
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA·NU-2015-0002 

Request for Records Disposition Authority 

Records Schedule Number DM-NU-2015-0002 

Schedule Status Approved 

Agency or Establishment Department of the Navy 

Record Group I Scheduling Group Navy Undifferentiated 

Records Schedule applies to Agency-wide 

Schedule Subject Telecommunications and Information Technology 

Internal agency concurrences will No 
be provided 

Background Information Department of the Navy Records Schedule 2015 revision - Chapter 2 

Item Count 

Number of Total Disposition Number of Permanent Number of Temporary Number of Withdrawn 
Items Disposition Items Disposition Items Dispos1t1on Items 

18 5 13 0 

GAO Approval 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule DAA-NU-2015-0002 

Outline of Records Schedule Items for DAA-NU-2015-0002 

Sequence Number 

1.1 

1.2 

1.3 

1.4 

1.5 

1.6 

1.7 

1 8 

1.9 

1.10 

1.11 

1.12 

1.13 

1.14 

1.15 

1.16 

1.17 

Chapter 2 -Telecommunications and Information Technology 

2000-1 Policy, Strategy, and Planning: 

Disposition Authority Number: DM-NU-2015-0002-0001 


2000-2 OPNAV Communications Centers 

Disposition Authority Number: DM-NU-2015-0002-0002 


2000-3 Equipment Planning and Servicing 

Disposition Authority Number: DM-NU-2015-0002-0003 


2000-4 Information Loss or Compromise, Major Incident 

Disposition Authority Number: DM-NU-2015-0002-0004 


' 
2000-5 Extremely Low Frequency (ELF) Program 

Disposition Authority Number: DM-NU-2015-0002-0005 


2000-6 NATO and Allied switched systems 

Disposition Authority Number: DM-NU-2015-0002-0006 


2000-7 Communications Program Planning 

Disposition Authority Number: DM-NU-2015-0002-0007 


2000-8 Information Loss or Compromise (temporary) 

Disposition Authority Number: DM-NU-2015-0002-0008 


2000-9 Telecommunication Program Management 

Disposition Authority Number: DM-NU-2015-0002-0009 


2000-10 Telecommunication Systems Planning and Implementation 

Disposition Authority Number: DM-NU-2015-0002-0010 


2000-11 Data Standardization 

Disposition Authority Number: DM-NU-2015-0002-0011 


2000-12 Radio Frequency Risk Management 

Disposition Authority Number: DM-NU-2015-0002-0012 


2000-13 International/Domestic Coordination 

Disposition Authority Number: DM-NU-2015-0002-0013 


2000-14 General Correspondence (Information Technology and Communication 
s) 
Disposition Authority Number: DM-NU-2015-0002-0014 

2000-15 General Communications Operations 

Disposition Authority Number: DM-NU-2015-0002-0015 


2000-16 Routine Communications Traffic Handling/Processing 

Disposition Authority Number: DM-NU-2015-0002-0016 


2000-17 Transient Records 
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1.18 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule DAA-NU-2015·0002 

Disposition Authority Number: DM-NU-2015-0002-0017 

2000-18 COMSEC Material System 
Disposition Authority Number: DAA-NU-2015-0002-0018 
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1.1 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule. DAA·NU-2015-0002 

Records Schedule Items 

Sequence Number 

Chapter 2 -Telecommunications and Information Technology 
The records described in this chapter relate to the management and operation 
of all types of communication services, facilities, information technology and 
systems. They are created or accumulated by departmental bureaus, headquarters 
Marine Corps and Navy and Marine Corps offices and field activities that exercise 
management control or formulate and prescribe general communications and 
information technology policies and procedures and by activities and offices 
applying these procedures and providing communication and information 
technology services. Information Technology records describe any technology 
that helps to produce, manipulate, store, communicate, and/or disseminate 
information. Included are records that are created by computers and/or systems 
regarding or involving communications such as cryptology, web site records, 
satellites, etc. These records are created or accumulated by departmental bureaus, 
headquarters Marine Corps and Navy and Marine Corps offices and field activities. 
CIO Information Technology records created via related job duties are included in 
this chapter. Incorporated are records that document DON-wide IT goals; specify 
milestones to be achieved; identify performance measures for the DON's IT 
portfolio; or summarize the underlying principles and approach by which the DON 
will plan for and manage its IT resources. 

2000-1 Policy, Strategy, and Planning: 

Disposition Authority Number DM-NU-2015-0002-0001 

Information relating to the planning and development of telecommunications and 
information technology programs, policies, procedures, methods, and significant 
accomplishments. Files retired under this number are from the immediate offices of 
the commanders named above and from program coordinators and action officers 
under their command. 

Final Disposition Permanent 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

Manual Citation Manual Title 

2000-1 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 I 200011 
Citation 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 

Disposition Instruction 

Cutoff Instruction 

Transfer to the National Archives 
for Accessioning 

Additional Information 

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

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

Electronic/Digital 

Paper 

Microform 

Records Schedule: DAA-NU-2015-0002 

N1-NU-89-1 / 2000/3/A 
N1-NU-89-1 / 2000/4/E 
N1-NU-89-1 / 2014/2/A 
N1-NU-89-1/2021/1 
N1-NU-89-1 / 2201/1 
N1-NU-89-1 / 2207/1 
N1-NU-89-1 / 2250/1 
N1-NU-89-1 / 2281/1 
N1-NU-89-1 / 2300/1 
N1-NU-89-1 / 2300/3/A 
N1-NU-89-1/2316/1/B 
N1-NU-89-1 / 2500/1 
N1-NU-89-1 / 2501/1 
N1-NU-89-1 / 2501/1 
N1-NU-89-1 / 2501/3/A 
N1-NU-89-1 / 2502/2/A 
N1-NU-89-1/2510/1 
N1-NU-89-1/2510/3/A 
N1-NU-89-1 / 2530/1 
N1-NU-89-1 / 2530/3/A 

Cutoff at end of calendar year. 

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

Unknown 
This schedule revision supersedes various Navy 
schedules. 

Every 1 Years 

Estimated Current Volume Annual Accumulation 

10 GB 2GB 

20 Cubic feet 5 Cubic feet 
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1.2 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule DAA-NU-2015-0002 

I Hardcopy or Analog Special 

Media 


2000-2 OPNAV Communications Centers 

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

All incoming and outgoing messages received, relayed or sent (by whatever 
means) by communications centers of CNO; Commander, Pacific Command; and 
Commander, Atlantic Command. 

Fmal Dispos1bon 	 Permanent 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

Manual Citation 	 Manual Title 

2000-2 	 SECNAV M-5210.1 

GRS or Superseded Authority 	 N1-NU-89-1 / 2310/1/A/1 
Citation 	 N1-NU-89-1 / 2310/1/B 

N1-NU-89-1/2310/2/A/1 
N1-NU-89-1 / 2310/2/A/3 

Disposition Instruction 

Cutoff Instruction 	 Cutoff at end of calendar year 

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

Additional Information 

What will be the date span of the Unknown 

initial transfer of records to the 
 This schedule revision supersedes various Navy 
National Archives? 

schedules. Initial transfer under new schedule is 
undetermined. 

How frequently will your agency Every 1 Years 

transfer these records to the 

National Archives? 


IEstimated Current Volume jAnnual Accumulation I 
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1.3 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule· DAA·NU-2015-0002 

Electronic/Digital 100 GB 	 50GB 

Paper 	 100 Cubic feet 10 Cubic feet 

Microform 

Hardcopy or Analog Special 
Media 

2000-3 Equipment Planning and Servicing 

Disposition Authority Number DAA-NU-2015-0002-0003 

Information relating to establishment/disestablishment of communications facilities, 
major changes to communications systems, interoperability of communication 
equipment and systems with allied navies, policies and agreements regarding 
equipment and equipment servicing. 

Final Disposition 	 Permanent 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

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

Do any of the records covered No 

by this item exist as structured 

electronic data? 


Manual Citation 	 Manual Title 

2000-3 	 SECNAV M-5210.1 

GRS or Superseded Authority 	 N1-NU-89-1 I 2083/1 
Citation 	 N1-NU-89-1 / 2089/2 

N1-NU-89-1 / 2206/3/C 
N1-NU-89-1 / 2506/1 
N1-NU-89-1 / 2830/2/A 
N1-NU-89-1/2830/5 
N1-NU-89-1 / 2880/2/A 

Disposition Instruction 

Cutoff Instruction 	 Cutoff at end of Calendar year. 
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1.4 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule· DAA-NU-2015-0002 

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

Additional Information 

What will be the date span of the Unknown 
initial transfer of records to the This schedule revision supersedes various Navy 
National Archives? schedules. Initial transfer under new schedule is 

unknown. 

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

Estimated Current Volumo Annual Accumulation 

Electronic/Digital 10 GB 2GB 

Paper 5 Cubic feet 1 Cubic feet 

Microform 

Hardcopy or Analog Special 
Media 

2000-4 Information Loss or Compromise, Major Incident 

Dispos1t1on Authority Number DAA-NU-2015-0002-0004 

Information relating to major instances of loss or compromise of classified 
cryptographic material. All instances of the loss/compromise of classified 
cryptographic material undergo investigation. It is considered a major incident if the 
investigation determines 1) compromise is confirmed, and 2) probability of damage 
to national security cannot be discounted; or 3) significant activity weakness 
is revealed. Also includes any incident indicating a deliberate compromise of 
classified information or possible indications of foreign government or intelligence 
involvement in collection against the United States. 

Final Disposition Permanent 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 
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1.5 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule DAA·NU-2015-0002 

Manual Citation Manual Title 

2000-4 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1/2212/1/A 
C1tat1on 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

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

Additional Information 

What will be the date span of the Unknown 

initial transfer of records to the 
 This schedule revision supersedes various Navy 
National Archives? 

schedules. Initial transfer is undetermined. 

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

National Archives? 


Estimated Current Volume Annual Accumulation 

Electronic/Digital 5GB 1 GB 

Paper 5 Cubic feet 1 Cubic feet 

Microform 

Hardcopy or Analog Special 
Media 

2000-5 Extremely Low Frequency (ELF) Program 

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

Information relating to environmental impact on ELF Program and resulting public 
and congressional interest, at CNO, Naval Computers and Telecommunications 
Command, and Space and Naval Warfare Systems Command. Records which 
document the intense public interest in the ELF program, especially concerning 
health and environmental issues. Includes briefing papers and slides, health 
studies, congressional correspondence, photographs and press briefings. 

Final D1spos1tion Permanent 

Item Status Active 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule. DAA·NU-2015-0002 

Is this item media neutral? Yes 

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

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

Manual Citation Manual Title 

2000-5 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2046/1 
Citation 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Transfer to the National Archives Transfer to the National Archives 20 year(s) after 
for Accessionrng cutoff 

Additional Information 

What will be the date span of the Unknown 
mit1al transfer of records to the This schedule revision supersedes various Navy 
National Archives? 

schedules. Initial transfer is undetermined. 

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

Estimated Current Volume Annual Accumulation 

Electronic/Digital 5GB 1 

Paper 5 Cubic feet 1 Cubic feet 

Microform 

Hardcopy or Analog Special 
Media 

2000-6 NATO and Allied switched systems 

Disposition Authority Number DAA-NU-2015-0002-0006 
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1.7 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authonty Records Schedule. DAA·NU-2015-0002 

Information pertaining to NATO and Allied switched systems such as the 
NATO Integrated Communication System (NICS), Telegraphic Automatic Relay 
Equipment (TARE), Initial Voice Switching Network (IVSN), the NATO Secure 
Voice System, etc. These systems handle data traffic and voice traffic. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

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

Yes 

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

Yes 

Manual Citation Manual Title 

2000-6 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2072/1 
Citation 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Retention Period Destroy 15 year(s) after cutoff 

Additional Information 

GAO Approval Not Required 

2000-7 Communications Program Planning 

Disposition Authority Number DAA-NU-2015-0002-0007 

Information relating to planning, programming, procurement, or installation of 
manpower, funding or equipment used in the fleet broadcast system to include the 
approval and authorization of frequency allocations, usage of radio frequencies, 
and Army/Navy/Air Force/Coast Guard interoperability standards. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 
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1.8 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule DAA·NU-2015-0002 

Manual Citation Manual Title 

2000-7 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2070/1 
Citation N1-NU-89-1 / 2081/1 

N1-NU-89-1 I 2083/3 
N1-NU-89-1 / 2410/1 
N 1-N U-89-1 I 2440/1 
N1-NU-89-1 / 2830/1 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Retention Period Destroy 10 year(s) after cutoff 

Additional Information 

GAO Approval Not Required 

2000-8 Information Loss or Compromise (temporary) 

Disposition Authority Number DAA-NU-2015-0002-0008 

Information relating to major instances of loss or compromise of classified 
cryptographic material. All instances of the loss/compromise of classified 
cryptographic material undergo investigation. It is considered a minor incident if 
investigation determines 1) minimal risk to national security; or 2) no significant 
command security weakness is found. 

