‘fcyw/w 2gr.,

coPP‘Jﬂ""’J?—"CC Kiles of sovel Auxy liaryg
and Vaval Avr Faccitres uars
Destroy when 2 years old.

3.
A4.2. CORRESPONDENCE, COPIES OF REPORTS, AND OTHER RECORDS.
Files related to the internal operation and administration of
air and space traffic and servicing facilities for locally
Bz t1om Ss/<

based or transient craft.

AVIATION MEDICINE RESEARCH RECORDS.
é‘Wc>375ud. / nsSYrvetion .

cZ.
SSIC 3710
=]

ca.y\Ce//c o jufe e

GENERAL QOPERATING INSTRUCTIQONS

SSIC 3720

. Destroy vohean
Cannceltcd o Sope—s A

ALL WEATHER FLYING RECORD
INSTRUMENT APPROACH PROCEDURES CHARTS AND PILOT’S HANDBOOK

1.
III-3-96
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SSIC 3721

NAVIGATIONAL AIDS RECORDS ~Char T3, Tadles fre

bd ~ JC ]
and Teecbhrical Sﬂgcc/lca:ﬁb—-s ot c/cg/-.-—a,,,2 ey S 7"""7‘"“5,

SSIC 3722

TRAFFIC CONTRQL RECOQORDS

1. TRAFFIC CONTROL RECORDS. Files related to the internal
‘ontrol of air and space traffic, including arrival and
departure logs and records relating to the supervision of
clearance and other traffic control functions.
2. AIRCRAFT CLEARANCE AND ARRIVAL REPORTS.
a. Local Clearance Notices

b. All Other Reports

3. GENERAL CORRESPONDENCE FILES. Files pertain to Air Defense
Identification Zone (ADIZ) and Department of Defense Flight
Information Publications (FLIPS).

SSIC 3730

‘MERGENCY PROCEDURES RECORDS

SSIC 3740

PILOT QUALIFICATIONS RECORDS Cuourse compl¥ron Cert o catrcafes

Cert f (a‘jv-ms, CXa,m rego /7‘51 and Sim. far I'ccf/a/S S /o.?‘/n,
%Va,/.// CaFiom S 7 A oa ! Aorateo S.

I11-3-97

1€ cetdS Tacss oyt

ApPy—SSIE—3H8T Dr St e,
Cance)le o o {1748/‘&21/

Destroy when 6 months old.

Destroy when 6 months old.
Destroy when 3 months old.

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

DesTre 7 when Cancerte dor

L0000
TT O oo r—Pal 2

guloer'se e J .

Apply SSIc-1508. Destroy (vhen
record ua./:/[((o'VL’“" hers

é)C‘Cﬂ ﬂ%freal /‘/l ﬂu:aﬁ/‘ﬂ/_f ¢
NATOPS Traming acd PualibceFrons

JAcKk=T (531€ 3240, 14D



88IC 3750

FLIGHT SAFETY AND ACCIDENT ANALYSIS RECORDS
1. AIRCRAFT ACCIDENT REPORTS (CLASS A AND B).

a. Original reports and endorsements . Reports required by
OPNAV INST 3750.6Q maintained by the Navy Safety Center, Norfolk,

VA.

b. Copies of accident or incident reports maintained by all other
organizations.

2. AIRCRAFT MISHAP REPORTS (CLASS C REPORTS)

a. Original reports. Reports of minor accidents and incidents
that do not result in injury, death, or significant damage. Reports
are maintained by the Navy Safety Center, Norfolk, VA.

b. Copies maintained by all other organizations.

3. AIRCRAFT HAZARD REPORTS

a. Original reports. Reports of observed unsafe conditions
or procedural violations. Reports maintained by the Navy Safety
Center, Norfolk, VA.

b. Copies maintained by all other organizations.

FPePlacemenT Page 7//-37798

PERMANENT. Navy Safety
Center transfer in microform
to Director of Naval History

when 20 years old. DNH
transfer to NARA when no
longer required for

reference use.

Destroy when 2 years old.

Destroy when 10 years old.

Destroy when 2 years old.

Destroy when 7 years old.

Destroy when 1 year old.



@

88IC 3760

FLIGHT RECORDS AND REPORTS

1. AIRCRAFT INSPECTION AND ACCEPTANCE (AIA) RECORD. Recorded on
OPNAV form 4970/141 the AIA identifies the aircraft Bureau number
(BUNO), type, model, series, and reporting custodian. Report
certifies aircraft readiness for flight by maintenance personnel
and records fuel, o0il, oxygen, and expendable ordnance on board.

2. MASTER FLIGHT FILES. The original of the NAVAL AIRCRAFT FLIGHT
RECORD (OPNAV FORM 3710/4). The data collected include a
statistical description of the flight pertaining to the aircraft
and crew members, a record of all logistics actions performed
during the flight, a record of weapons proficiency, a record of
training areas utilized, and other miscellaneous data. MASTER
FLIGHT FILES shall be securely bound in hard binders and labelled
as MASTER FLIGHT FILES of (squadron designation) and period
covered.

a. Routine Operations and Training flights.

b. MASTER FLIGHT FILES for units in a combat status.

}2¢?fﬂaxoewnavfr'/P¢L7»e ) —=3—9F

Destroy upon safe completion
of flight.

Cut off file annually in
November and retire to
nearest FRC. Destroy when 7
years old. Units being
decommissioned retire files
to FRC upon decommissioning.

PERMANENT. Transfer to
Aviation Statistics Office
of the appropriate fleet air

command (COMNAVAIRLANT or
COMNAVAIRPAC) upon
completion, fleet air

commands will retire records
to WNRC when no longer
useful as a reference source
of combat data or when so



3. NAVAL AIRCRAFT FLIGHT RECORD (OPNAV 3710/4)

a. Original (copy 1) filed as Master Flight File under SSIC

3760.2.

b. Copy #2 maintained by Operations Departments.

c. Copy #3 maintained by Maintenance Departments.

4. AVIATORS FLIGHT LOG BOOK (OPNAV 3760/31) A flight by flight
record maintained by all aeronautically designated officer
personnel and student aeronautical officers. Information recorded
in the Log includes qualifications and achievements, personnel
status changes, summary of total flights, Flight record summary for
12 months preceding current log, flight by flight record, flight
clothing issue, and mishap and flight rule violations.

5. DAILY FLIGHT LOGS AND LOGS OF VISITING AIRCRAFT.

6. OPERATIONS LOGS. Logs accumulated by operations departments of
flight activities, including control tower records.

7. FLIGHT PLANS

8. SQUADRON FLIGHT SCHEDULES

9. FLIGHT CERTIFICATES AND RECORDS OF COMPLETED FLIGHT TIME USED
TO SUBSTANTIATE THE ISSUANCE OF FLIGHT CERTIFICATES.

/0671'/Aﬁ_3'-5;911

directed by CNO. Transfer
to NARA when 20 years old.

Destroy after monthly
reports have been verified.

Destroy when 3 months old.
Record is personal property
of the aviator. Handle as

personal effects upon death
of aviator.

Destroy 6 months after date
of last entry.

