{
A ,
™ REQUEST FOR RECORD

SPOSITION AUTHORITY Q ’ LEAvé aLANK'J -
(See Instructions on reverse) 10B NO
TO: GENERAL SERVICES ADMINISTRATION, Nd’%g- BO’
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE_BE
1. FROM (AGENCY OR ESTABLISHMENT) 2 O ki TR 0
D.EE%RIMENLQF_IHE_HAW NOTIFICATION TO AGENCY
2. MAJOR SUBDIVISION
In accordance with the provisions of 44 U.S.C. 33032 the disposal re-
‘RATIONS guest, including amendments, 1s approved except for items that may
3. MINOR SUBDIVISION be stamped “disposal not approved” or “withdrawn™ in column 10.
N —
AUDIO VISUAL MANAGEMENT BRANCH (Wi THDRA WA/,
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 8/
» )R-/ -5/
HR B Q HI SMIIH ! 3 3 - ggg 1 Duate Archivist of the United States
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.
[J A Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent
retention. d

C. DATE D. SIGNATURE OF AGEN

ciynépne'g.em TIVE E. TITLE
MAY 30 1880 '/7«," -7 4/ Director, Naval Records Mgmt. &
‘ T

. Admin, Services Div
9.
ITEM NO. (With Inciusive Dates o Retantion Periods) SAMPLE R ACTION TAKEN
AUDIOVISUAL RECORDS (SSIC 3150-3158) [// %
Lﬁ %d 7
For complete description of records and proposed _
disposition standards, sée attached. (2- - S

K_/

115-107

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



- . / ’ .
DISPOSAL STANDARDS ; FOR SSIC 3150 - 3158 SERIES

3150 AUDIOVISUAL RECORDS

The audiovisual records described in the foilowing SSIC.series (3150

through 3158) are created, acquired, and accumulated by naval activities

commands, and offices in the course of business and are an integral part
of the Department of the Navy official documentation. They, as 6ther
naval records, are evaluated and disposed of on the basis of/their type,
origin, content, and use in accordance with disposal authority pre-

scribed in this series. -

Audiovisual records include still photographs agd productions with or

without accompanying audio recordings; silent apd so\nd motion picture

scenes, footage, and productions; deo/teleyision relordings and pro-

ductions; audio/radio recordings iong; graphic arts original

c u¥ng historical, legal,
ok two kinds: (1) those created,

naval activities for naval purposes;

of the Navy.

The descri

Records as included in Title 44 of the United States Code, and as pre=-

scribed for retention of Department of Defensesiide holdings of'permanent

audiovisual reco;ds. ENCLOSURE (T-I-




|

(1) PRIMARY PROGRAM RECORDS:

(a) General correspbndence files of the Office of the Lhief of

media records.

Authorized Disposition: PE

Sww’md e ¥
Center, #fexandets—VA when f ‘d, s : e \tional Archives

and Records Service whef

d management responsibil-

improyements, aj7bmp ishments, and organiza-

istal activities. Includes any

Authorized PE Forward to nearest Federal

related ipdexes\or other finding
isposition/

Records Center en five years ol to National Archives

and Records Service whey 25 years oM.
(2) OPERATIONS CORDS: General correspondence files and other
records pertaining/to the audiovisual functions and operations of naval
act:vities, compands, and offices that relate to the management and
operati these audiovisual activities, and not covered elsewhere.

in the SSIC 3150 through 3158 series or other series in this instruction.




Authorized Disposition: TEMPORARY. Destroy when two &ears old,

prowided no longer needed for reference.

(5) GENERAL USE WORKS OF ART AGREEMENTS/RI CORDS*# Includes

R )
ments for general use (intended for use than one audiovisual
production or media product) of works music recordings
and scores; music and sound \effect al personal talent
services; proprietary photogna footagk, audio and
video recordings and grap d and proprietary

audiovisuar\zorks of art

Authorized Dispoé@ti

into the Defehse~Audioyisual\Inforp4iion Systerm (DAVIS) production pro-
ducts da base is agcomplishe¥, the following disposition applies:
initial distyibution for each production is completed,
maintain each report as part of each respective production file for
subsequent djféposition with related audiovisual records as prescribed
51 through 3155 series.

(b) After initial distribution for each production is completed,

forward each report to the respective Defense Audiovisual Agency depository




holding the related production file as pr

3155 series.