Final Disposition Temporary 


Item Status Active 


Is this item media neutral? Yes 


Do any of the records covered No 

by this item currently exist in 

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


Manual Citation Manual Title 

2000-8 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2212/1/8 
Citation 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Retention Period Destroy 10 year(s) after cutoff 
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1.9 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule. DAA·NU-2015-0002 

Additional Information 

GAO Approval 	 Not Required 

2000-9 Telecommunication Program Management 

Dispos1t1on Authority Number DM-NU-2015-0002-0009 

Information relating to the operation of telecommunications programs [E.G. 
Extremely Low Frequency (ELF), Defense Telephone Systems (DTS), Command 
Switch System (CSS), Navy Administrative Telephone System (NATS), Federal 
Telecommunications Systems (FTS), AUTODIN I and II, AUTOVON/DSN, FleeU 
NATO Broadcast, Wide/Narrow Band programs, and Communication Traffic 
Analysis]. This includes but is not limited to project case files, resourcing, and 
general correspondence. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

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

No 

Manual Citation Manual Title 

2000-9 SECNAV M-5210.1 

GRS or Superseded Authority 	 N1-NU-89-1 / 2031/1 
Citation 	 N1-NU-89-1 /2032/1 

N1-NU-89-1 / 2044/1 
N1-NU-89-1 / 2046/2 
N1-NU-89-1 / 2060/1 
N1-NU-89-1 / 2061/1 
N1-NU-89-1 / 2063/1 
N1-NU-89-1 / 2066/1 
N1-NU-89-1/2069/1 
N1-NU-89-1 / 2070/3 
N1-NU-89-1 / 2071/1 
N1-NU-89-1/2071/2 
N1-NU-89-1 / 2073/1 
N1-NU-89-1/2081/3 
N1-NU-89-1 I 2086/1 
N1-NU-89-1 / 2089/1 
N 1-N U-89-1 I 2089/4 
N1-NU-89-1 / 2280/1 
N1-NU-89-1 / 2311/1 
N1-NU-89-1 / 2400/1 
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1.10 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule. DAA·NU-2015-0002 

N1-NU-89-1 / 2792/2 
N 1-N U-89-1 I 2797/1 
N1-NU-89-1 / 2801/1 
N1-NU-89-1 / 2803/1 

Disposition Instruction 

Cutoff Instruction 	 Cutoff at end of calendar year. 

Retention Period 	 Destroy 5 year(s) after cutoff 

Additional Information 

GAO Approval 	 Not Required 

2000-10 Telecommunication Systems Planning and Implementation 

Disposition Authority Number DAA-NU-2015-0002-0010 

Information relating to the planning, programming, manpower, funding, and 
procurement or installation of Department of the Navy communication systems. 

Final Dispos1t1on 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other than e­
mail and word processing? 

Manual C1tat1on 	 Manual Title 

2000-10 	 SECNAV M-5210.1 

GRS or Superseded Authority 	 N1-NU-89-1 / 2007 
Citation 	 N1-NU-89-1 / 2008 

N1-NU-89-1/2010 
N1-NU-89-1 / 2012/1 
N1-NU-89-1 / 2012/2 
N1-NU-89-1 / 2012/3 
N1-NU-89-1 / 2012/4 
N1-NU-89-1 / 2020/1 
N1-NU-89-1 / 2021/2 
N1-NU-89-1 / 2026/3 
N1-NU-89-1 / 2040/1 
N1-NU-89-1 / 2041/1 
N1-NU-89-1 / 2042/1 
N1-NU-89-1 / 2043/1 
N1-NU-89-1 / 2045/1 
N1-NU-89-1 / 2047/1 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule· DAA-NU-2015-0002 

N1-NU-89-1 / 2050/1 
N1-NU-89-1/2051/1 
N1-NU-89-1 / 2052/1 
N1-NU-89-1 / 2054/1 
N1-NU-89-1 / 2804/1 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Retention Period Destroy 5 year(s) after cutoff 

Additional Information 


GAO Approval Not Required 


1.11 	 2000-11 Data Standardization 

Disposition Authority Number DM-NU-2015-0002-0011 

Information pertaining to the standardization of data elements in order that identical 
data in various systems are uniformly identified, defined, coded, and sequenced. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 

by this item currently exist in 

electronic format{s) other thane-

mail and word processing? 


Manual Citation Manual Title 

2000-11 SECNAV M-5210.1 

GRS or Superseded Authority N 1-NU-86-3 / 12292/1 
Citation 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year 

Retention Period Destroy 5 year(s) after cutoff 

Additional Information 


GAO Approval Not Required 


1.12 	 2000-12 Radio Frequency Risk Management 

Disposition Authority Number DM-NU-2015-0002-0012 

Information relating to the effect of radio frequency energy on personnel, 
flammable mixtures, ordnance and communications and electronic equipment from 
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1.13 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule. DAA·NU-2015-0002 

a hazard standpoint. (Exclude policy and standard procedure records covered by 
SSIC 5100, Safety and Occupational Health.) 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

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

No 

Manual Citation Manual Title 

2000-12 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2460/3 
C1tat1on 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year 

Retention Period Destroy 6 year(s) after cutoff 

Additional Information 

GAO Approval Not Required 

2000-13 International/Domestic Coordination 

D1spos1t1on Authority Number DAA-NU-2015-0002-0013 

Information relating to interoperability of communications equipment to be sold, 
leased or loaned, or pertaining to the exchange of communication information 
between the Navies of Australia, Canada, New Zealand, the United Kingdom and 
the United States; between the United States and other NATO countries; and 
between the United States and individual foreign countries (bilateral) and regions; 
and information relating to the coordination between the military services and the 
federal government of air traffic control. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

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

Do any of the records coverod Yes 
by this item exist as structured 
electronic data? 
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Request for Records Disposition Authority Records Schedule. DAA-NU-2015-0002 

Manual Citation Manual Title 

2000-13 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2830/2/B 
Citation N1-NU-89-1 / 2830/6 

N1-NU-89-1 / 2830/7 
N1-NU-89-1 / 2830/8 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Retention Period Destroy 5 year(s) after cutoff 

Additional Information 

GAO Approval Not Required 

2000-14 General Correspondence (Information Technology and Communications) 

Dispos1t1on Authority Number DM-NU-2015-0002-0014 

Information accumulated in connection with the routine, day-to-day, administration 
and operation of Navy and Marine Corps communications programs. 

Fmal Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

Manual Citation Manual Title 

2000-14 SECNAV M-5210.1 

GRS or Superseded Authority N1-NU-89-1 / 2000/2 
Citation N1-NU-89-1/2013/1 

N1-NU-89-1 / 2014/1 
N1-NU-89-1 / 2015/1 
N1-NU-89-1/2016/1 
N1-NU-89-1 I 2030/1 
N1-NU-89-1 / 2060/2 
N 1-N U-89-1 I 2070/2 
N1-NU-89-1 / 2074/1 
N1-NU-89-1 I 2080/1 
N1-NU-89-1 / 2081/2 
N1-NU-89-1 / 2089/3 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Dlspositjon Authonty 

Disposition Instruction 

Cutoff Instruction 

Retention Period 

Records Schedule: DAA-NU-2015-0002 

N 1-N U-89-1 I 2092/1 
N1-NU-89-1 / 2093/2 
N1-NU-89-1 / 2093/3 
N1-NU-89-1 / 2099/1 
N1-NU-89-1 / 2099/1 
N1-NU-89-1 / 2110/1 
N1-NU-89-1 / 2120/1 
N1-NU-89-1 / 2130/1 
N1-NU-89-1 / 2140/1 
N1-NU-89-1 / 2150/1 
N1-NU-89-1/2160/1 
N1-NU-89-1/2180/1 
N1-NU-89-1 / 2200/1 
N1-NU-89-1 / 2250/2 
N1-NU-89-1 / 2280/2 
N1-NU-89-1 / 2280/7 
N1-NU-89-1 / 2284/1 
N1-NU-89-1 / 2300/2 
N1-NU-89-1 / 2311/3 
N1-NU-89-1/2313 
N1-NU-89-1 / 2320/1 
N1-NU-89-1 / 2321/1 
N1-NU-89-1 / 2322/1 
N1-NU-89-1 / 2340/1 
N1-NU-89-1 / 2341/1 
N1-NU-89-1 / 2342/1/A 
N1-NU-89-1 / 2342/1/B 
N1-NU-89-1 / 2343/1 
N1-NU-89-1 / 2344/1 
N1-NU-89-1 / 2345/1 
N1-NU-89-1 / 2500/2 
N1-NU-89-1 / 2501/2 
N1-NU-89-1 / 2510/2 
N1-NU-89-1 / 2530/2 
N1-NU-89-1 / 2710/1 
N1-NU-89-1 / 2720/1 
N1-NU-89-1 / 2730/1 
N1-NU-89-1 / 2740/1 
N1-NU-89-1 I 2750/1 
N1-NU-89-1 / 2802/1 

Cutoff at end of calendar year. 

Destroy 3 year(s) after cutoff 
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1.15 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule· DAA-NU-2015-0002 

Additional Information 

GAO Approval 	 Not Required 

2000-15 General Communications Operations 

D1spos1t1on Authority Number DAA-NU-2015-0002-0015 

Information relating to general transactions, the day-to-day administration, and 
operation of communications programs. This includes but is not limited to Satellite 
Communications Systems, Military Affiliate Radio System, COMSEC equipment 
installation, COMSEC Material System, communications. traffic handling/ 
processing, radio interference, electromagnetic compatibility; Fleet Operational 
Telecommunications Program (FOTP); Operational Readiness Evaluation (OPE); 
telecommunications quality monitoring and control; afloat communication support; 
and the general operation of defense communications systems. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

ManuAI Citation 	 Manual Tille 

2000-15 	 SECNAV M-5210.1 

GRS or Superseded Authority 	 N1-NU-89-1 / 2050/2 
Citation 	 N1-NU-89-1 / 2093/1 

N1-NU-89-1 / 2093/4 
N1-NU-89-1 / 2206/1/A 
N 1-N U-89-1 I 2206/1 /B 
N1-NU-89-1 / 2206/1/C 
N1-NL!-89-1 / 2206/2/A 
N1-NU-89-1 / 2206/2/B 
N1-NU-89-1 I 2206/2/C 
N1-NU-89-1 / 2206/3/A 
N1-NU-89-1 / 2206/3/B 
N1-NU-89-1 I 2206/3/B/1 
N1-NU-89-1 / 2206/3/B/2 
N1-NU-89-1 / 2210/1 
N1-NU-89-1 I 2280/10 
N1-NU-89-1 / 2280/3/C 
N1-NU-89-1 I 2280/3/J 
N1-NU-89-1 / 2280/3/K 
N1-NU-89-1 / 2310/3/A/2 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0002 