Destroy when 6 months old.

Destroy when 6 months old.
Destroy when 6 months old.
Destroy when 3 years old.

Units scheduled to be
decommissioned or



10. AVIATION TRAINING REPORTS. Reports of training received by
aviators and flight personnel. Includes squadron training records.

11. NATOPS FLIGHT PERSONNEL TRAINING AND QUALIFICATIONS JACKET
(OPNAV 3760/32). A consolidated record of the training status and
readiness of flight personnel. Jacket includes a current annual
flight time summary, a record of all aircraft mishaps and flight

violations involving a pilot cause factor, record of flight
equipment issue, mission qualification record, school course
attendance record, and Operational Physiology and Survival

Training Record. Jacket is maintained by the aviator’s current
Commanding Officer and certified annually for accuracy.

12. AVIATION TRAINING JACKETS (ATJ'’s).
Basic and Advanced training of Naval Aviators.
maintained by the Chief of Naval Air Training
headquarters in Corpus Christi, TX.

(Note: Pre 1977 ATJ’s have been retired to FRC Atlanta, GA.

A comprehensive record of
Records are
(CNATRA) at

13. COPIES OF FLIGHT ORDERS, LOGS, AND OTHER RECORDS OF ORDERS
ISSUED.

14. SQUADRON LOGS.

Po.fe 77/ 3"79. b

deactivated retire records
to nearest FRC until
eligible for destruction.

Destroy when 2 years old.

Destroy when aviator is no
longer 1in an active or
reserve flight status.
Record may be given to
aviator as a personal record
upon termination of flight
status.

Retire to FRC Fort Worth, TX
2 years after completion of

advanced training. Destroy
when 50 years old. Navy may
transfer jacket to
individual aviator when
he/she retires or is
released from active/reserve
duty. Inactive aviators

must submit requests for
their ATJ’s in writing to
CNATRA.

Destroy when 2 years old.

Destroy when 3 years old.



88IC 3770
CIVIL AVIATION RECORDS

1. CLEARANCE AND ARRIVAL REPORTS OF NON GOVERNMENT AIRCRAFT USING Destroy when 6 months old.
NAVY FACILITIES.
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SSIC 3800-3899

INTELLIGENCE RECORDS

RECORDS IN THIS (3800-3899) SERIES ARE ACCUMULATED BY THE DIRECTOR
OF NAVAL INTELLIGENCE (CNO N2), THE OFFICE OF NAVAL INTELLIGENCE
(ONI), THE NAVAL INTELLIGENCE COMMAND, AND BY OTHER ACTIVITIES AND
OFFICES CONCERNED WITH INTELLIGENCE MATTERS.

SSIC 3800

GENERAL INTELLIGENCE RECORDS

1. PRIMARY PROGRAM RECORDS. Files, reports, and other records of
the Director of Naval Intelligence (N2) that document the
development and execution of plans, policies, programs, and
procedures relative to the primary intelligence function.

2. INTELLIGENCE OFFICES' PRIMARY PROGRAM RECORDS. Final
Intelligence Products generated in response to Tactical
Intelligence and Related Activities (TIARA) requirements as
designated by CNO, Operational Intelligence Programs, and Sword,
Spear and Sabre Programs. Records are accumulated by ONI
Directorates, Divisions/Centers of the former Naval Intelligence
Command. Exclude Intelligence products coordinated with,
registered or disseminated by DIA.

3. INTELLIGENCE OFFICES' GENERAL CORRESPONDENCE FILES. Files,
reports, and other records of intelligence offices that relate to
intelligence collection, evaluation,and dissemination within the
Department of the Navy and to plans, programs, and transactions
pertaining to the overall administration of the office. Included
are records of the Directorates of the Office of Naval Intelligence
(ONI). Exclude records of Joint Intelligence Offices filed under
SSIC 3860 of this instruction.

4. ADMINISTRATIVE FILES. Files relating to the routine internal
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PERMANENT. Retire to WNRC
when 2 years old. Transfer
to NARA when 25 years old.

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 30 years old.

Retire to nearest FRC (WNRC
for ONI Directorates) when 2
years old. - Destroy when 10
years old.

Destroy when 2 years old.



operation and administration of the intelligence office.

5. INTELLIGENCE CARD INDEX FILES. Card indexes or similar files
of ships, corporations, suspects, and other special categories that
are of intelligence or counterintelligence interest. Records were
maintained by Naval District Intelligence Offices and the
Intelligence Offices of Force Commanders prior to 1961.

6. SURVIVOR REPORTS. 1Intelligence Offices' information copies.

7. VESSEL FILES. Records include boarding reports, crew lists, and
cargo manifests.

8. INTELLIGENCE CENTER LOGS. A watch to watch record of the daily
intelligence events occurring during each watch at intelligence
centers. The logs also serve as a security register of on board
personnel and visitors. Logs include the watch commander,
personnel matters concerning the watch team, and an hourly listing
of events.

9. COASTAL INFORMATION FILES. Reference files of intelligence
offices consisting of information on coastal areas such as codes
and signals, distress calls, aids to navigation, signal lights, and
related commerce and travel reports.

10. SHIPWRECK AND MARINE ARCHAEQLOGY FILES. Reports, surveys,
charts, contact confirmations, reports of salvage activity, and
similar documentation relating to sunken ships or Navy sponsored
marine archaeological projects

11. INTELLIGENCE REFERENCE RECORDS. Finished intelligence
documentation published by a member of the intelligence community
other than Navy. Include printed reports or processed materials,
photographs, and maps accumulated by intelligence offices as a
reference file or for library research purposes.

PERMANENT. Transfer to NARA
immediately..

Destroy when 1 year old.

Destroy when 2 years old.

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

Destroy when 1 year old.

PERMANENT. Forward to the
Director of Naval History
(OP-09BH). DNH transfer to
NARA when 50 years old.

Destroy when cancelled or
superseded.

Peplece menr poge 77/~ 37/104



12. COPIES OF REPORTS OF DATA. Reports, studies, evaluations, and
supporting information that was prepared locally and submitted or
forwarded to higher authority.

13. DEFENSE ATTACHES RECORDS.

14, AEROSPACE TECHNICAL INTELLIGENCE REPORTS. Information copies

of reports and studies produced by the Foreign Aerospace and

Technology Center, Wright Patterson Air Force Base, Dayton, OH.
SSIC 3810

INTELLIGENCE PLANNING AND MANAGEMENT RECORDS

1. DEFENSE-WIDE INTELLIGENCE PLANS. Published plans on Continuity
of Operations Plans (COOP), Crisis Management Plan (CRIMP) and
related Navy background papers.

2. INTELLIGENCE PLANNING RECORDS. Studies plans, and
correspondence reflecting the development and establishment of DOD,
Joint, DIA, and Navy operational immediate and long-range
intelligence plans; war gaming; and liaison with the Unified and
Specified commands.

a. File maintained by the Director of Naval Intelligence (DNI)

Destroy when 5 years old or
no longer needed for
reference in connection with
the activity's mission,
whichever is sooner.

File records under the
appropriate subsection of
SSIC 5710 of this
instruction.