3151 STILL’ PHOTOGRAPHY RECORDS - BLACK AND WHITE (B&W) AND COL FILMS -

AND PAPERS

and reversal originals for filmstri

production products] duplicate ne

captions, data sheets, shot

inclusive of approval

ENT STILL PEOTOGRAPHIC RECORDS: Still photographs that

document or depict f£he organization; policies; substantive activities,

functions, fissiofs, procedures, or programmatic responsibilities or devel~-
opmerts; combat/actions; significant personalities; or essential transac-

tions of the eﬁartment of the Navy: or document historical or milestone
events or tters of national importance; or are news releases; or con-
tain 6rmation unique in substance, arrangement, or manner of presenta-

tion and unavailable in another form; or document significant events cr




¥
i
’

phenomena; or utilize a significantly new technology and represent an
advance in the state of the art; or are usuable stock photographs from

still photographic p}:oductions R

Authorized Disposition: PERMANENT. orward ¢ach gri

frsm and
a captioned dupli'c'.ate ‘transparen.cy on, slide, an¢ related fin ai&s

iéitial use

¢

" -pertaining‘to each such record or \‘-n 0f regords;
is completed; monthly or more ofitkr\ whe i e Defense Audio-

visual Activity, .Stil

h\68, \‘- éc stia,
(2) PERMANENT STILY PHQTOGRAPHIC PHODUCTION RE ORDS : Slice sets,

togfaphic productions, and

_-functions, missions,) preg¢edures, or progr

ombalt /a¢fioms; or essegntial t andactions of the Department




Authorized Disposition: PERMANENT. For each ‘eet, film

still photographic production; forward the edited\-ri;inél st

graphic records and related original and master\aufio tape/and dj
A\

R e RN

Ty, located Lo
ashington, DC 20374. b
phbtography

recHrdings, and finding aids which -

or otlherwise tefhnically faulty generated records; except for
ose dishribytion (release) copies of permanent still photographic

oductions described in following paragraph..(4).

Authorized Hisposition: TEMPORARY. After five years or when no

1ong;:\HEEEEET/;hichever'occurs'first, accomplish mandatory disposal

i [

as prescribed by the Department of Defense Precious Metals Recovery

Rrogram, by forwarding monthly or more often when required, through




]
« r

Department of the Navy property disposal ¢hdnnels fgq
ser&icing Defense Property Disposal Offides jand Dgta
(4) DISTRIBUTION COPIES OF STILL PHOTOA AP

(release) copies of slide sets, trana
still photographic productions with

in preceeding paragraphs (2) and

Authorized Disposiftlon: TEMPQRARY.

authorized for use, or po longh <

acceptable use; whichevey odcurd

visual Agency, Aud

Center, Building 168, \Wnatbstia, Washington, D§ 20374.

(5)\ FINDING

ocuﬁépta fMNé¢s indluding
ts

Y RECORDS: Other finding

aids and elff lists, visual aid cards,

data sheet shot contipuities, regview sheets, indexes, caption
roper identification, retrijeval,

described in preceeding par-

PERMANENT. Forward with related still

photygraphy ;zéde as/prescribed in preceeding paragraphs (1) and (2).




3152 MOTION PICTURE PHOTOGRAPHY (CINEMATOGRAPHY) RECORDS-BLACK AND WHITE

r

(B&) AND COLOR

Includes edited and unedited, silent and solind motion/picture original

negatives or reversal originals, related drigihal apd mast

master positives, separation maste- co oy
intermediate motion picture reprod

magnetic film recording

&pr od c 1o

synchronized prin S X i i i release

prints, other mot . ; ) related audio tape and magnetic

film recordings copd . indi i K tions, data sheets,

. \ . ’ 3 3 B
and talent\clearanicgs,) rig earances, distribution e

TION PILTURE PHOTOGRAPHIC RECORDS: Motion picture

the orgakizatiop; policies; substantive activities, functions, missions,

procedures) or pfogrammafic responsibilities or developments; cambat

actions; idant p#rsonalities; or essential transactions of the .

Depaxtment of the Ndvy; or document historical or milestone events or

matters ofTational importance; or are news releases; or contain information N

unique in substance, arrangement, Or manner of presentation and un-



- state of the art; or are usuable outta'eSXTmltr.ms from pe qotion

picture productions; or are permanenf v de tape

Authorized Disposition:

reversal original film and any
magnetic film recordipgs, any
and optical) reproducy

any related sourd

pertaining to ed

completed; mont

Photographic Center,

Silent and sound

missions; or ddcument histoxical or milestone events or matters of

nationa\l i ; or are news releases; or contain information that
is unique I= arrangement or manner of presentation and un-
available in another form; or report significant events or phenomena;

or utilize a sign¥ficant new technology and represent an advance in.

the staté of the art; or are adopted productions acquired by procurements

of or agreements for reproduction rights; or are production file finding

N
-

depict the crganiza- .