N1-NU-89-1 / 2310/3/A/3 
N1-NU-89-1 I 2210/3/A/7 
N1-NU-89-1 / 2310/4/8 
N1-NU-89-1/2310/5/A/2 
N1-NU-89-1 / 2310/5/A/3 
N1-NU-89-1/2310/5/A/7 
N1-NU-89-1 / 2310/6/8 
N1-NU-89-1/2310/7 
N1-NU-89-1 / 2311/2/8 
N1-NU-89-1/2314 
N1-NU-89-1/2316/1/A 
N1-NU-89-1 / 2400/2 
N1-NU-89-1 / 2400/3 
N1-NU-89-1 / 2410/2/8 
N1-NU-89-1 / 2420/1 
N 1-N U-89-1 I 2420/2 
N1-NU-89-1 / 2420/3 
N1-NU-89-1 / 2420/4 
N1-NU-89-1 / 2430/1 
N1-NU-89-1 / 2450/1 
N1-NU-89-1 / 2450/2 
N1-NU-89-1 / 2450/3 
N1-NU-89-1 / 2450/4 
N1-NU-89-1 I 2450/5 
N1-NU-89-1 / 2460/1 
N1-NU-89-1 / 2460/2 
N1-NU-89-1 / 2521/1 
N1-NU-89-1 / 2522/1 
N1-NU-89-1 / 2023/1 
N1-NU-89-1 / 2023/2 
N1-NU-89-1 / 2023/3 
N1-NU-89-1 / 2026/1 
N1-NU-89-1 / 2026/2 
N1-NU-89-1 / 2083/2 
N1-NU-89-1 / 2095/1 
N1-NU-89-1 / 2096/1 
N1-NU-89-1 / 2097/1 
N1-NU-89-1 / 2098/1 
N1-NU-89-1 / 2100 
N 1-N U-89-1 I 2206/1 /D 
N1-NU-89-1 / 2300/3/8 
N1-NU-89-1 I 2310/5/A/4 
N1-NU-89-1 / 2310/5/8/1 
N1-NU-89-1 / 2319/1 
N1-NU-89-1 / 2324/1 
N1-NU.-89-1/2410/2/A 
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1.16 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0002 

Disposition Instruction 

Cutoff Instruction 

Retention Period 

Additional Information 

GAO Approval 

N1-NU-89-1 / 2502/1 
N 1-N U-89-1 I 2506/2 
N1-NU-89-1 / 2760/1 
N1-NU-89-1 I 2760/2 
N1-NU-89-1 / 2780/1 
N1-NU-89-1 / 2780/2 
N1-NU-89-1 / 2790/1 
N1-NU-89-1 / 2791/1 
N1-NU-89-1 / 2782/1 
N1-NU-89-1 / 2793/1 
N1-NU-89-1 / 2830/3 
N1-NU-89-1 / 2830/4 
N1-NU-89-1 / 2860/1 
N1-NU-89-1 / 2880/1 

Cutoff at end of calendar year. 

Destroy 3 year(s) after cutoff. 

Not Required 

2000-16 Routine Communications Traffic Handling/Processing 

Dispos1t1on Authority Number DAA-NU-2015-0002-0016 

Includes routine communications traffic handling/processing such as naval 
messages received/sent. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of tho records covered 
by this 1lem currently exist in 
electronic format(s) other thane-

No 

mail and word processing? 

Manual Citation 

2000-16 

GRS or Superseded Authority 
Citation 

Electronic Records Archives 

Manual Title 

SECNAV M-5210.1 

N1-NU-89-1 / 2092/2 

N 1-N U-89-1 I 2093/5 

N1-NU-89-1 / 2099/2 

N1-NU-89-1 / 2310/3/A/1 

N1-NU-89-1/2310/3/A/5 

N1-NU-89-1 / 2310/3/A/6 
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1.17 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authonty Records Schedule· DAA-NU-2015-0002 

N1-NU-89-1 / 2310/3/A/8 
N1-NU-89-1 / 2310/3/A/9 
N1-NU-89-1/2310/3/B/1 
N 1-N U-89-1 I 231 0/3/B/2 
N1-NU-89-1 / 2310/3/C 
N1-NU-89-1/2310/4/A 
N1-NU-89-1 / 2310/4/C 
N1-NU-89-1/2310/4/D 
N1-NU-89-1 / 2310/4/E 
N1-NU-89-1 / 2310/4/F 
N 1-N U-89-1 I 2310/4/G 
N1-NU-89-1 I 2310/5/A/1 
N1-NU-89-1 / 2310/5/A/5 
N1-NU-89-1 I 2310/5/A/6 
N1-NU-89-1/2310/5/A/8 
N1-NU-89-1/2310/5/A/9 
N1-NU-89-1/2310/5/B/2 
N1-NU-89-1 / 2310/6/A 
N1-NU-89-1 / 2311/2/A 
N 1-N U-89-1 I 2325/1 
N1-NU-89-1 / 2790/2 

Disposition Instruction 

Cutoff Instruction Cutoff at end of calendar year. 

Retention Penod 6 months after cutoff. 

Additional Information 

GAO Approval Not Required 

2000-17 Transient Records 

Disposition Authority Number DAA-NU-2015-0002-0017 

Information related to information management and telecommunications that has 
minimal or no documentary or evidential value. Includes routine communications 
traffic handling/processing such as naval messages received/sent. 

Final D1spos1t1on Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format(s) other than e­
mail and word processing? 

IManual Citation IManual Tille 
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1.18 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authonty Records Schedule· DAA-NU-2015-0002 

12000-11 

GRS or Superseded Authority 
Citation 

Disposition Instruction 

Cutoff Instruction 

Retention Period 

Additional Information 

GAO Approval 

ISECNAV M-5210.1 

N 1-N U-89-1 I 2280/3/B 
N1-NU-89-1 / 2280/3/D 
N1-NU-89-1 / 2280/3/E/1 
N1-NU-89-1 I 2280/3/G 
N1-NU-89-1 / 2280/3/H 
N1-NU-89-1 / 2280/4/A 
N1-NU-89-1 / 2280/4/B 
N1-NU-89-1 / 2280/9 
N1-NU-89-1 / 2310/6/C 
N1-NU-89-1/2310/6/D 
N1-NU-89-1 /2310/6/E 
N1-NU-89-1/2310/6/F 
N1-NU-89-1 / 2251/1 
N1-NU-89-1 / 2252/1 

Cutoff at end of calendar year. 

6 months after cutoff. 

Not Required 

2000-18 COMSEC Material System 


Disposition Authority Number DM-NU-2015-0002-0018 


Information relating to COMSEC Material System and the accounting, distribution, 

and stowage of COMSEC material. 


Fmal Disposition Temporary 


Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered Yes 

by this item currently exist in 

electronic format(s) other thane-

mail and word processing? 


Do any of the records covered No 

by this item exist as structured 

electronic data? 


Manual C1tat1on Manual Title 

2000-18 SECNAV M-5210.1 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 

GRS or Superseded Authority 
Citation 

Disposition Instruction 

Retention Period 

Additional Information 

GAO Approval 

Records Schedule: DAA-NU-2015-0002 

N1-NU-89-1 / 2280/11 
N1-NU-89-1 / 2280/3/A 
N1-NU-89-1 / 2280/3/F 
N 1-N U-89-1 I 2280/3/1 
N1-NU-89-1 / 2280/3/M 
N1-NU-89-1 / 2280/5 
N1-NU-89-1/2282/1 
N1-NU-89-1 / 2283/1 
N1-NU-89-1 / 2285/1 

Destroy or delete following COMSEC procedures. 

Not Required 

Electronic Records Archives Page 24 of 26 PDF Created on. 07/0612016 



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-NU-2015-0002 

Agency Certification 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records 

proposed for disposal in this schedule are not now needed for the business of the agency or will not be needed after the retention 

periods specified. 

Signatory Information 

Date Action By Title Organization 

08/21/2015 Certify Joel Westphal Deputy Director, Dir 
actives and Records 
Management 

Department of the Navy 
- Department of the 
Navy 

03/01/2016 Return for Revisio 
n 

Steven Rhodes Senior Appraisal Arc 
hivist 

National Archives and 
Records Administration 
- Records Management 
Services 

03/15/2016 Submit For Certific 
ation 

Brent Dockter Records Manageme 
nt Analyst 

Chief of Naval 
Operations staff ­
DNS-5 

03/15/2016 Certify Joel Westphal Deputy Director, Dir 
actives and Records 
Management 

Department of the Navy 
- Department of the 
Navy 

06/21/2016 Submit for Concur 
rence 

Steven Rhodes Senior Appraisal Arc 
hivist 

National Archives and 
Records Administration 
- Records Management 
Services 

06/29/2016 Concur Margaret 
Hawkins 

Director of Records 
Management Servic 
es 

National Records 
Management Program 
- ACNR Records 
Management Serivces 

06/29/2016 Concur Laurence 
Brewer 

Director, National R 
ecords Management 
Program 

National Archives and 
Records Administration 
- National Records 
Management Program 

07/01/2016 Approve David Ferriera Archivist of the Unite 
d States 

Office of the Archivist ­
Office of the Archivist 
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SSIC/No. Series Title 

2000 Telecommunications and 

Information Technology: 

2000-1 Polley, Strategy and 

Planning: 

2000.1 

GENERAL 

TELECOMMUNICATIONS 

SYSTEMS RECORDS 

2000.3a 

GENERAL 

TELECOMMUNICATIONS 

SYSTEMS RECORDS 

2000.4a 

GENERAL 

TELECOMMUNICATIONS 

SYSTEMS RECORDS 

2014.2a 2. CONTINGENCY PLANS. 

Description of Records Cutoff Disposition Ret. DAU 

The records described in N/A N/A x N/A 

this chapter relate to the 

management and 

operation of all types of 

communication services, 

facilities, information 

technology and systems. 

They are created or 

accumulated by 

departmental bureaus, 

headquarters Marine 

Corps and Navy and 

Marine Corps offices and 

field activities that 

exercise management 

Information relating to the PERMANENT: Cutoff at x 

planning and development end of calendar year. 

of telecommunications Transfer to the National 
f,.nt!' "' - """ • "" i::n U<•"PC ,.ftAP 
1. PRIMARY PRUl:IKAM 

Permanent. Retire to the p 
CORRESPONDENCE. FILES 

OF THE OFFICE OF THE 

CHIEF OF NAVAL 

OPERATIONS (OPNAV) 

Washington National 

Records Center (WNRC) 

when 10 years old. 

Transfer to the National 
Nl-NU-89-1/2000/1 

(N6), COMMANDER, 
Archives and Records 

NAVAL COMPUTER AND 

TELECOMMUNICATIONS 
1r-n.. -· '"··- INrrr1 ,. .. ,n 

Administration (NARA) 

when 20 years old. 

3. Permanent. Transfer to p 
TELECOMMUNICATIONS WNRC when superseded, 

PUBLICATIONS AND cancelled, or no longer Nl-NU-89-l / 2000/3/A 

INSTRUCTIONS. required for reference, 

a Records set. IOne conv whichever is earlier. 
4. Permanent. Transfer to p 
TELECOMMUNICATIONS nearest FRC when 

PLANS ISSUED BY superseded, cancelled, or Nl-NU-89-1 / 2000/4/E· 

ECHELON 1 (CHIEF OF no longer needed for 

NAVAL OPERATIONS reference whichever is 
Permanent. Retire to p 
WNRC when superseded, 

a. Record copy. cancelled, or no longer Nl-NU-89-l / 2014/2/A 

required for reference, 

whichever is earlier. 



1. PRIMARY PROGRAM p 

2021.1 

WORLDWIDE MILITARY 
COMMAND AND 
CONTROL SYSTEMS 
(WWMCCS) RECORDS 

RECORDS. Records 
accumulated by CNO and 

Commander, Space and 
Naval Warfare Systems 
Command relating to 
preparing, coordinating, 

Permanent. Retire to 
WNRC when S years old. 
Transfer to National 
Archives when 20 years 
old. 