Destroy when obsolete.

Destroy when superseded or
obsolete.

PERMANENT. Retire to WNRC
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b. Files maintained by all other offices.

3. PROJECT ASSIGNMENT RECORDS. Files of major actions assigned to
fulfill intelligence production requirements, for use in preparing
reports, internal capabilities studies, manpower utilization, and
to reflect the scope of the production effort.

4. INTELLIGENCE REQUIREMENTS RECORDS. Guidelines, standards, and
comments from, National Level, Presidential, DOD, 0SD, JCS, DIA,
Unified and Specified Commanders, and DNI regarding requirements
for intelligence matters.

SSIC 3811

ESTIMATES AND STUDIES RECORDS

1. INTELLIGENCE ESTIMATES RECORDS. Analyses of the intentions,
capabilities, and vulnerabilities of foreign powers, developed for
use in operational planning. File includes published estimates as
well as estimate requirements, reviews of war plans, and
correspondence relating to the improvement of intelligence support.

a. Formal Intelligence Estimates originated by the Office of

Naval Intelligence (ONI).

b. Background File. Records include requirements studies,
review documents, <correspondence, and ©published estimates
distributed by other intelligence agencies.

&/[M‘dm o 7-/47/‘/

when cancelled, superseded,
or no longer required.
Transfer to NARA when 30
years old.

Destroy when cancelled or
superseded.

Destroy when 5 years old.

Destroy when superseded,

obsolete, or no longer
required for planning
purposes.

PERMANENT. Retire to WNRC

when 5 years old. Transfer
to NARA in 5 year blocks
when 25 years old.

Destroy when 5 years old.
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SSIC 3820

INTELLIGENCE COLLECTION RECORDS.

1. PROPOSALS FILES. Correspondence and related records relating
to the presentation of proposals for the collection of intelligence
not developed into collection requirements.

2. INTELLIGENCE COLLECTION RECORDS. Records pertaining to the
review, validation, coordination, analysis, and evaluation of raw
intelligence.

3. COLLECTION REQUIREMENTS RECORDS. Correspondence, messages, and
other documents pertaining to levy and collection action.

SSIC 3821

HUMAN RECORDS

1. BIOGRAPHIC RECORDS. Biographic information on foreign military
service personnel of intelligence interest.

2. HUMAN SOURCE RECORDS. Raw, unprocessed intelligence information
received from human sources. Include information obtained from
emigre phase of Naval Intelligence.

ssIc 3822

PHOTOGRAPHIC RECORDS

1. COLLECTION OPERATIONS PHOTOGRAPHY. Photographs produced or
assembled during specific intelligence collection operations.

2. TARGET JACKETS. Photographs and other material accumulated on
specific targets such as shipyards, bridges, railroads, terrain,
ordnance depots, ships, installations, etc.

Destroy when 2 years old.

Destroy when 2 years old.

Destroy when 3 years old.

Destroy when no longer
needed to support current
requirements.

Destroy when Intelligence
Report has been produced.

Destroy when Intelligence
Report has been produced

Retire to WNRC when not
needed for active reference.
Destroy when 20 years old.
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SSIC 3823

ELECTRONIC RECORDS

1. GENERAL CORRESPONDENCE. Files relating to the collection of
non-communications electronic intelligence (ELINT) and to specific
ELINT operations. Included is documentation on sensors and their
placement. Exclude communications related ELINT records filed
under SSIC's 3250-3254.

SSIC 3824

SPECIAL RECORDS

1. GENERAL FILES. Raw unprocessed intelligence information
accumulated from special intelligence collection operations.

SSIC 3825

ACOUSTIC RECORDS

1. GENERAL FILES. Raw unprocessed intelligence information
collected from acoustic sensors or as a product of acoustic
collection operations. Exclude acoustic information collected
under programs sponsored by Commander Naval Oceanography Command
(CNOC) and filed under SSIC's 3140-3148.

SSIC 3830

INTELLIGENCE DISSEMINATION RECORDS.

1. GENERAL CORRESPONDENCE FILES. Correspondence, messages, reports

and other records accumulated incident to disseminating
intelligence reports, publications, and other records; supporting
agreements; interpreting general release policies; and

substantiating requirements or the recipients of intelligence
products. Exclude dissemination records for special intelligence

Retire to WNRC when 2 years
old. Destroy when 10 years
old.

Destroy when Intelligence
Report has been produced.

Retire to WNRC when 2 years
old. Destroy when 10 vyears
old.

Destroy 2 years after
requirement is cancelled.
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filed under SSIC 3834 and dissemination of Acoustic intelligence
filed under SSIC 3835.

2. FOREIGN DISCLOSURE FILES. Navy policy documents that reflect,
substantiate, and implement international or bilateral
negotiations, arrangements, and agreements on exchange or release
of <classified military intelligence information to foreign
governments or international organizations. Included are records
of the Navy Representative to the National Military Information
Disclosure Policy Committee (NDPC).

SSIC 3831
HUMAN RECORDS DELETE THIS SSIC
SSIC 3832
PHOTOGRAPHIC RECORDS DELETE THIS SSIC
SSIC 3834
SPECIAL RECORDS
1. GENERAL CORRESPONDENCE FILE. Messages, correspondence,

agreements and similar records relating to the dissemination of
Special Intelligence information within the Naval Operating Forces.
Records are accumulated by the Office of Naval Intelligence and
Commander Naval Special Warfare Command, Coronado, CA.

SSIC 3835

ACOUSTIC RECORDS

1. PROCEDURAL FILES. Special procedures for the internal
dissemination of information derived from ocean sensors and other
acoustic devices to the Navy Operating Forces.

Destroy when 10 years old.

File records under SSIC 3830

File records under SSIC 3830

Destroy when 5 years old.

Destroy when cancelled or
superseded.
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SSIC 3840

OPERATIONAL INTELLIGENCE RECORDS

GENERAL CORRESPONDENCE FILES. Plans, orders, studies, and related
documents concerning intelligence support and interface with
current operations in a tactical environment. Included are
pertinent defense-wide plans applicable to the Theater or area of
operations. Records are accumulated Fleet/Force Commanders.

SSIC 3841

INDICATIONS AND WARNINGS RECORDS

1. GENERAL CORRESPONDENCE FILES. Copies of correspondence, issued
by higher authority and dealing with possible strategic warnings
or predictions of the 1likelihood of imminent hostilities/any
impending threat activity which may adversely impact on the United
States. Include copies of formal Indications and Warnings studies
issued by DIA.

SSIC 3850

COUNTERINTELLIGENCE RECORDS

1. COUNTERINTELLIGENCE FILES. Working files containing information
on individuals, companies, associations, and other collective
groups of individuals that may be involved in hostile foreign
intelligence activities. Exclude investigative and other Naval
Investigative Service records filed under SSIC 5527 of this
instruction.

SSIC 3860

JOINT AND COMBINED INTELLIGENCE.

1. ADMINISTRATIVE RECORDS. Files relating to the routine internal
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Destroy when 2 years old.

Destroy when cancelled or
obsolete or when 2 years old
whichever is sooner.