74




Authorized Disposition: PERMANENT.O each /production
edited picture work print, conformed

P .
‘ \&inpd pl
with any related separate original an orme

inclusive of the :~--:K~ a
assignment(s) and co tact),
production ue sheets/ gll x

contracts, an istrib

u itifg roll(s)

1" effects

el\régproductions therefirom; a composite

gcript/and productiion approvals, final
talént clearangfés, any rights
outtakes and trims

usab

initial distribution

ENT/MOTION/ PICTURE PHOTOGRAPHIC RECORDS: Motion

interest; or depict or/describe

photog

subjects and activities not directly

,cinematographically, audibly, or otherwise technically

11




i

faulty generated records; except for those/disltribution (release) copies

of permanent motion picture productions d paragraph

(4).

ES OF MOTIOY PICT

\
(release) copieés of\moti 31id
paragraphs (2

Authorize

PRODMOTIONS: Distribution

ed in preceeding

unauthonized for ; hen deteriorated be-
yond acce ta%}é/: : forward to the Defense

eets, shot lists, continuities, review sheets,

catalogs, and other documentation in textual,

graphs (1) and (2).

Authorized Disposition: PERMANENT. Forward with related motion

picture phofography records as prescribed in preceeding paragraphs

(L)=and (2).

12




3153 VIDEO/TELEVISION RECORDINGS RECORDS:/ Inklddes edite unedited,

original and master video tape and disc recordingsy/duplicéte kaster video

tape recordings, disc matrixes or stampers, other/ inte edlste video

recordings reproductions (except vidéo th motigh pict i ansfers

which are found in SSIC 3152), dﬁiiic.»e video tape and diss pies,

release video tape and disc cop \| 2nd related f¥nding ajds such as

\

captions, data sheets, shot/scej ists,

scripts, transcrip
public clearances ; Y ibyrioR /plan
production, .release, and ownership of the

on the origin,

video/televisip

necessary for t . dentifjcatign, retrileval, and use of video/

teleyision reco
"|Ee TELEVLSION RECQRDI RECORDS: Video/television

and related audid\ recgq ngs that document or

rganization; policies; substiyntive activities, functions,

ences, meetingys, operations, techrnigues,

r are news releases; or contain information

arrangement, or manner of preéentation and unavail-
able in another form; or document significant events or phenomena;
or\ utilize a/significantly new technology and represent an advance in

the stateé of the art; or are usuable outtakes and trims from permanent

13




maximum archival retention (included in/S [C\3152). ;%g

Authorized Disposition: PERMANENT. orwarg

video recordings (always first generatipn rdcordip

ubbin video tape copy, any related orxigina
(dubbing) vid p y y rel ) iginal

.§\
WYIDEOYTEY ,
bMctiof

{

procedurds, confefgnce meetings,

X iques, or programmatic

or essential transactions

adver

14




- . . i A & e e ettt e A

permanent video/television productions redprd

picture film records for maximum archi retenti
. \

Authorized Disposition: PERMANE

thereto, inclusive gqf the requ¥rkehents

fipal producti cue sheets,\all leggl and tajent
contracts, and i ibutidn\p
prescribed by pra
completed; to fhe Da

located at Navth c C

\

(3) \WON-PERMA! \‘ VIDEO/TELEVISIQN RECORDENGS RECORDS: Video/

imitaéd administrative us terest; are transitory or of

terest; orf depict or descyibe subjects and activities

rized Difsposition: TEMPORARY. After five years or when no

- 15



Video disc recordings - Destroy

(4) DISTRIBUTION COPIES OF [VIDH ION PRODUCTIONSYy Distribution

ion, located at\ Naval Photographic

n, DC 20374.

VISION RECORDINGS RECORDS:

uding shelf lists, visual

A\thorized Disposifion: PERMANENT. Forward with related video/

tel\vis;§h\xﬁlording records as prescribed in preceeding paragraphs

(1) and (2).