Nl-NU-89-1/2021/1 

......ftft ~I ~ ..ft•• ftft 

, .... 11111d'~ w .. 
correspondence 

-ic:1 11w11-UL• "Cl.II~•••-

Commander, Naval 
p 

accumulated by Security Group Activity, 

• Commander, Naval Attn: N14-Archives, 9800 

Security Group relating to Savage Road, Suite 6S8S, 

communications security Fort George G. Meade, 

within the Department of MD 207SS, when 2 years 

COMMUNICATIONS the Navy including plans, old. Transfer to NARA 

2201.1 
SECURITY (COMSEC) 
RECORDS. POLICY AND 

doctrine programming and 
guidance developed by 

entire record series or S-
year blocks thereof, if 

Nl-NU-89-l / 2201/1 

DOCTRINE naval security agency (nsa) unclassified or 

and the cno and declassified, when SO 

development and years old or sooner. 

promulgation of Records series for which 

procedural instructions special protection has 

applicable to the been extended beyond SO 

Department Of The Navy's years will be re-reviewed 
- .­

2207.1 
OPERATING AND 
MAINTENANCE MANUALS 

1. Record copy maintained 
bv croeram sconsor. 

Permanent. Transfer to 
NARA Der SSIC 2201. 

p 
Nl-NU-89-1/2207/1 

·c1 ll1u11""1IL ~CLllC-W ........ 

Commander, Naval 
p 

Security Group Activity, 
Attn: N14-Archives, 9800 
Savage Road, Suite 6S8S, 
Fort George G. Meade, 
MD 207SS, when 2 years 

1. PRIMARY PROGRAM old. Transfer to NARA 

22S0.1 
CRYPTOGRAPHIC 
EQUIPMENT, GENERAL 

RECORDS relating to policy 
and procedures regarding 

entire record series of S 
year blocks thereof, 1f 

Nl-NU-89-1 / 22S0/1 

cryptographic equipment. unclassified or 
declassified, when SO 
years old or sooner. 
Records series for which 

special protection has 
been extended beyond SO 
years will be re-reviewed ,_ 



.L ••--•"'~ ,_,.,..,11g LU 

development and 

_,,,, ..,,_,, •• ,,....,.,.t:;: LU• 

Commander, Naval 
p 

implementation of plans, Security Group Activity 

policy, procedures, Attn: N14-Archives 9800 

doctrine, programming Savage Road, Suite 6S85 

and guidance both internal Fort George G. Meade, 

and external to the MD 20755 when 2 years 

Communications Security old Transfer to NARA 

2281.1 
POLICY, PLANS AND 

PROCEDURES 

Material System, 

accumulated at the Office 

entire records series or 5­

year blocks thereof, if 
Nl-NU-89-1 / 2281/1 

of the Director, CMS and unclassified or 

at the CNO level. Includes declassified, when SO 

records relating to liaison years old or sooner. 

and coordination matters Records series for which 

and development and special protection has 

issuance of procedural been extended beyond SO 

instructions applicable to years will be re-reviewed 
·­

2300.1 

GENERAL 

COMMUNICATIONS 

METHODS AND 

PROCEDURES RECORDS 

1. FILES OF OPNAV (N6), 

Space And Naval Warfare 

Systems Command and 

The Naval Computer and 

Telecommunications 

Permanent. Retire to the 
p 

WNRC when 10 years old. 

Transfer to NARA when 20 

years old. 

Nl-NU-89-1 / 2300/1 

2300.3a 

GENERAL 

COMMUNICATIONS 

2 ACTIVITIES GENERAL 

CORRESPONDENCE FILES. 
Permanent Apply SSIC 

2000.3. 

p 

Nl-NU-89-l / 2300/3/A 

METHODS AND Files include reoorts and 
1 Records filed at NCTC Permanent Retire to FRC p 

2316.lb 
TRAFFIC STATISTICAL 

DATA RECORDS 

concerning trends and 

statistics for message 

when 10 years old. 

Transfer to NARA when 20 
Nl-NU-89-1/ 2316/1/B 

traffic volumes manual vearsold. 

2500.1 
SI COMMUNICATIONS 

RECORDS ­ GENERAL 

1. PRIMARY PROGRAM 

CORRESPONDENCE. 

Records of OPNAV, 

Commander, Naval 

Security Group 

(COMNAVSECGRU), 

Director, Office of Naval 

Intelligence and flag level 

headquarters, such as 

memoranda, letters, 

messages, reports and 

attachments, 

documenting high level 

Department of the Navy SI 

communications policy. 

-• 1 , , .. , ''--' ••• 111COLll C LV 

Commander, Naval 

Security Group Activity, 

Attn: N14-Archives, 9800 

Savage Road, Suite 6585, 

Fort George G. Meade, 

MD 20755, when 2 years 

old. Offer to NARA entire 

record series or 5-year 

blocks thereof, if 

unclassified or 

declassified, when SO 

years old or sooner. 

Records series for which 

special protection has 
~n 

p 

Nl-NU-89-1/2500/1 



2S01.1 

SI COMMUNICATIONS 
PLANNING AND 

MANAGEMENT 

1. PRIMARY PROGRAM 
RECORDS. Records relating 
to the Naw's DOlicv and 

Permanent. Transfer to 
NARA per par. 2SOO.l. 

p 
Nl-NU-89-1 / 2S01/1 

2S01.3a 
SI COMMUNICATIONS 
PLANNING AND 

3. PLANS. 
a. Record coDv of Navy-

Permanent. Transfer to 
NARA Der Dara. 2500.1. 

p 
Nl-NU-89-1/2S01/3/A 

-· '·-· ·-~ n ••• ,11;;.,11 .... ""'' 

Commander, Naval 
p 

Security Group Activity, 
Attn. N14-Arch1ves, 9800 
Savage Road, Suite 658S, 
Fort George G. Meade, 

2. PUBLICATIONS. MD 207SS, when 2 years 

2so2.2a 
SI COMMUNICATION 
PROCEDURES 

a. Official record copy 
developed by program 

old. Offer to NARA entire 
record series or 5-year 

Nl-NU-89-l / 2502/2/A 

sponsor. blocks thereof, 1f 
unclassified or 
declassified, when SO 
years old or sooner. 
Records series for which 
special protection has 

~l!r~~... - .u. ~n 
.L• ... ,,,.....,,, '""··--·""'··· 

CORRESPONDENCE. Commander, Naval 
p 

Records of OPNAV, Security Group Activity, 
COMNAVSECGRU, flag Attn: N14-Archives, 9800 
level headquarters and the Savage Road, Suite 6S8S, 
office of program sponsor. Fort George G. Meade, 
Includes: plans for MD 207SS, when 2 years 

2S101 
SI COMMUNICATIONS 
SYSTEMS - GENERAL 

installation and concepts 
of operations; records 

old. Offer to NARA entire 
record series or S-year 

Nl-NU-89-1 / 2510/1 

relating to actual blocks thereof, if 

installation and concepts unclassified or 

of operations, and records declassified, when SO 

relating to actual years old or sooner. 

installation schedules and Records series for which 

system obsolescence and 
- --· 

special protection has 
~n 

2S10.3a 
SI COMMUNICATIONS 
SYSTEMS - GENERAL 

3. PUBLICATIONS. 
a. Official record copy 

Permanent. Apply para. 
2S10.1. 

p 
Nl-NU-89-l / 2510/3/A 



SI TACTICAL 

2530.1 COMMUNICATIONS­

GENERAL 

SI TACTICAL 
2530.3a 

COMMUNICATIONS ­

2000-2 	 OPNAV Communications 

Centers: 

TRAFFIC 

2310.la(l) HANDLING/PROCESSING 

RECORDS 
TRAFFIC 

2310 lb HANDLING/PROCESSING 

RECORDS 

TRAFFIC 

2310.2a(l) HANDLING/PROCESSING 

RECORDS 

TRAFFIC 

2310.2a(3) HANDLING/PROCESSING 

RECORDS 

2000-3 	 Equipment Planning and 

Servicing: 

·.Lo fUIW"l-llf ,.. 
CORRESPONDENCE. 

Records of OPNAV, 

COMNAVSECGRU, flag 

headquarters and the 

office of program sponsor. 

Includes plans for 

installation, concept of 

operations and records 

relating to actual 

installation schedules and 

systems obsolescence and 

removal. For routine 

administrative 

correspondence at these 
~~-~ 

3. PUBLICATIONS. 

a. Official record coov 

All incoming and outgoing 

messages received, 

relayed or sent (by . ·mp,.ndhv 
1.0PNAV 

COMMUNICATIONS 

CENTER. 
1.0PNAV 

COMMUNICATIONS 

CENTER 
2. COMMANDER IN CHIEF 

U.S. PACIFIC COMMAND 

(USCINCPAC) and 

COMMANDER IN CHIEF 

U.S. ATLANTIC COMMAND 

(USACOM) 
ICO~A11A111111r.&.T1n111c: 

2. COMMANDER IN CHIEF 

U.S. PACIFIC COMMAND 

(USCINCPAC) and 

COMMANDER IN CHIEF 

U.S. ATLANTIC COMMAND 

(USACOM) 
lrn~AMI •~ .. ll " ·­

Information relating to 

establishment/disestablish 

ment of communications 

-····-··-~"·• alol!l;;l.111!1;; "'"'" p 
Commander, Naval 

Security Group Activity, 

Attn· N14-Archives, 9800 

Savage Road, Suite 6585, 

Fort George G. Meade, 

MD 20755, when 2 years 

old. Offer to NARA entire 

record series or 5-year 

blocks thereof, if 

unclassified or 

declassified, when 50 

years old or sooner. 

Records series for which 

special protection has 
~n 

Permanent. Apply SSIC p 

suboara~raoh 2530.1. 

PERMANENT: Cutoff at x 

end of calendar year. 

Transfer to the National 
I A--1.1••-- , .. U&9- 9fl.ap 

Permanent. Cut off file p 

annually. Retire to WNRC 

when 2 vears old. Transfer 
PERMANENT. Cut off p 
annually. Retire to WNRC 

when 2 vears old. Transfer 

p 
Permanent. Cut off file 

annually. Retire to WNRC 

when 2 years old. Transfer 

to NARA when 20 years 

old. 

p 
Permanent. Cut off file 

annually. Retire to WNRC 

when 2 years old. Transfer 

to NARA when 20 years 

old. 

PERMANENT: cutoff at x 

end of calendar year. 

Transfer to the National 

Nl-NU-89-l / 2530/1 

Nl-NU-89-l / 2530/3/A 

Nl-NU-89-l / 2310/1/A/1 

Nl-NU-89-l / 2310/1/B 

Nl-NU-89-l / 2310/2/A/1 

Nl-NU-89-l / 2310/2/A/3 

http:U&9-9fl.ap


20831 

2089.2 

2206.3c 

2S06.1 

2830.2a 

2830.S 

2880.2a 

2000-4 

2212.la 

2000-5 

SUBMARINE BROADCAST 

RECORDS 

NATO BROADCAST 

COMMUNICATIONS 

RECORDS 

COMSEC EQUIPMENT 

INSTALLATION 

SI COMMUNICATIONS 

EQUIPMENT AND 

GENERAL 

COMMUNICATION 

CONSOLIDATION 

RECORDS 

GENERAL 

COMMUNICATION 

CONSOLIDATION 
TELECOMMUNICATIONS 

OPERATING 

Information lass or 

Compromise, Major 

Incidents: 

LOSS OR GOMPROMISE 

1. MULTICHANNEL AND 

SINGLE CHANNEL 

PLANNING RECORDS. 
2. MULTICHANNEL, 

SINGLE CHANNEL, AND 

NATO PLANNING 
3. COMSEC EQUIPMENT 

CONFIGURATION 

CONTROL. Changes and 

modifications to current 

COMSEC eouioment. 
1. MINUTES of board 

meetings and supportini;i 
2. AUS-CAN-NZ-UK-US, 

NATO; AND 

BILATERAL/REGIONAL 

INTEROPERABILITY 

RECORDS. Records 

pertaining to 

interooerabilitu of 
S AGREEMENTS AND 

MEMORANDA OF 

UNDERSTANDING 
2. TELCOR SUMMARY. 

a. Master coov filed at 

Information relating to 

major instances of loss or 

compromise of classified 

cryptographic material. All 

instances of the 

loss/compromise of 
·­

1. Records relating to loss 

or compromise of 

Extremely law Frequency Information relating to 

(ELF) Program 

EXTREMELY LOW 

FREQUENCY (ELF) 

(SUCCESSOR TO 

SEAFARER, SHELF, 

SANGUINE) 

environmental impact on 

ELF Program and resulting 

public and congressional 

interest, at CNO, Naval 
fr,..-., ... , ...__ --..1 

1. RECORDS relating to 

environmental impact on 

ELF Program and resulting 

public and congressional 

interest, at CNO, Naval 

Comnuters and 

Permanent. Retire to FRC p 
when 4 years old. Transfer 

to NARA when 20 years 
Permanent Retire to FRC p 

when 4 years old. Transfer 

to NARA when 20 vears 

p 

Permanent. Transfer to 

NARA per SSIC 2201. 