Transfer to NISCOM upon
initiation of investigation,
otherwise destroy when 10
years old.

Destroy when 2 years old.



operation and administration of the Navy sections of joint and
combined intelligence centers.

SSIC 3870

INTELLIGENCE TRAINING RECORDS

1. ADMINISTRATIVE FILES. Records of the day-to-day administration
and operations of training institutions sponsored by the Office of
Naval Intelligence and records of training conducted at the local
level by commands and activities with an intelligence mission.
Included are class lists, rosters, records of attendance and
completion, instructor reports, attrition reports and similar
records.

2. TRAINING MATERIALS. Course syllabi, lesson plans,
examinations, instructional materials, and reference publications
used in general intelligence training. Exclude records for

specialized training under SSIC's 3871-3879.
SSIC 3871

GROUND RECORDS

1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to Ground Order of Battle Training.

SSIC 3872

AIR RECORDS

1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to Air Order of Battle Training.

SSIC 3873
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Destroy when 2 years old.

Destroy when superseded
obsolete.

Destroy when superseded
obsolete.

Destroy when superseded
obsolete.

or

or

or



PHOTOGRAPHIC RECORDS

1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to imagery interpretation training.

ssic 3874

ELECTRONICS RECORDS

1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to Electronics Order of Battle Training. Include
recognition profiles in any form provided from the national ELINT
data base.

SSIC 3875

COUNTERINTELLIGENCE RECORDS

1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to training for specific counterintelligence operations or
special intelligence operations. Exclude investigator training.

SSIC 3876

INTERROGATION/TRANSLATION RECORDS

1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to the training in interrogation of prisoners of war and
defectors. Exclude records of DOD sponsored Language Schools.

2. LANGUAGE TRAINING LOGBOOKS. Logbooks maintained by Marine Corps
interpreters.

ssic 3877

SENSOR RECORDS
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Destroy when superseded or
obsolete.

Destroy when no
required.

longer

PERMANENT. Retire to nearest
FRC when cancelled or
superseded. Transfer to
NARA when 20 years old.

PERMANENT Transfer to NARA
when 10 years old.

Destroy 2 years after last
entry.

/4QL§>6"97”’55'—hp77



1. TRAINING MATERIALS. Records described under SSIC 3870.2 that
relate to theory, fundamentals, and operation of all-source
sensors.

SSIC 3878

SPECIAL RECORDS Delete this SSIC

-

SSIC 3879

ACOUSTIC RECORDS

1. BRIEFING FILES. Command briefings and supporting materials used
in familiarization training of operating force units in all phases
of acoustic intelligence.

SSIC 3880

INTELLIGENCE SUPPORT FUNCTIONS RECORDS.

1. INTELLIGENCE REFERENCE DATA BASE RECORDS. A collection of
intelligence reference materials maintained to support intelligence
analysis and/or planning and to aid in the development of finished
intelligence products. Records may consist of photographic
collections, Dbiographic files, collections of commercially
published materials, sensor calibration data, reference electronic
data bases, and similar records.

2. MANAGEMENT SUPPORT TO INTELLIGENCE DETACHMENTS AND LIAISON
ACTIVITIES. Correspondence, messages, and reports relating to
management support to Navy and Marine Corps detachments and liaison
activities in the areas of manning, personnel assignment, security,
administration, and logistics.

3. INTELLIGENCE SUPPORT TO OPERATIONAL COMMANDERS. Correspondence,
messages, agreements, and similar documents that relate to
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Destroy when superseded or
obsolete.

Destroy when 2 years old.

Destroy when 10 years old.
Retention in excess of 10
years is authorized for
continuing programs upon
approval of DNI. Retention
in excess of 10 years will
be reviewed every 5 years.

Destroy when 2 years old.

Destroy when superseded or
obsolete.



intelligence support provided to operational commanders.
SSIC 3882

SCIENTIFIC AND TECHNICAL SUPPORT RECORDS

SSIC 3883

RESEARCH AND DEVELOPMENT SUPPORT RECORDS

1. CONTRACT MONITORING RECORDS. Correspondence and reports
relating to performance monitoring of contractors performing
Research and Development work for DON intelligence activities.
Records are accumulated by program managers.

2. ALL OTHER RESEARCH AND DEVELOPMENT RECORDS.

SSIC 3884

SYSTEMS SUPPORT RECORDS
SSIC 3885

PROGRAMS SUPPORT RECORDS
SSIC 3886

SPECIAL SUPPORT RECORDS
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Retire records wunder the
appropriate subsection of
SSIC 3880.

Destroy 6 years and 3 months
after final payment on
contract.

Retire records under the
appropriate subsection of
SSIC 3900.

Retire records wunder the
appropriate subsection of
SSIC 3880.

Retire records under the
appropriate subsection of
SSIC 3880.

Retire records under the
appropriate subsection of



SSIC 3890

INTELLIGENCE PRODUCTION RECORDS

1. INTELLIGENCE REPORTS. Intelligence Reports (IR's) and
Unevaluated Intelligence Information Reports (IIR's) received from
Military/Defense Attaches and other intelligence gathering
activities.

a. Navy produced IR's and Naval Attache Reports predating 1
January 1961 under the custody of the Office of Naval Intelligence.

b. Information copies @f pre 1961 Navy IR's and Naval Attache
Reports maintained by other activities.

c.IIR's and Attache Reports from Naval activities, DIA, or
other Service Intelligence components accumulated by the Office of
Naval Intelligence dated 1 January 1961 or later. The record copy
maintained by the Defense Intelligence Agency will be transferred
to NARA as a permanent record

d. Information copies of IIR's dated 1 January 1961 or later
maintained by other Navy and Marine Corps offices and activities.

2. SPECIALIZED INTELLIGENCE PRODUCTS. Specialized intelligence
publications such as appraisals, analyses, estimates, studies, and
surveys that have been produced, issued, or coordinated through
Defense Intelligence Agency. (Note record copy maintained by DIA)

3. PRODUCTION RECORDS. Records reflecting the record of actions

taken in and for the fulfillment of specific requests for
information on any phase of intelligence operations. Records
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SSIC 3880.

PERMANENT. Retire to WNRC
when 5 years old. Transfer
to NARA when 35 years old.
Destroy when no longer
required.

Destroy when 2 years old.

Destroy when 2 years old or
when no longer required,
whichever is sooner.
Destroy when no longer
required.

Retire to WNRC when 2 years
old. Destroy when 10 years
old.



include correspondence, evaluations, and progress reports. Exclude
primary program records filed under SSIC 3800.1.

4. PRODUCTION SCHEDULE RECORDS. Correspondence and reports
relating to the annual scheduled of programmed intelligence

products. Include Navy input to Defense Intelligence Production
Schedule (DIPS).

SsIc 3891

ACOUSTIC PRODUCTION RECORDS
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Destroy when 2 years old.

Retire records under the
appropriate subsection of
SSIC 3890.