6 ) 5, phot lists, o ydties, review sheets, indexes,
y
\‘ docymefitation in textual, microform,
ble\form necessary for the proper identification, retrieval,




release audio tape and disc copies, and reldted {indiplg aids

captions, data sheets, audio takes/cuts lfsts\ cata ogs, indexes,

duction files inclusive of approval docmments, asgignment documents

clearances, ryights

nhdeo/E€levision (

or

or are

art; or are usuable/outtakes and trims from permanent audio/radio pro- Tl

"ductions.

TZED DISPOSITION: PERMANENT. Forward original or master

17



sudio recordings (always first generation recordifigs

(dubbing) audio tape copy, and related findIqg aids pertafning fo ch

168, Anacostia, Washington,DC 20374, \
(2) PERMANENT AUDIO/RADIO PR 0\ TON_R

e ¢sganifation; policjey; substantive

ductions that document or expla

activities, function

pr..i,..-tlc responsi itd or developments;

r are news reléaSes; or contain in-

gem7ét or manner of presenta-

or stamper, a digf pressing, and the complete production file pertaining

thereto, incldsive of the requirements approval document(s), script

and production assignment(s) and contract(s), script and production

18




legal and talent clearances, any rights contra tsa d a di
'plan; and any usuable outtakes and trims as pihescribed by/prece
paragraph (1); after initial distribution i¥\completed
Audiovisual Activity, Audio/Radio Depositdry, \lopat

graphic Center, Building 168, Anacostl

electronicallyy aud

records; except QY

videoAtelevision A%

A
Y /
Authdrized Ds

needed, whichever occugs first,

(a) Audio tapq recordings — De

(4) DISTRIBUTION COPIES OF AUDIO/RADIO PRODUCTIONS: Distribution

19
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‘covers, publications, displays, exhibits} sti}l pkdtogyaphs,

N .
.

3155 GRAPHIC ARTS RECORDS: Includes original works of art rela

design, development, and production of twodand three-dimensi

aid products for preparation of charts, grapiis,\ posters,

pictures, and video/television records;toveNhead tr

mediate reproductions therefrom; refe*Ync§\c-wies;

aids bearing on the origin, acquigfsionj\ prioduc

\
\

r milWwstone ev

alities; or essent\d qnsagtions jf the Deps

nts gr matteXs of national importance;

21




(2) NON-PERMANENT GRAPHIC ARTS RECORDS:| Wdrks pOf
transparencies, and related finding aids whiwh are t permarjent \records
as prescribed in preceeding paragraph \(1),

generated for limited administrativeluse gr j or arp trans\itory

ficant functii;7( missions,

erated recdrds.

or of a purely loca drest, O jep t

activities not direc
or responsibillityes,

Authorized Disposhitiwp: Y. Aftar fiye years or when no

longer needAi, whidheve irst, accbmpll¥sh\disposal by destroying.

\/

»

/

22




3156 OPTICAL INSTRUMENTATION/DATA RECORDING RE

(5) apply.
(4) VIDEO/T
(5) apply.

(5) AUDIO/? (1) through (5)

through (2) apply.

D DISTRIBUTION RECORDS: SSIC

23
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3157 AUDIOVISUAL DEPOSITORIES AND DISTRIBUTION RﬁdgADS

!
\ .
as) pregcribed in SS%j;;%3150 through

ubsequen position of these

Defense Audiovisual Agendy deposito
3156. \x
Authorized ﬁzéposit on:\ PERMA}

(2) AUDIOVISU
(a
library Xunctiofs/an
Authokxized Dispo

no longer needed for neferencg.
(b) Shel¥ lilst re

\/

ventory\transaction files, Y apd stocking request files,: and

t d
to £

he National Archives

Records, Schedule 21 of

diovisual production copy in-

exhibitioly and attendenc opies which the library is

agcountabl

Authorlized Dispogition: TEMPORARY. ' Destroy two years after all copies

are no_longegr accouptable by the library.

(c) Chargeout records: loan requests, audiovisual production copy

booking filesgy

con records.

24
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Authorized Disposition: TEMPORARY. Destyoy s{x mnths after

returned or accounted for, chargeout card s filled,|or appr

\

has been taken.

25




3158 AUDIOVISUAL PRESENTATION/EXHIBITION RECORDS:

(1) AUDIOVISUAL PRESENTATION/EXHIBITION FELES: 1 cy{rrespondence
files and other records pertaining to audiovisua

functions and operations of naval activities\ co

those audiovisual equipment records de

Authorized DispgsSition: TEMPORAR

no longer needed for \reference.

26