Permanent. Transfer to p 

NARA per para. 2S00.1. 

p 

Permanent. Retire to 

WNRC when S years old. 

Transfer to NARA when 2S 

years old. 

Permanent. Retire to p 
WNRC when 10 years old 

Transfer to NARA when 2S 
Permanent. Transfer to p 

NARA 2S vears after 

PERMANENT: Cutoff at x 

end of calendar year. 

Transfer to the National 

Archives SO years after 

cutoff. 

Permanent. Transfer to p 

NARA per SSIC 2201. 

PERMANENT: Cutoff at x 

end of calendar year. 

Transfer to the National 

Archives 20 years after 

cutoff. 

p 
Permanent. Retire to 

WNRC when S years old. 

Transfer to NARA when 20 

years old. 

Nl-NU-89-1 / 2083/1 

Nl-NU-89-1 / 2089/2 

Nl-NU-89-l / 2206/3/C 

Nl-NU-89-1 / 2S06/1 

Nl-NU-89-l / 2830/2/A 

Nl-NU-89-1/2830/S 

Nl-NU-89-l / 2880/2/A 

Nl-NU-89-l / 2212/1/A 

Nl-NU-89-1/2046/1 2046.1 



----

- -

2000-6 	 NATO and Allied switched Information pertaining to TEMPORARY: Cutoff at x 
systems: 	 NATO and Allied switched end of calendar year. 


systems such as the NATO Destroy 15 years after 

I ift•••-" 

1. GENERAL 

NORTH ATLANTIC TREATY 
CORRESPONDENCE FILES. 	 Transfer to FRC when 5 

ORGANIZATION 
2072.1 	 Routine files pertaining to years old. Destroy when 30 Nl-NU-89-1 / 2072/1

(NATO)/ALLIED SYSTEMS 
NATO and Allied switched 	 15 years old. 

RECORDS 
svstems such as the NATO 

2000-7 	 ICommunications Program: Information relating to !Trigger(s) !TEMPORARY: Cutoffat Ix l 
(lannlng: 1planning, programming, I !end of calendar year. 

' 
! I 

I !procurement, or I jDestroy 10 years after ; l 
•o.sJ:il.lliUlOD..Of.malJQOJN°• 

I 
l ·---------$IU.Q.ff, 

I . -
I 

SWITCHED SYSTEMS-	 1. PLANNING RECORDS. 10
Retain on board. Destroy 

2070.1 	 NETWORKS RECORDS- General correspondence Nl-NU-89-1/2070/1
when 10 years old. 


GENERAL loertainin!U2J!lannine: for 

1. MULTICHANNEL, AND 	 10

Transfer to FRC when 4 
FLEET BROADCAST 	 SINGLE CHANNEL 

2081.1 	 years old Destroy when Nl-NU-89-1/2081/1
RECORDS 	 PLANNING RECORDS. 

10 years old. 
Records oertainine: to the ·-­3. RESOURCES RECORDS. 	 Retain on board Transfer 10

SUBMARINE BROADCAST 
2083.3 	 Records pertaining to to FRC when 4 years old. Nl-NU-89-1/2083/3

RECORDS 
1 orogramming, 	 Destrov when 10 vears 
1. ALLOCATION RECORDS. 	 Transfer to WNRC on 10

ALLOCATION/ASSIGNMEN

2410.1 Records documenting the revocation of allocation. Nl-NU-89-1 / 2410/1


TRECORDS 
aoolication coordination 	 Destrov 10 vears after 
1. Frequency Usage 	 Destroy when 10 years 10

2440.1 	 USAGE RECORDS Nl-NU-89-1 / 2440/1
Records Records of actual old. 

GENERAL 1. JOINT STANDARDS AND Retire to WNRC when 3 10
2830.1 	 Nl-NU-89-1 / 2830/1

COMMUNICATION 	 INTEROPERABILITY years old. Destrov when 

I 
-	

--- ­12000-a·-	 !Information Loss or j1nformation relating ~Trigger(s) I TEMPORARY: Cutoffat 1·t 
Compromise, Minor 	 •major instances of loss or 1end of calendar year. J 

l
Incident: 	 lcompromise. of class~fied IDestroy 10 years after II 	 II 

Destroy when 10 years old 10
2212 lb LOSS OR COMPROMISE 	 Nl-NU-89-1 / 2212/1/B 

or com romise of 	 or when no Ion er 

2000-9 	 Telecommunication Information relating to the Trigger(s) TEMPORARY: Cutoffat x 
Program Management: 	 operation of end of calendar year. 


telecommunications Destroy 5 years after 


programs [E.G. Extremely cutoff. 


Low Frequency (ELF), 


~-· 

http:�o.sJ:il.lliUlOD..Of


2031.1 WIDE BAND RECORDS 
1. GENERAL 
CORRESPONDENCE FILES. 

Destroy when 5 years old. 
7 

Nl-NU-89-1 / 2031/l 

20321 NARROW BAND RECORDS 
1.GENERAL 
CORRESPONDENCE FILES 

Destroy when S years old 
7 

Nl-NU-89-l /2032/1 

2044.1 
TACAMO (TAKE CHARGE 
AND MOVE OUT) 

1.GENERAL 
CORRESPONDENCE FILES. 

Routine records relatinR to 
Destroy when S years old 

7 
Nl-NU-89-1 / 2044/1 

EXTREMELY LOW 2.GENERAL 7 
2046.2 FREQUENCY (ELF) CORRESPONDENCE FILES. Destroy when 5 years old. Nl-NU-89-1 / 2046/2 

{SUCCESSOR TO Routine files at the above 

20601 
TELEPHONE SYSTEMS 
RECORDS 

1.GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when S vears old. 

7 
Nl-NU-89-1/2060/1 

2061.1 
DEFENSE TELEPHONE 
SYSTEMS IDTSI 

1.GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-NU-89-1/2061/1 

2063.1 
COMMAND SWITCH 
SYSTEM fCSSl 

1. GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 Years old 

7 
Nl-NU-89-1 / 2063/1 

2066.1 
NAVY ADMINISTRATIVE 
TELEPHONE SYSTEM 

1.GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-NU-89-1/2066/1 

2069.1 
FEDERAL 

TELECOMMUNICATIONS 
1. GENERAL 
CORRESPONDENCE FILES 

Retain on board Destroy 
when 5 years old. 

7 
Nl-NU-89-1/2069/1 

2070.3 
SWITCHED SYSTEMS­
NETWORKS RECORDS­

3. RESOURCES RECORDS. 
General corresoondence 

Retain on board. Destroy 
when 5 vears old. 

7 
Nl-NU-89-1/2070/3 

2071.1 
AUTODIN l/AUTODIN II 
RECORDS 

1. INTEGRATED AUTO DIN 
SYSTEM ARCHITECTURE 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2071/1 

2071.2 
AUTODIN 1/AUTODIN II 
RECORDS 

2. AUTODIN I RECORDS 
Records oertaininR to 

Destroy when S years old. 
7 

Nl-NU-89-1/2071/2 

1.GENERAL 7 
2073.1 AUTOVON/DSN CORRESPONDENCE FILES Destroy when 5 years old. Nl-NU-89-1 / 2073/1 

Flies oertainimz to clans 

2081.3 
FLEET BROADCAST 
RECORDS 

3. RESOURCES RECORDS. 
Records oertaining to 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-NU-89-1/2081/3 

2086.1 
ANTI-SUBMARINE 
WARFARE (ASW) (VP) 
BROADCAST RECORDS 

1.GENERAL 
CORRESPONDENCE FILES. 
Flies oertaininR to all 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-NU-89-1/2086/1 

2089.1 
NATO BROADCAST 
COMMUNICATIONS 

1. GENERAL 
CORRESPONDENCE FILES 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-N~-89-1/2089/1 

2089.4 
NATO BROADCAST 
COMMUNICATIONS 

4. RESOURCES RECORDS. 
Records oertaininR to 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2089/4 

1. ROUTINE Transfer to: Commander, 7 
CORRESPONDENCE Naval Security Group 

22801 
COMSEC MATERIAL 
SYSTEM, GENERAL 

concerning COMSEC 
Material System (CMS) 

Activity, Attn: N14­
Archives, 9800 Savage 

Nl-NU-89-1 / 2280/1 

accounts filed in Office of Road, Suite 6585, Fort 
the Director CMS. Geonze G Meade MD 

23111 
TRAFFIC 
ANALYSIS/ENGINEERING 
RECORDS 

1. TRAFFIC ENGINEERING 
RECORDS. Records 
pertaining to the 
develooment of messal!'e 

Destroy when 5 years old. 

7 

Nl-NU-89-1/2311/1 



2400.1 
GENERAL MANAGEMENT 
RECORDS 

1. GENERAL SPECTRUM 
MANAGEMENT RECORDS. 

Retain on board. Destroy 
when 5 vears old. 

7 
Nl-NU-89-1/2400/1 

2792.2 
PRIMARY SUPPORT 
STATION (NAVAL 
COMMUNICATIONS 

2 PRIMARY/SECONDARY 
SHIP/SHORE SYSTEM 
RECORDS. Records 

Retain on board Destroy 
when 5 years old. 

7 
Nl-NU-89-1 / 2792/2 

2797.1 
HIGH COMMAND (HICOM) 

1. HICOM 
COMMUNICATIONS NETS

RECORDS 
RECORDS. Records 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2797/1 

2801.1 
SUBSYSTEM PROJECT 
PLAN (SPP) RECORDS 

1. GENERAL 
CORRESPONDENCE FILE. 
Files oertaining to maier 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-NU-89-1 / 2801/1 

MASTER INSTALLATION 1.GENERAL Destroy when 5 years old 7 
2803.1 INFORMATION PLAN CORRESPONDENCE FILES. or superseded, whichever Nl-NU-89-1 / 2803/1 

(MllP) RECORDS Files oreoared bv maier is later. 

2000-10 Telecommunication Information relating to the Tngger(s) TEMPORARY: Cutoff at x 
Systems Planning and planning, programming, end of calendar year. 
lmnlem .. ntation: manoower fundin" and Destrov 5 vears after 

CIRCUIT MAYFLOWER 7 

2007 
TELECOMMUNICATIONS 
RECORDS 

(AND SUCCESSOR 
PROGRAM TITLES) 

Destroy when 5 years old. Nl-NU-89-1 / 2007 

RECORDS. GENERAL 
CLARINET MERLIN (AND 7 

2008 
TELECOMMUNICATIONS 
RECORDS 

SUCCESSOR PROGRAM 
TITLES) RECORDS 

Destroy when 5 years old. Nl-NU-89-1 / 2008 

GENERAL 
SPECIAL 7 

2010 
TELECOMMUNICATIONS 
RECORDS 

SYSTEMS/NETWORKS (IN 
GENERAL) RECORDS Destroy when 5 years old. Nl-NU-89-1 / 2010 

GENERAL 
1. COMMAND AND 7 

2012.1 TACTICAL NET RECORDS CONTROL (C2), FLEET Destroy when 5 years old. Nl-NU-89-1 / 2012/1 
FLASH NET (FFNl. AND 

2012.2 TACTICAL NET RECORDS 
2. TACTICAL NET 
OPERATIONS RECORDS. 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2012/2 

2012.3 TACTICAL NET RECORDS 
3. TACTICAL NET 
RESOURCES RECORDS. 

Destroy when 5 years old. 
7 

Nl-NU-89-1 / 2012/3 

4. PROJECT 7 
2012.4 TACTICAL NET RECORDS IMPLEMENTATION Destroy when 5 years old. Nl-NU-89-1 / 2012/4 

RECORDS. Records 
1. PROJECT 7 

2020.1 
GENERAL AUTOMATED 
SYSTEMS RECORDS 

IMPLEMENTATION 
RECORDS. Records 

Destroy when 5 years old. Nl-NU-89-1 / 2020/1 

I oertaininl! to all 



WORLDWIDE MILITARY 2.GENERAL 7 

2021.2 
COMMAND AND 

CONTROL SYSTEMS 

CORRESPONDENCE FILES. 
Flies of all other offices 

Retain on board. Destroy 
when S years old. 