SSIC 3900-3999

RESEARCH, DEVELOPMENT, TEST, AND EVALUATION (RDT&E) RECOQORDS

RECORDS IN THIS SECTION (SSIC 3900-3999) ARE CREATED BY
ACTIVITIES IN CONNECTION WITH TECHNICAL AND SPECIFIC RESEARCH
AND DEVELOPMENT PROGRAMS RELATING TO THE DEVELOPMENT OF NEW
CONCEPTS, TECHNIQUES, WEAPONS, EQUIPMENT, AND MATERIALS, OR THE
IMPROVEMENT, MODIFICATIONS, OR REFINEMENT OF EXISTING
TECHNIQUES, WEAPONS, OR MATERIALS. THEY INVOLVE ALL PHASES OF
RESEARCH AND DEVELOPMENT, INCLUDING PLANNING AND THE
ESTABLISHMENT OF REQUIREMENTS AND PRELIMINARY CHARACTERISTICS,
EXPERIMENTATION, DESIGN, ENGINEERING, MODIFICATION, TESTING,
AND ACCEPTANCE. THEY ARE ACCUMULATED BY RESEARCH LABORATORIES,
TEST AND DEVELOPMENT CENTERS, STATIONS OR UNITS, PROVING
GROUNDS, FACILITIES, AND OTHER RESEARCH AND DEVELOPMENT OR
TESTING ACTIVITIES OR OFFICES. THEY INCLUDE BASIC RECORDS
CREATED BY RESEARCH AND DEVELOPMENT ACTIVITIES THAT HAVE
LASTING SCIENTIFIC OR RESEARCH VALUES, SUCH AS THOSE THAT
DOCUMENT PROGRAM DIRECTION, REVIEW, AND APPRAISAL OR ANALYSIS;
THE RESEARCH ACTIVITY'S OVER-ALL ORGANIZATION, FUNCTIONS,
PROCEDURES, AND OPERATIONS; OR THE CONDUCT OF INDIVIDUAL PROJECTS
AND SCIENTIFIC AND TECHNICAL RESULTS AND CONCLUSIONS THAT MAY
BE USEFUL FOR FUTURE RESEARCH. SCIENTIFIC DATA ACCUMULATED
DURING THE ACCOMPLISHMENT OF A Specific PROJECT GENERALLY ARE
REFLECTED IN LABORATORY NOTEBOOKS AND IN PROGRESS REPORTS.

THE REPORTS REFLECT THE PROGRESS AND FINAL RESULTS OF THE
RESEARCH EFFORT. WHEN SPECIFIC RESEARCH PROJECTS ARE OF LONG
DURATION, MUCH DATA OF A REPETITIVE, CONTINUING NATURE MAY
ACCUMULATE FROM SUCH PROCESSES AS TESTS OR EXPERIMENTS. THE
DATA ARE USUALLY RECORDED IN ROUGH NOTES, ON PUNCHED CARDS,
ELECTRONIC TAPES, COMPUTER PRINT OUTS, OR COMPARABLE MEDIA,

AND THEN CONDENSED IN PUBLISHED REPORTS OR STATISTICAL SUMMARIES
SO THAT SCIENTISTS MAY USE IT FOR COMPARATIVE OR OTHER PURPOSES.
WHEN THE DATA IS THUS RETAINED IN CONDENSED FORM, THE SOURCE
MATERIAL MAY BE CONSIDERED DISPOSABLE. TECHNICAL REPORTS AND
OTHER DATA ACCUMULATED BY PRIVATE COMMERCIAL OR RESEARCH
ORGANIZATIONS PERFORMING RESEARCH FUNCTIONS UNDER NAVY CONTRACT
ARE INCLUDED IN THE 3900-3969 SERIES. THE TERM "PROJGECT" AS

Rep/uccme‘n‘ Poge L2L =3 =110



USED HERE APPLIES TO PROJECTS, SUBPROJECTS, TASKS, OR PROJECT
PHASES. WHERE FEASIBLE, IT MAY BE DESIRABLE TO CONSOLIDATE
RELATED RECORDS INTO A SINGLE PROJECT FILE. BUT IF PROJECTS
ARE OF LONG DURATION AND THE VOLUME OF RECORDS IS LARGE, RECORDS
RELATING TO INDIVIDUAL SUBPROJECTS, TASKS, OR PHASES MAY BE CUT
OFF AND RETIRED TO FEDERAL RECORDS CENTERS OR LOCAL INTERIM
STORAGE UPON COMPLETION OF THE SUBPROJECT, TASK, OR PHASE AND

IN THE SAME MANNER AS FOR CONTRACT CASE FILES COVERED UNDER SSIC
4200 OF THIS INSTRUCTION.

SSIC 3900-3915

RESEARCH AND DEVELOPMENT RECORDS

RELATED RECORDS UNDER SSIC 3901 - RDT&E PLANS, SSIC 3902 -

RDT&E PROGRAMS, SSIC 3903 - RDT&E PROJECTS, SSIC 3904 -~ RDT&E
FUNDING, SSIC 3905 - RDT&E REPORTS, SSIC 3906 -~ RDT&E FLEET
RESOURCES SUPPORT, SSIC 3907 - OTHER RDT&E SUPPORT, SSIC 3910 -
GENERAL RESEARCH AND DEVELOPMENT, SSIC 3911 - R&D PLANS, SSIC
3912 - R&D PROGRAMS, SSIC 3913 - R&D PROJECTS, SSIC 3914 - R&D
FUNDING, AND SSIC 3915 - R&D REPORTS SHOULD RETIRED TO FEDERAL
RECORDS CENTERS UNDER THE APPROPRIATE SUBSECTION OF SSIC 3900 OF
THIS INSTRUCTION.

SSIC 3900
GENERAL RDT&E RECORDS

1. PRIMARY PROGRAM RECORDS

a. Files and other records of the Secretary of the Navy, PERMANENT. Retire to
the Office of the Chief of Naval Operations, Commandant of WNRC when 4 years old.

the Marine Corps, Office of Naval Research (ONR), and Systems Transfer to NARA when

Command Headquarters. Correspondence, memoranda, reports, studies, 20 years old.
record copies of instructions and notices, and other records

that document the establishment, development, and accomplishment

of the Navy's overall Research and Development program. Exclude

reports and project case files for specific R&D projects that

are maintained by Program and Project Managers.
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b. Files and other records of major laboratories and other
activities whose primary function is research and development

or testing. Correspondence, reports, studies, and similar
records that document the overall project operations and
administration of the RDT&E function at major laboratories and
other RDT&E field facilities responsible for the performance,
development, review, appraisal, or analysis of research and
development projects. Exclude Annual Command History prepared
in accordance with OPNAV Instruction 5750.12 series and Marine
Corps Historical Summaries filed under SSIC 5757 of this
instruction.

2. GENERAL CORRESPONDENCE FILES. Files of activities and offices
performing research and development functions that relate to
the routine internal operation and administration of the
activity.

3. NAVAL RESEARCH ADVISORY COMMITTEE (NRAC) FILES. Records
consist of minutes of quarterly meetings, letters of nomination
and appointment to the committee, mission definition
statements, and formal reports submitted to the Secretary of
the Navy.