Nl-NU-89-1 / 2021/2 

lWWMCCSl RECORDS concerninir the WWMCCS 

2026.3 
RECORDS PERTAINING TO 
SHORE AUTOMATED 
SYSTEMS 

3. AUTOMATED SYSTEMS 

RESOURCES RECORDS. 
Records oertaininir to the 

Retain on board. Destroy 

when 5 years old. 

7 
Nl-NU-89-1/2026/3 

2040.1 
STRATEGIC SYSTEMS 
RECORDS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2040/1 

MINIMUM ESSENTIAL 1.GENERAL 7 

2041.1 
EMERGENCY 
COMMUNICATIONS 

CORRESPONDENCE FILES. 

Files pertaining to 
Destroy when 5 years old. Nl-NU-89-1/2041/1 

NETWORK lMEECNl olanniniz. resources and 
IMPROVED EMERGENCY 1.GENERAL 7 

2042.1 MESSAGE AUTOMATIC CORRESPONDENCE FILES. Destroy when 5 years old. Nl-NU-89-1/2042/1 

TELETYPE SYSTEM Routine files oertaininir to 

2043.1 JCS ALERTING NET (JCSAN) 
1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2043/1 

2045.1 
AIRBORNE NATIONAL 1.GENERAL 
COMMAND POST IABNCPI CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 vears old. 

7 
N1-NU-89-1 / 204S/1 

1. GENERAL 7 

2047.1 VERDIN 
CORRESPONDENCE FILES 
relating to this VLF 

Destroy when 5 years old. Nl-NU-89-1 / 2047 /1 

receiviniz and transmittimz 

2050.1 
SATELLITE 
COMMUNICATIONS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 5 years old. 
7 

Nl-NU-89-1/2050/1 

2051.1 
ASHORE SATCOM 
SYSTEMS 

1.GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 years old. 

7 
Nl-NU-89-1 / 2051/1 

2052.1 
AFLOAT SATCOM 
SYSTEMS 

1.GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 vears old. 

7 
Nl-NU-89-1 / 2052/1 

2054.1 
SATELLITE NAVIGATION 

SYSTEMS 

1. GENERAL 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when 5 vears old. 

7 
Nl-NU-89-1/2054/1 

BASIC ELECTRONICS 1.GENERAL Destroy when 5 years old 7 
2804.1 SYSTEM ENGINEERING CORRESPONDENCE FILES. or superseded, whichever Nl-NU-89-1 / 2804/1 

PLAN (BESEPl RECORDS Files and records of is later. 

2000-11 Data Standardization: Information pertaining to TEMPORARY: cutoff at x 
the standardization of end of calendar year. 

d""" elemi>nts in ordi>r Destrov 5 vea" after 
PERSONNEL DATA 1. Records Pertaining to Retain on board. Destroy 

12292.1 STANDARDIZATION the Standardization of when 5 years old or 7 Nl-NU-86-3 / 12292/1 

RECORDS Data Elements in Order suoerseded whichever is 

2000-12 Radio Frequency Risk Information relating to the Trlgger(s) TEMPORARY: cutoff at x 
Management: effect of radio frequency end ofcalendar year. 

enl'!!rizv on oersonnel Destrov 6 vears after 



3. Rad1at1on Hazard 7 

2460.3 
GENERAL FREQUENCY 
SOUNDERS RECORDS 

(RADHAZ) Records. 
Routine records of the 

Destroy when 6 years old. Nl-NU-89-1 / 2460/3 

effect of radio freauencv 

2000.13 International/Domestic Information relating to Trigger(s) TEMPORARY: Cutoff at x 
Coordination: interoperability of end of calendar year. 

communications Destroy 5 years after 
equipment to be sold, cutoff. 
leased or loaned, or .. .... ~... ­
2. AUS-CAN-NZ-UK-US; 7 

2830.2b 

GENERAL 
COMMUNICATION 
CONSOLIDATION 

RECORDS 

NATO; AND 
BILATERAL/REGIONAL 
INTEROPERABILITY 

RECORDS. Records 
pertaining to 

Destroy when S years old. Nl-NU-89-l / 2830/2/B 

'1ntprnnor;ih11itv nf 
GENERAL 6. MF/HF AND VHF/UHF 7 

2830.6 
COMMUNICATION 
CONSOLIDATION 

EQUIPMENT RECORDS 
Routine administrative 

Destroy when S years old. Nl-NU-89-1/2830/6 

RECORDS and ooerational records 
GENERAL 7. AIR TRAFFIC CONTROL 7 

2830.7 COMMUNICATION RECORDS. Records Destroy when S years old. Nl-NU-89-1/2830/7 
CONSOLIDATION oertainim! to the 
GENERAL 8.AIRCRAFT 7 

2830.8 
COMMUNICATION 
CONSOLIDATION 

COMMUNICATIONS 
PROCEDURES RECORDS. 

Destroy when S years old. Nl-NU-89-1/2830/8 

RECORDS Routine records 

2000.14 General Correspondence Information accumulated Trlgger(s) TEMPORARY: Cutoff at x 
(Information Technology in connection with the end of end of calendar 
and Communications): routine, day-to-day, year. Destroy 3 years 

administration and after cutoff. 
operation of Navy and 

2000.2 
GENERAL 
TELECOMMUNICATIONS 
SYSTEMS RECORDS 

2. ACTIVITIES GENERAL 
CORRESPONDENCE FILES. 

Flies include reports and 
other oaoers relatml! to 

Destroy when 2 years old. 

3 

Nl-NU-89-1/2000/2 

2013.1 
MOBILE-TRANSPORTABLE 

RECORDS 

1. GENERAL 
CORRESPONDENCE FILES 

Destroy when 2 years old. 
3 

Nl-NU-89-1/2013/1 

CONTINGENCY 1.GENERAL 3 
2014.1 COMMUNICATIONS CORRESPONDENCE FILES. Destroy when 2 years old. Nl-NU-89-1/2014/1 

RECORDS Records oertaminl! to 
VISUAL 1.GENERAL 3 

201S.1 COMMUNICATIONS CORRESPONDENCE FILES. Destroy when 2 years old. Nl-NU-89-1/201S/1 
RECORDS Flies oertaininl! to visual 



2016.1 
DEFENSE 
COMMUNICATIONS 

1. General 
Corresoondence Files. 

Destroy when 2 years old. 
3 

Nl-NU-89-1 / 2016/1 

SECURE VOICE SYSTEMS 1.GENERAL 3 
2030.1 (EXCLUDING CORRESPONDENCE FILES. Destroy when 2 years old. Nl-NU-89-1 / 2030/1 

AUTOSEVOCOMl Routine ooerational and 

2060.2 
TELEPHONE SYSTEMS 
RECORDS 

2. TELEPHONE SERVICE 
RECORDS. ReQuests for 

Retain on board. Destroy 
when 1 vears old. 

3 
Nl-NU-89-1/2060/2 

SWITCHED SYSTEMS­ 2. OPERATIONS RECORDS. 3 
2070.2 NETWORKS RECORDS- General correspondence Destroy when 2 years old. Nl-NU-89-1/2070/2 

GENERAL relating to ooerations of 

2074.1 
AUTOSEVOCOM RECORDS 1. GENERAL 
'AND SUCCESSOR CORRESPONDENCE FILES. 

Destroy when 2 years old. 
3 

Nl-NU-89-1 / 2074/1 

2080.1 
GENERAL BROADCAST 
SYSTEMS RECORDS 

1. GENERAL 
CORRESPONDENCE. 
Routine admm1strat1ve 

Destroy when 3 years old. 
3 

Nl-NU-89-1 / 2080/1 

2081.2 
FLEET BROADCAST 
RECORDS 

2. OPERATIONS RECORDS. 
Records pertamim! to the 

Destroy when 2 years old. 
3 

Nl-NU-89-1 / 2081/2 

2089.3 
NATO BROADCAST 
COMMUNICATIONS 

3. OPERATIONS RECORDS. 
Records oertaining to the 

Retain on board. Destroy 
when 2 vears old. 

3 
Nl-NU-89-1 / 2089/3 

2092.1 
COMMERCIAL 

REFILE/CLASS "E" 

1. COMMERCIAL REFILE 
RECORDS. 

Destroy when 1 year old. 
3 

Nl-NU-89-1 / 2092/1 

2093.2 
MILITARY AFFILIATE 
RADIO SYSTEM 

2. EXCESS EQUIPMENT 
RECORDS. Includes 

Destroy when 2 years old. 
3 

Nl-NU-89-1/2093/2 

MILITARY AFFILIATE 3.GENERAL 3 
2093.3 RADIO SYSTEM CORRESPONDENCE FILES. Destroy when 2 years old. Nl-NU-89-1 / 2093/3 

llMARS)/AMATEUR RADIO Routine. administrative 

2099.1 
MERCHANT SHIP 
COMMUNICATIONS 
(MERCOMS) RECORDS 

1. GENERAL 
CORRESPONDENCE FILES. 
Routine files pertaining to 
the broadcast svstem used 

Destroy when 2 years old 

3 

Nl-NU-89-1 / 2099/1 

2110.1 
SHORT-HAUL LEASED 

CIRCUITS RECORDS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 3 years old. 
3 

Nl-NU-89-1 / 2110/1 

2120.1 
LONG-HAUL LEASED 
CIRCUITS RECORDS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 3 years old. 
3 

Nl-NU-89-1 / 2120/1 

2130.1 
ON-BASE CIRCUITS 
RECORDS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 2 years old. 
3 

Nl-NU-89-1/2130/1 

21401 
LEASED 
EQUIPMENT/TERMINALS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 3 years old. 
3 

Nl-NU-89-1 / 2140/1 

21S0.1 
LEASED 
EQUIPMENT/TERMINALS 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 3 years old. 
3 

N1-NU-89-1 / 21S0/1 

2160.1 LANDLINES RECORDS 
1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 3 years old. 
3 

Nl-NU-89-1/2160/1 

2180.1 
TELECOMMUNICATIONS 
SERVICE REQUEST ITSRl 

1.GENERAL 
CORRESPONDENCE FILES. 

Destroy when 3 years old. 
3 

Nl-NU-89-1 / 2180/1 

2200.1 
COMMUNICATIONS 
SECURITY GENERAL 

1. ROUTINE 
ADMINISTRATIVE 

RECORDS relatinl! to 

Destroy when 2 years old 3 
or when no longer needed 
for ooerations whichever 

Nl-NU-89-1 / 2200/l 

22S0.2 
CRYPTOGRAPHIC 
EQUIPMENT GENERAL 

2. ADMINISTRATIVE 
CORRESPONDENCE 

Destroy when 2 years old 3 
or when no lonl!er needed 

Nl-NU-89-1 / 22S0/2 



2280.2 

2280.7 

2284.1 

2300.2 

2311.3 

2313. 

2320.1 

23211 

2322.1 

2340.1 

2341.1 

2342.la 

2342.lb 

2343.1 

2344.1 

234S.1 

2500.2 

2501.2 

2510.2 

2530.2 

2710.1 

2720.l 

2730.1 

COMSEC MATERIAL 
SYSTEM, GENERAL 
COMSEC MATERIAL 
SYSTEM, GENERAL 

AUTOMATED DATA 
PROCESSING SUPPORT 

GENERAL 
COMMUNICATIONS 
TRAFFIC 
ANALYSIS/ENGINEERING 
RECORDS 

QUALITY CONTROL 
RECORDS 

GENERAL ROUTING 
DOCTRINE RECORDS 
COMMUNICATION 

ALTERNATE ROUTING 
STABILIZED ROUTING FOR 
AFLOAT COMMAND 
GENERAL ADDRESS 

DESIGNATORS RECORDS 
Plain Language Address 

2.GENERAL 

CORRESPONDENCE at all 
7. Routine Messages 

relatin" to CMS matters. 
1. Routine records relating 

to development, 
maintenance and 
2. ACTIVITIES GENERAL 
CORRESPONDENCE FILES. 
3.GENERAL 

CORRESPONDENCE FILES. 
Routine files nertaininl! to 
GENERAL 
CORRESPONDENCE FILES. 
Routine flies nertainiml to 
1. ACTIVITIES GENERAL 

CORRESPONDENCE FILES. 
1.GENERAL 
CORRESPONDENCE FILES. 
1.GENERAL 
CORRESPONDENCE FILES 
1.GENERAL 
CORRESPONDENCE FILES. 
1.GENERAL 

Directorv (PLADI RECORDS CORRESPONDENCE FILES. 
AIG'S/CAD'S/GENERAL 
MESSAGE RECORDS 
AIG'S/CAD'S/GENERAL 
MESSAGE RECORDS 
ROUTING INDICATORS 

RECORDS 
INTERNATIONAL CALL 
SIGNS RECORDS 
VOICE CALL SIGNS 

RECORDS 
SI COMMUNICATIONS 
RECORDS - GENERAL 
51 COMMUNICATIONS 
PLANNING AND 
SI COMMUNICATIONS 
SYSTEMS - GENERAL 
SI TACTICAL 
COMMUNICATIONS ­

1. General 
Corresoondence Files 
1. General 
Corresoondence Files. 
1.GENERAL 
CORRESPONDENCE FILES. 
1. GENERAL 
CORRESPONDENCE FILES. 
1.GENERAL 
CORRESPONDENCE FILES. 
2. ROUTINE 
ADMINISTRATIVE 
2. ROUTINE 
ADMINISTRATIVE 
2. ROUTINE OPERATIONAL 
AND ADMINISTRATIVE 
2. Routine operational and 
administrative 

CIRCUITRY AND NETWORK 1. GENERAL 
RECORDS 

EXERCISES RECORDS 

REQUIREMENTS RECORDS 

CORRESPONDENCE FILES. 
1. EXERCISE (AFLOAT 
COMMUNICATION 
1.GENERAL 
CORRESPONDENCE FILES. 

3
Destroy when 2 years old 

3
Destroy when 2 years old. 

Destroy when 2 years old 3 
or when no longer needed 
for ooerations whichever 

3
Destroy when 2 years old. 

3 
Destroy when 2 years old. 

3 
Destroy when 1 year old. 

3
Destroy when 2 years old. 

3
Destroy when 1 year old. 

3
Destroy when 1 year old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old. 

3
Destroy when 1 year old. 

3
Destroy when 1 year old. 

3
Destroy when 1 year old. 

3
Destroy when 3 years old. 

3
Destroy when 3 years old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old 

3
Destroy when 2 years old. 

3
Destroy when 1 year old. 

Nl-NU-89-1/2280/2 

Nl-NU-89-1 / 2280/7 

Nl-NU-89-l / 2284/1 

Nl-NU-89-1 / 2300/2 

Nl-NU-89-1 / 2311/3 

Nl-NU-89-1 / 2313 

Nl-NU-89-1 / 2320/1 

Nl-NU-89-1/2321/1 

Nl-NU-89-l / 2322/1 

Nl-NU-89-1 / 2340/1 

Nl-NU-89-1 / 2341/l 

Nl-NU-89-l / 2342/1/A 

Nl-NU-89-l / 2342/1/B 

Nl-NU-89-1 / 2343/1 

Nl-NU-89-1/2344/1 

Nl-NU-89-l / 2345/1 

Nl-NU-89-1 / 2500/2 

Nl-NU-89-1 / 2501/2 

Nl-NU-89-l / 2510/2 

Nl-NU-89-1 / 2S30/2 

Nl-NU-89-1 / 2710/1 

Nl-NU-89-1 / 2720/1 

Nl-NU-89-1 / 2730/1 



2740.1 READINESS RECORDS 
1.GENERAL 

CORRESPONDENCE FILES. 
Destroy when 1 year old. 

3 
Nl-NU-89-1 / 2740/1 

2750.1 PLANS RECORDS 
1.GENERAL 

CORRESPONDENCE FILES. 
Destroy when 2 years old. 

3 
Nl-NU-89-1 / 2750/1 

MANAGEMENT 
1.GENERAL Retain on board. Destroy 1 3 

2802.1 ENGINEERING PLAN (MEP) 
CORRESPONDENCE FILES. 

RECORDS 
Files pertaining to the 

year after 

disestablishment of 
Nl-NU-89-1/2802/1 

ass11mment of mstallat1on. 

2000-15 General Communications Information relating to Trigger(s) TEMPORARY: Cutoff at x 
Operations: general transactions, the end of calendar year. 

day-to-day administration, Destroy 3 years after 

and operation of cutoff. 

communications 

programs. This includes 
iL .... :.,. .. 

~-

SATELLITE 2. MIJI (Meaconing, 3 
2050.2 COMMUNICATIONS Intrusion, Jamming and Destroy when 2 years old. Nl-NU-89-1/2050/2 

(SATCOMl SYSTEMS Interference! Reoorts. 
MILITARY AFFILIATE 1. MEMBERSHIP Destroy 1 year after 3 

2093.1 RADIO SYSTEM DOCUMENTS. Includes termination of Nl-NU-89-1/2093/1 

IMARSl/AMATEUR RADIO membership aoolications membershio. 

2093.4 

MILITARY AFFILIATE 

RADIO SYSTEM 

{MARS)/AMATEUR RADIO 

4. STATION LOGS 

Documents reflecting the 

time stations go on and off 

Destroy 1 year after final 

entry. 

3 

Nl-NU-89-l / 2093/4 

2206.la 
COMSEC EQUIPMENT 

INSTALLATION 

1 IMPLEMENTATION 

PROGRAMS 
Destroy when 2 years old. 

3 
Nl-NU-89-l / 2206/1/A 

2206.lb 
COMSEC EQUIPMENT 

INSTALLATION 

1. IMPLEMENTATION 

PROGRAMS. 
Destroy when 2 years old. 

3 
Nl-NU-89-l / 2206/1/B 

2206.lc 
COMSEC EQUIPMENT 

INSTALLATION 

1. IMPLEMENTATION 

PROGRAMS. 
Destroy when 2 years old. 

3 
Nl-NU-89-l / 2206/1/C 

2206.2a 
COMSEC EQUIPMENT 

INSTALLATION 

2. ACQUISITION OF 

CURRENT EXISTING 
Destroy when 2 years old. 

3 
Nl-NU-89-l / 2206/2/A 

2206.2b 
COMSEC EQUIPMENT 

INSTALLATION 

2. ACQUISITION OF 

CURRENT EXISTING 
Destroy when 2 years old. 

3 
Nl-NU-89-l / 2206/2/B 

2206.2c 
COMSEC EQUIPMENT 

INSTALLATION 

2. ACQUISITION OF 

CURRENT EXISTING 
Destroy when 2 years old. 

3 
Nl-NU-89-l / 2206/2/C 

3. COMSEC EQUIPMENT 3 

2206.3a 
COMSEC EQUIPMENT 

INSTALLATION 

CONFIGURATION 

CONTROL Changes and 
Destroy when 2 years old. Nl-NU-89-l / 2206/3/A 

modifications to current 
3. COMSEC EQUIPMENT 3 

2206.3b 
COMSEC EQUIPMENT 

INSTALLATION 

CONFIGURATION 

CONTROL Changes and 
Destroy when 2 years old. Nl-NU-89-l / 2206/3/B 

modifications to current 



3 COMSEC EQUIPMENT 3 

2206.3b(1) 
COMSEC EQUIPMENT 
INSTALLATION 

CONFIGURATION 
CONTROL Changes and 

modifications to current 

Destroy when 2 years old. Nl-NU-89-1 / 2206/3/B/1 

COMSEC eauioment. 
3. COMSEC EQUIPMENT 3 

2206.3b(2) 
COMSEC EQUIPMENT 
INSTALLATION 

CONFIGURATION 
CONTROL Changes and 
modifications to current 

Destroy when 2 years old Nl-NU-89-1/2206/3/B/2 

COMSEC eouioment. 
PHYSICAL SECURITY OF 1 Records relating to the Destroy when 2 years old 3 

2210.1 CRYPTOGRAPHIC physical security of or when no longer needed Nl-NU-89-1 / 2210/1 

EQUIPMENT AND crvotol!raohic eauioment for ooerations whichever 

2280.10 
COMSEC MATERIAL 
SYSTEM GENERAL 

10. RECEIPTS from Armed 
Forces Courier Service, 

Destroy when 1 year old. 
3 

Nl-NU-89-1 / 2280/10 

2280.3c 
COMSEC MATERIAL 
SYSTEM. GENERAL 

3 LOCAL CUSTODY ISSUE 
DOCUMENTS (and 

Destroy when 2 years old. 
3 

Nl-NU-89-1/2280/3/C 

2280.3j 
COMSEC MATERIAL 
SYSTEM GENERAL 

3. LOCAL CUSTODY ISSUE 
DOCUMENTS (and 

Destroy when 2 years old 
3 

Nl-NU-89-1/2280/3/J 

2280.3k 
COMSEC MATERIAL 
SYSTEM, GENERAL 

3. LOCAL CUSTODY ISSUE 
DOCUMENTS (and 

Destroy when 2 years old. 
3 

Nl-NU-89-1 / 2280/3/K 

2310.3a(2) 
TRAFFIC 
HANDLING/PROCESSING 
RECORDS 

3 COMMUNICATION AND 
CRYPTO CENTER RECORDS 
ABOARD NAVAL SHIPS 
a. Messaee Center Files. 

Destroy when 3 years old. 

3 

N1-NU-89-1/ 2310/3/N2 

2310.3a(3) 
TRAFFIC 
HANDLING/PROCESSING 
RECORDS 

3. COMMUNICATION AND 
CRYPTO CENTER RECORDS 
ABOARD NAVAL SHIPS 
a. Messal!e Center Files. 

Destroy when 2 years old. 

3 

Nl-NU-89-1/2310/3/A/3 

2310.3a(7) 
TRAFFIC 
HANDLING/PROCESSING 
RECORDS 

3. COMMUNICATION AND 
CRYPTO CENTER RECORDS 
ABOARD NAVAL SHIPS 
a. Messaee Center Files. 

Destroy when 12 months 

old. 

3 

Nl-NU-89-1/2210/3/A/7 

TRAFFIC 4. LOGS, RECORD SHEETS, 3 
2310 4b HANDLING/PROCESSING OR REGISTERS OF Destroy when 2 years old. Nl-NU-89-1 / 2310/4/B 

RECORDS INCOMING AND 
I!>. ALLu1 ni:R 3 
DEPARTMENT OF THE 
NAVY COMMUNICATIONS 

TRAFFIC ACTIVITIES (UNITS, 
2310 Sa(2) HANDLING/PROCESSING OFFICES, STATIONS, ETC.) Destroy when 3 years old. Nl-NU-89-1/2310/S/A/2 

RECORDS EXCLUDING NAVAL SHIPS 
RECORDS. Visual and radio 
station files, including 

<:•~·· ~·-, rit 



15. ALL u I tlER 3 
DEPARTMENT OF THE 
NAVY COMMUNICATIONS 

TRAFFIC ACTIVITIES (UNITS, 
2310.Sa(3) HANDLING/PROCESSING OFFICES, STATIONS, ETC.) Destroy when 2 years old. Nl-NU-89-1/2310/S/A/3 

RECORDS EXCLUDING NAVAL SHIPS 
RECORDS. Visual and radio 
station files, including 

-
. ···--· -:-,.;+

!5. ALL UI HtK 3 
DEPARTMENT OF THE 
NAVY COMMUNICATIONS 

2310.Sa(7) 
TRAFFIC 

HANDLING/PROCESSING 
RECORDS 

ACTIVITIES (UNITS, 
OFFICES, STATIONS, ETC.) 
EXCLUDING NAVAL SHIPS 

Destroy when 12 months 
old. 