4. TECHNICAL BOARDS AND COMMITTEE'S FILES. Records of boards
and committees studying assigned technical research and
development problems, including requirements for or the auth-
orization of projects, the scheduling and phasing of projects
or programs, and the control and coordination of various
research and development project phases or programs. Records
consist of agendas, directives, minutes of meetings, papers
relating to the establishment, revision, or termination of
projects, and other papers reflecting the boards or committees'
actions, recommendations, and accomplishments. Exclude interim
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Retire to nearest FRC

when 5 years old. Destroy

when 10 years old.

Destroy when 2 years
old.

Permanent. Transfer
annually when 5 years
old to the Director of
Naval History, Naval
Historical Center.
Director of Naval
History transfer to NARA
in 5 year blocks when
most recent records in
the block are 50 years
old.



and final reports on specific projects, and material included
in the Project Case File.

a. Official Board or Committee Files.

b. Other copies of board and committee files accumulated

by members in the execution of their duties.

5. PROJECT CASE FILES. Files maintained by Project Managers

at laboratories, and other activities responsible for research
and development functions. The file is a complete history of
each project from initiation through research, development,
design, and testing, to completion. Included are project
authorization documents; project cards; technical
characteristics; test and trial results; drawings, specif-
ications and photographs considered essential to document
design, modification and engineering development; all technical
and progress reports (including reports received from contract-
ors); notices of completion; and correspondence influencing
the direction or course of action taken on a project.

6. PROGRAM MANAGERS CASE FILES. Case files for RDT&E projects
maintained by Systems Command or other Headquarters Program
Managers. The records contained in this file are similar in
nature to the Project Case file maintained by the Project
Manager at Laboratories and other R&D activities under SSIC
3900.5

7. PROGRESS REPORT RECORDS. Reports on ongoing and recently

completed R&D projects that are submitted by research facilities,

laboratories, or project managers to higher authority. Reports
generally show initiation, objectives, approach, progress, and
degree of completion for R&D projects. Files include feeder
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Permanent. Retire to
nearest FRC in 5 year
blocks when 5 to 10
years old. Transfer to
NARA when 30 years old.

Destroy when 5 years old
or when no longer needed
for reference, which-
ever is sooner.

PERMANENT. Place in
inactive project file
upon completion or
termination. Retire
inactive file to nearest
FRC when 5 years old or
no longer needed for
reference whichever is
later. Transfer to NARA
when 25 years old.

Cut off file when item
becomes operational or
at termination of the
project and retire to
nearest FRC. Destroy
when 10 years old.



reports and related papers.

a. Research and Technology Work Unit Summary (DD Form 1498)

Summary progress report on all ongoing R&D projects.

(1) Original report prepared by laboratory or research Submit semiannually to
facility. DTIC for inclusion in
R&T Work Unit Informa-

tion System (WUIS)

database.
(2) Reporting Office Copy. Paper copy or in machine Retain on board.
readable form. Destroy when 2 years
old.

b. Progress Reports Submitted to Program Manager on File with Project Case
Specific Projects. File under SSIC 3900.5

of this instruction.

c. Feeder Reports Used for Compilation of Consolidated Destroy upon submission
Reports. of consolidated report.
8. PROJECT WORKING AND CONTROL FILES. Copies of documents Retire to nearest FRC
essentially duplicated in project case files; preliminary and upon completion of
intermediate sketches, drawings, specifications, charts, project. Destroy 5
graphs, photographs; other working papers determined not to be years after resitmement.
of sufficient value to incorporate in the project case file; Completion,

and related project control and progress control records.

9. LABORATORY NOTEBOOKS. Notebooks used to record and preserve
engineering, scientific, and technical data for R&D projects
reflecting progress and how results were achieved.

a. Formal Laboratory Notebooks Numbered bound volumes PERMANENT. Retire to
issued by the Laboratory and containing serial numbered pages. nearest FRC when 6 years
Maintained by an individual assigned to the project under old. Transfer to NARA
recognized scientific conventions, all entries are dated, when 30 years old.

signed by the person maintaining the notebook, and witnessed by
a colleaque familiar with the experiment or scientific principle

ﬁaaoﬁacé'ncw71¢2L7<?17/13—4ﬁ?



involved.

b. Informal Laboratory Notebooks that do not meet the
criteria established for Formal Laboratory Notebooks.

(1) Informal Laboratory Notebooks containing data
essential for establishing patent rights.

(2) Informal Laboratory Notebooks containing
technical data which is routine, fragmentary, or essentially
duplicated in technical reports or papers.

10. TECHNICAL WORKING DATA. Data accumulated during research
and development and testing operations that do not pertain to
individual projects. (Summary and usable data having
continuing value are contained in technical reports or retained
laboratory notebooks.

11. TECHNICAL LABORATORY WORKING PAPERS. Technical notes and
data, measurements, formulas, graphs, drawings, and other
similar material accumulated in connection with specific
research, development, and testing projects. These essentially
are summarized in or used as the basis for preparation
technical reports, but continue to have temporary research
value after a project's completion. Exclude laboratory
notebooks.

12. TECHNICAL REPORT FILES. Published Technical Reports (TR),
Technical Notes (TN), Technical Memorandum (TM), (or
unpublished mauscript of these reports) prepared in connection
with a project or task. These reports summarize the progress,
findings, and conclusions reached relative to specific
projects. They may also clarify and supplement information
contained in laboratory notebooksand other source data.
Include published bibliographies and reports received from
contractors.

11/~ 3 - //4 a_

Retire to nearest FRC
when 6 years old.
Destroy when 25 years
old.

Retire to nearest FRC
when 5 years old.
Destroy when 10 years
old.

Destroy when 5 years
old, superseded, or
obsolete, whichever is
earlier.

Retire to nearest FRC

5 years after completion
or termination of
project. Destroy when 10
years old. Activities
retiring records
indicate project term-
ination date on SF 135.



a. Official Record Copy.

b. Distribution Copy.

c. Laboratory Reference Copy. Maintained in Laboratory
or Research Activity's Library.

13. TECHNICAL REFERENCE FILES. Copies of technical reports
publications, specifications, drawings, and other technical or
scientific data received from other sources and used as a
reference source in the performance of research and development
functions.

14. DRAWINGS AND SPECIFICATIONS FILES. Drawings and
specifications design, test procedures, and technical
characteristics of of items developed. The drawings show,

in visual form, the mechanical and physical characteristics

of the items developed and the specifications explain these
characteristics in detail. These are essential for production
and servicing of the item developed and for modification,
redesign, or continuing research on the item or related items.

a. Completed set of original drawings and related
specifications.

b. One copy of final product drawings and specifications.

121-33 - 114 b

File with Project Case
Case File under SSIC
3900.5 of this instruct-
tion.

Send one copy of each
publication to Defense
Technical Information
Center (DTIC Central
Depository fof Research
Records. “

Destroy when no longer
needed for reference.

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

Transfer to product Life
cycle Manager or Systems
Command as directed by
Project sponsor upon
completion of project.

File with Project Case
File under SSIC 3900.5



of this instruction.

c. All other copies of drawings and specifications. Destroy when no longer
required for reference.
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17 ¥4. RESEARCH CONTRACT OR AGREEMENT FILES.

[ <15. LOGS OR OTHER CONTROL RECORDS.

ot
DR NGSAND P p ON—F . O +eta +re—eopy—o

ea drawing and specification showing final design, test
procedure and technical characteristics of items deveXoped.
These records axe_useful adjuncts to the files described in
SSIC 3900, pars. 4, 7—and 8. The drawings stiow, in visual
form, the mechanical and othér—ehysical aracteristics of the
items developed and the specifj s—explain these
characteristics in detail- hese are essemtial for production
and servicing of e item developed and for modifteatjon,

FEASIBILITY STUDY FILES. Files relating to exploration of
the feasibility of unsolicited proposals for projects received
from individuals.

a. Approv Pro 1

b. Rei] Pr 1
ADD @A) Frow page 171-3—(/50-

Formal contracts or
agreements with universities, commercial concerns, individuals,
and others for research and development work and related
papers. (Exclude technical or scientific data furnished DON

pursuant to the terms of contracts or agreements.)

b. All Other Files

Records for project task

assignments, project approvals or disapprovals, or research
procurement justifications and approvals.

III-3-115

File in related project case
file.

Destroy 1 year after completion
of investigation.

Destroy when 25 years old.
(NCI-NU-81-3)

Re+ire undtl" Appf‘o,D/-mJLe S et~ A
oF §Sic 4-1.00'05 Ylite 1 2 STroevon

Destroy when 2 years old or
upon completion of proiject,
whichever is later.



16. CONTRACTOR INDEPENDENT RESEARCH AND DEVELOPMENT PROGRAM
RECORDS. Records created by contractor-funded research and
development not otherwise sponsored by a contract or grant and
falling under one of three broad categories; basic and applied
research, development, or systems and concept formulation.

a. Technical evaluation summary reports, potential DON
relationship determinations, cost classification determinations,

contractor technical plans determined to have Navy technical
lead. Records accumulated by Navy IR&D Technical Manager.

b. Technical evaluation forms, technical evaluation

summary reports and related documents accumulated by evaluating
activities.

c. Contractor technical plans not containing Navy lead

responsibilities.

d. Navy IR&D Policy Council Records. Include

announcements of meetings, agendas, background material,
briefing packages, and minutes.

)= 3 /75 o~

Retire to nearest FRC
when 3 years old.
Destroy when 11 years
old.

Destroy when 3 years
old.

Destroy when 1 year
old.

Retire to WNRC when 3
years old. Destroy when
25 years old.



for reference.

Destroy when 2 years old.

i b. NR Periodic R . COpies of reports submitted to
ONR, Washington, DC or to other higher authority and copies of
reports received from other branch offices.

c. Status Reports. Reports submitted periodically by
contractors to report on progress of scientific projects.

d. Technical Reports. Reports submitted by contractors
upon completion of a particular contract or of a project,

contract phase, or when significant results are to be reported.

(Exclude master copies of reports accumulated by ONR,
Washington, DC, and covered in SSIC 3900, par. %g?)

Di rov Pr ls for R rch Proiject r
‘n;rag;g Correspondence and other documents relating to
jected or disapproved proposals for research projects.

Proposals may be received from individuals, commercial firms,
private institutions, and others.

f. orre nden Pertainin General Naval Resgearch
r ientific Ma (Excludes files not relating to a
specific project, contract, or proposal.)

III-3-116

Destroy when 1 year old.

Destroy when 2 years old or
after technical report has been
issued, whichever is later.

Destroy when report or subject
areas of reports are no longer
needed for reference.

Destroy when 2 years old,
provided the proposal is still
in a "rejected" status.

Destroy when 2 years old.



g. NR R rch ntr r Proj rder R r n

idi r n rds. Index or control record
of each task, project order, or contract. (See also SSIC
4200.)

h. r r Files. Original

proposals, project Jjustifications, correspondence, and other
documents pertaining to the award and administration of
contracts or orders, bids, receipt and inspection papers,
subsequent payment records, and other supporting documents.
i. nden Pertainin icen r
r ifi ntr . Includes patent clauses thereunder,
assignments, license approvals, and agreements obtained.

m/arlo:&- Sec*lm

,Q_e frre U’ta(‘.ro,

OF S§S51€ A2 of Juuu's )4 strixtlan

Re+fire Uﬂdc—z\a_pﬂr'o/dr—:a.ﬁv Secticn
Apply—5516—4200-
5 S5 le %200 Fln i s bt .

—Retain on board
until 2 years after termination
of contract or of patent
involved in agreement,
whichever is earlier, then

Letrn= bransfer to nearest Federal

j. P n 1 ntra R rds. Card or other index
record of designated contracts containing patent clauses, and
of inventions reported, agreements obtained and assignments and
licenses approved thereunder.

k. General Correspondence Files Accumulated by ONR Branch
Offices. Files pertaining to naval contract matters and

lated functions. (Exclude correspondence relating to
ecific contracts and filed in contract case files.)

1. Other Records Relating to Patents, Copyrights,

Invention nd Trademarks.

III-3-117

Rec/oczl:ds Center.§ Desrroy when 28 ¢ Yo
o .

Retain 2 years after

termination of contract or 2
years after termination of
patent agreement, whichever is

earlier.
es ™ 1
é%é%é;béu$§%r3c>hl

Rpply—S5FE—5890+— ReaTrrc recwd s

on e~ a.//Or‘oFt‘to-)Le— Sectrtan
QB 55/C 5 8B70 G Fe susFricthea



RESEARCH AND DEVELOPOMENT (R&D) RECORD
THE RECORRS IN THIS (3910-3919) SERIES RELATE TO GENERAL R&D
RECORDS AND~INCLUDE R&D PLANS, PROGRAMS, PROJECTS, FUNDING, AND
REPORTS RECORD
SSIC 10
NERAL RESEARCH DEVELOPMENT R&D) RECORD
1. CORRESPONDENCE AND RELATED RECORDS. Files pertain te

research and development plans, progrags, projects, fuyrding,
and reports.

8STe. 3930
RESEARCH AND DEVELOPMENT PROJFEC RECORD S
1. PROJECT CASE FILES.
2. OTHER PROJECT RECORDS.

IC 3 -3969

TEST AND EVALUATION (T&E) RECORD

THE RECORDS IN'THIS (3960-3969) SERIES RELATE TO GENERAL T&E
RECORDS AND-INCLUDE T&E MASTER PLANS (TEMPS)/T&E PLANS (TEPS),
T&E PROJBCTS, T&E REPORTS, SCIENCE AND TECHNOLOGY, AND IN
SERV WEAPON SYSTEMS EVALUATION RECORDS.

IT1-3-118

Apply SSIC 3900.

Apply SSIC 3900, par.

Apply SSIC 3900.

4.



SSIC 3960

GENERAL TEST AND EVALUATION RECORDS

1. TEST AND EVALUATION POLICY FILES. Records consist of PERMANENT. Retire to
correspondence files containing T&E policy guidance, WNRC when 5 years old.
letters of instruction to activitities with T&E missions, Transfer to NARA when 20
program planning, and scheduling information; program years old.

directives case files; and procedural handbooks. These
files are maintained by the Assistant Secretary of the
Navy for Research, Development, and Acquisition, and the
Director of Navy Test & Evaluation and Technology Require-
ments Qﬂ?-09l).

2. GENERAL TEST AND EVALUATION CORRESPONDENCE FILES. Retire to nearest FRC
General Correspondence files relating to all forms of when 3 years old.
Test and Evaluation of weapons systems, aircraft, Destroy when 7 years
components, and equipment. Records are maintained by old.

Systems Commands, RDT&E facilities, and evaluation elements
of fleet commands. Correspondence relating to a specific

T&E project should be filed in the Test and Evaluation case
file. Exclude Correspondence file of Commander Operational
Test and Evaluation Force (COMOPTEVFOR) filed under SSIC 3980.

SSIC 3961

TEST AND EVALUATION MASTER PLANS (TEMP's)/ TEST AND
EVUALATION PLANS (TEP's)

1. The controlling test and evaluation program management
document. Approved by CNO this document defines and
integrates test objectives, critical issues, system char-
acteristics, responsibilities, resource requirements,

and schedules.

a. Copies maintained by Lead T & E activity. File with Project Case

I ~-3-119



b. Copies maintained by all other activities.

SSIC 3968

TEST AND EVALUATION RANGES RECORDS Records relating to the

establishment, and maintenance of ranges, range areas, and

test sites used in the testing and evaluation of systems and

equipment. Include maintence and calibration records for
installed instrumentation and range safety rules.

SSIC 3970

DEVELOPMENT TEST AND EVALUATION (DT&E) RECORDS

DT&E IS THAT T&E CONDUCTED THROUGHQOUT VARIOUS PHASES OF THE

ACQUISITION PROCESS TO INSURE THE ACQUISITION AND FIELDING
OF AN EFFECTIVE AND SUPPORTABLE SYSTEM BY ASSISTING IN THE

ENGINEERING DESIGN AND DEVELOPMENT AND VERIFYING ATTAINMENT

OF TECHNICAL PERFORMANCE SPECIFICATIONS, OBJECTIVES, AND
SUPPORTABILITY. DT&E IS PLANNED AND CONDUCTED BY THE
DEVELOPING AGENCY, USUALLY A SYSTEMS COMMAND.

1. DEVELOPMENT TEST AND EVALUATION PROJECT CASE FILES.
records include test plans, interim and final reports,
associated summary data annexes, and project related
correspondence. Files are usually maintained by Program
Managers.

2. SUMMARIZED TEST DATA. Evaluated test data not included
in DT&E Project Case files.

i -3-(20

File under SSIC 3971
for DT&E or SSIC 3980
for OT&E.

Destroy when 5 years
old.

Destroy when 10 years
old.

PERMANENT. Retire to
WNRC when 3 years old.
Transfer to NARA when 20
years old.

Retire to nearest FRC
when 3 years old.

Destroy when 15 years



old.

3. RAW DATA. Unevaluated data collected during DT&E Destroy when 10 years
projects. Data may be in tabular, graphic, or narrative old.

form, or in electronic form on magnetic tape or CD ROM.

4. TEST, EVALUATION AND INSPECTION REPORTS. Copies accu- Destroy when 5 years
mulated by laboratories, facilities, or contract offices old or when no longer
in connection with their research, development, and test- needed for reference

ing functions. Exclude reports filed in project case files. whichever is sooner.
SSIC 3980

OPERATIONAL TEST AND EVALUATION (OT&E) RECORDS

OT&E IS THAT T&E CONDUCTED TO DETERMINE A SYSTEMS OPERATIONAL
EFFECTIVENESS AND OPERATIONAL SUITABILITY, IDENTIFY SYSTEM
DEFICIENCIES AND THE NEED FOR POTENTIAL MODIFICATIONS TO
MEET ESTABLISHED OT&E THRESHOLDS, AND DEVELOP TACTICS. OT&E
IS CONDUCTED UNDER THE DIRECTION OF COMMANDER OPERATIONAL
TEST AND EVALUATION FORCE (COMOPTEVFOR). INCLUDED IN THIS
SECTIONS ARE RECORDS OF INITIAL OPERATIONAL TEST AND
EVALUATION (IOT&E), FOLLOW-ON OPERATIONAL TEST AND EVALUA-
TION (FOT&E), AND OPERATIONAL EVALUATIONS (OPEVALS)

1. COMOPTEVFOR PRIMARY PROGRAM RECORDS. The correspond- PERMANENT. Retire to
ence file of Commander Operational Test and Evaluation WNRC when 5 years old.
Force (COMOPTEVFOR) and other policy and procedural direct- Transfer to NARA when
ives, handbooks, and manuals promulgated to direct and 20 years old.

support the Operational Test and Evaluation Program.

2. OPERATIONAL TEST AND EVALUATION PROJECT CASE FILES. PERMANENT. Retire to
Records include test plans, interim and final reports, WNRC when 3 years old.
associated summary data annexes, and project related Transfer to NARA when 20
correspondence. Where applicable the file should contain years old.

Development Options Papers, Tentative Operational Require-

Hi—3 —s2./



ents, Operational Requirements, Mission-Need Statement,
Top-level Requirements, Systems Concept Paper, Decision
Coordination Paper, Program Element Descriptive Summary,
Congressional Data Sheet, Computer Resources Life Cycle
Management Plan, Quick Look Report, Vulnerability
Assessments, Deficiency Letters, and similar documents.
This series may be retired and transferred to NARA in
archival microform. Original documents may be destroyed
after verification of the microform copy.

3. SUMMARIZED TEST DATA. Evaluated test data not included
in OT&E Project Case files.

4. RAW DATA. Unevaluated data collected during OT&E
projects. Data may be in tabular, graphic, or narrative
form, or in electronic form on magnetic tape or CD ROM.
Included in this series is data maintained for OPTEVFOR
by Naval Warfare Assessment Center Corona (NWACC), NWS
Seal Beach under "trusted agent" MOA's.

5. OPTEVFOR TACTICS GUIDES (OTG). Publications issued by

COMOPTEVFOR which provides baseline tactics for operational

employment of new weapons systems.

a. Copies held by other activities.

SSIC 3990
PRODUCTION ACCEPTANCE TEST AND EVALUATION (PAT&E) RECORDS

PAT&E IS THAT TESTING AND EVALUATION CONDUCTED ON PRODUCT-
ION ITEMS TO ENSURE SYSTEMS MEET CONTRACT SPECIFICATIONS

11=3 ~122.

Retire to nearest FRC
when 3 years old.
Destroy when 15 years
old.

Retire to nearest FRC
when 2 years old.
Destroy when 10 years
old.

PERMANENT. Retire to
WNRC when 3 years old.
Transfer to NARA when 20
years old.

Destroy when no longer
required.



AND REQUIREMENTS. PAT&E IS PART OF THE DT&E PROCESS AND
RECORDS SHOULD BE FILED UNDER SSIC 3970.
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