Nl-NU-89-1/2310/5/N7 

RECORDS. Visual and radio 
station files, including 

~·-·· rl•r.,:+ 

TRAFFIC 6. LOGS, RECORD SHEETS, 3 
2310.6b HANDLING/PROCESSING OR REGISTERS OF Destroy when 2 years old. Nl-NU-89-l / 2310/6/B 

RECORDS INCOMING AND 

2310.7 
TRAFFIC 

HANDLING/PROCESSING 
7. EXERCISE MESSAGE 
HANDLING RECORDS. 

Destroy when 1 year old. 
3 

Nl-NU-89-1 / 2310/7 

TRAFFIC 2. SPEED OF SERVICE OF 3 
2311.2b ANALYSIS/ENGINEERING TELECOMMUNICATIONS Destroy when 1 year old. Nl-NU-89-l / 2311/2/B 

RECORDS RECORDS. 
Case files at Naval Destroy 2 years after 3 

2314. 
COMMUNICATIONS 
EVALUATION RECORDS 

Computer and 
Telecommunications 

action is completed or 
when no longer needed 

Nl-NU-89-1 / 2314 

Command INCTCl for reference after action 
1. Records filed at NCTC 3 

2316.la 
TRAFFIC STATISTICAL 
DATA RECORDS 

concerning trends and 
statistics for message 

Destroy when 2 years old. Nl-NU-89-l / 2316/1/A 

traffic volumes manual 

2400.2 
GENERAL MANAGEMENT 
RECORDS 

2.SPECTRUM 
MANAGEMENT TRAINING 

Destroy when 2 years old. 3 
Nl-NU-89-1/2400/2 

2400.3 
GENERAL MANAGEMENT 
RECORDS 

3.SPECTRUM 
MANAGEMENT 

Destroy when 2 yea rs old. 
3 

Nl-NU-89-1/2400/3 

2 ASSIGNMENT RECORDS. 3 

2410.2b 
ALLOCATION/ASSIGNMEN 
T RECORDS 

Records of proposals, 
authorizations, 

Retain on board. Destroy 2 
years after revocation. 

Nl-NU-89-l / 2410/2/B 

assi1mments deletions 
1. RADIO FREQUENCY 3 

2420.1 INTERFERENCE RECORDS INTERFERENCE RECORDS. Destroy when 2 years old. Nl-NU-89-1/2420/1 
Records of 

2420.2 INTERFERENCE RECORDS 
2. RADIO NOISE RECORDS. 
Records of bacla!:round 

Destroy when 2 years old. 3 
Nl-NU-89-1 / 2420/2 



3. INTERFERENCE (MAN 3 
2420.3 INTERFERENCE RECORDS MADE) RECORDS. Records Destroy when 2 years old. Nl-NU-89-1 / 2420/3 

of electroma1metic noises 
4. ELECTROMAGNETIC 3 

2420.4 INTERFERENCE RECORDS PULSE (EMP) RECORDS. Destroy when 2 years old. Nl-NU-89-1/2420/4 
Records of the 

2430.1 PROPAGATION RECORDS 
1. Propagation Records. 
Records of soecial 

Destroy when 2 years old. 
3 

Nl-NU-89-1/2430/1 

GENERAL 1. ELECTROMAGNETIC 3 
24S0.1 ELECTROMAGNETIC COMPATIBILITY ANALYSIS Destroy when 2 years old. Nl-NU-89-1 / 2450/1 

COMPATIBILITY RECORDS CENTER IECACl RECORDS. 

2450.2 
GENERAL 
ELECTROMAGNETIC 

2. ELECTROMAGNETIC 
COMPATIBILITY 

Destroy when 2 years old. 
3 

Nl-NU-89-l / 2450/2 

24503 
GENERAL 
ELECTROMAGNETIC 

3. ELECTROMAGNETIC 
COMPATIBILITY AIRCRAFT 

Destroy when 2 years old. 
3 

Nl-NU-89-1 / 2450/3 

GENERAL 4.0THER 3 
2450.4 ELECTROMAGNETIC ELECTROMAGNETIC Destroy when 2 years old. Nl-NU-89-1 / 2450/4 

COMPATIBILITY RECORDS COMPATIBILITY RECORDS. 

2450.5 
GENERAL 

ELECTROMAGNETIC 

5. ELECTROMAGNETIC 

COMPATIBILITY PROGRAM 
Destroy when 2 years old. 

3 
Nl-NU-89-1 / 2450/5 

2460.1 
GENERAL FREQUENCY 
SOUNDERS RECORDS 

1. RADIO FREQUENCY 
COORDINATION RECORDS. 

Destroy when 2 years old. 
3 

Nl-NU-89-1 / 2460/l 

2460.2 
GENERAL FREQUENCY 
SOUNDERS RECORDS 

2. RADIO FREQUENCY 
ENERGY RECORDS. 
Records of enere:v loowerl 

Destroy when 2 years old. 
3 

Nl-NU-89-l / 2460/2 

2521.1 
SIHFDF 
COMMUNICATIONS 

1. Monthly reports on 
circuit reliab1htv. 

Destroy when 2 years old. 
3 

Nl-NU-89-l / 2521/1 

2522.1 
SIHFDF 
COMMUNICATIONS 

1. Records relating to shift 
of network control among 

Destroy when 1 year old. 
3 

Nl-NU-89-1/2522/1 

1. NAVY MODULAR wnln 
RECORDS PERTAINING TO AUTOMATED 

20231 
SHIPBOARD AUTOMATED 
COMMUNICATIONS 

COMMUNICATIONS 
SYSTEMS (NAVMACS), 

Retain on board. Destroy 
when no longer needed. 

Nl-NU-89-l / 2023/1 

SYSTEMS INFORMATION EXCHANGE 
SYSTEM llXSI MESSAGE 

2023.2 
RECORDS PERTAINING TO 

SHIPBOARD AUTOMATED 
2. AUTOMATED SYSTEMS 
OPERATIONS RECORDS. 

Retain on board. Destroy 
when no lone:er needed. 

wnln 
Nl-NU-89-1 / 2023/2 

2023.3 
RECORDS PERTAINING TO 
SHIPBOARD AUTOMATED 

3. AUTOMATED SYSTEMS 
RESOURCES RECORDS. 

Retain on board Destroy 
when no longer needed. 

wnln 
Nl-NU-89-1 / 2023/3 

1. NAVY wnln 
COMMUNICATION 

2026.1 
RECORDS PERTAINING TO 

SHORE AUTOMATED 
SYSTEMS 

PROCESSING AND 
ROUTING SYSTEM 
(NAVCOMPARS), LOCAL 

Retain on board. Destroy 
when no longer needed. 

Nl-NU-89-1/2026/1 

DIGITAL MESSAGE 
.;:;,-· • ·--II nMYI IYC:: 

2026.2 
RECORDS PERTAINING TO 
SHORE AUTOMATED 

2. AUTOMATED SYSTEMS 
OPERATIONS RECORDS. 

Retain on board. Destroy 
when no longer needed. 

wnln 
Nl-NU-89-l / 2026/2 



2083.2 

209S.1 

2096.1 

20971 

2098.1 

2100 

2206.ld 

2300.3b 

2310.5a(4) 

SUBMARINE BROADCAST 
RECORDS 

FLEET COMMAND 
CENTER/TASK FORCE 
COMMAND CENTER 
(FCC/TFCC) 

OCEAN SURVEILLANCE 
INFORMATION SYSTEM 
(OSIS) RECORDS 

SOUND SURVEILLANCE 
SYSTEM/SURVEILLANCE 
TOWED ARRAY SYSTEM 
(SOSUS/SURTAS) 
RECORDS 

ANTISUBMARINE 
WARFARE (ASW) 
RECORDS 

MERCHANT SHIP 
COMMUNICATIONS 
(MERCOMS) RECORDS 

COMSEC EQUIPMENT 
INSTALLATION 
GENERAL 
COMMUNICATIONS 
METHODS AND 
PROCEDURES RECORDS 

TRAFFIC 
HANDLING/PROCESSING 
RECORDS 

2. OPERATIONS RECORDS 
Records oertaininl! to the 
1.GENERAL 
CORRESPONDENCE. These 
are routine records about 
systems which carry 
information pertaining to 
fleet ooerat1ons. This SSIC 
1. GENERAL 
CORRESPONDENCE. These 
are routine records about 
a system which carries 
current information on 
1 GENERAL 
CORRESPONDENCE. 
Routine records relating to 
collection and processing 
of undersea acoustic data 
Re..ords concern 
1.GENERAL 
CORRESPONDENCE FILES. 
Routine files pertaining to 
ASW communications 
including the 
Antisubmarine Warfare 
TELECOMMUNICATIONS 
SERVICES RECORDS ­
GENERAL These are case 
files containim! 
1. IMPLEMENTATION 
PROGRAMS. 
2. ACTIVITIES GENERAL 
CORRESPONDENCE FILES. 
Files include reports and 
other oaoers relatine to 

15. ALL OTnt.K 
DEPARTMENT OF THE 
NAVY COMMUNICATIONS 
ACTIVITIES (UNITS, 
OFFICES, STATIONS, ETC.) 
EXCLUDING NAVAL SHIPS 
RECORDS. Visual and radio 

station files, including 
. fllao• rlrro •I• 

Destroy when superseded 

Retain on board. Destroy 
when systems are 
obsolete or when no 
longer needed for 
reference. For disposition 
of ooerational data carried 
Retain on board. Destroy 
when system is obsolete 
or no longer needed for 
reference. For disposition 
of data carried on this 
Retain on board. Destroy 
when system is obsolete 
or when no longer needed 
for reference. For 
disposition of data 
collected and orocessed 
Retain on board. Destroy 
when system 1s obsolete 
or when no longer needed 
for reference. For 
disposition of data 
collected and orocessed 
Retain on board. Destroy 
when system is obsolete 
or when no longer needed 
for reference. 
Destroy when action 1s 
comoleted. 

Retain on board. Destroy 
when no longer required 
for reference. 

Destroy when cancelled. 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

Nl-NU-89-1/2083/2 

Nl-NU-89-1/2095/1 

Nl-NU-89-l / 2096/1 

Nl-NU-89-1/2097/1 

Nl-NU-89-1 / 2098/1 

Nl-NU-89-1 / 2100 

Nl-NU-89-l / 2206/1/D 

Nl-NU-89-l / 2300/3/B 

Nl-NU-89-l / 2310/5/A/4 



2310.5b(l) 

2319.1 

2324.1 

2410.2a 

2502.1 

2506.2 

2760.1 

2760.2 

27801 

2780.2 

2790.1 

2791.1 

2792.1 

2793.1 

TRAFFIC 

HANDLING/PROCESSING 
RECORDS 

MESSAGE FORMATS AND 
PROCEDURES RECORDS 

ACP-117 LISTING 
RECORDS 

ALLOCATION/ASSIGNMEN 
TRECORDS 

SI COMMUNICATION 
PROCEDURES 
SI COMMUNICATIONS 
EQUIPMENT AND 

OPERATING RECORDS 

OPERATING RECORDS 

QUALITY MONITORING 
AND CONTROL RECORDS 

QUALITY MONITORING 
AND CONTROL RECORDS 
AFLOAT 
COMMUNICATIONS 
COMMUNICATIONS AREA 
MASTER STATION (CAMS) 
PRIMARY SUPPORT 
STATION (NAVAL 
COMMUNICATIONS 
RESIDUAL STATION 
(NAVAL 
TELECOMMUNICATIONS 

II!>. ALL UI MC.I' 

DEPARTMENT OF THE 
NAVY COMMUNICATIONS 
ACTIVITIES (UNITS, 

OFFICES, STATIONS, ETC.) 
EXCLUDING NAVAL SHIPS 
RECORDS. Visual and radio 
station files, including 

···~·· ~·-~· ... 
1. GENERAL 
CORRESPONDENCE FILES 
Files pertainimz to 
1.GENERAL 
CORRESPONDENCE FILES 
Flies pertaining to Allied 
2 ASSIGNMENT RECORDS. 
Records of proposals, 
authorizations, 
assignments, deletions 
and cumulative resources 
1. ROUTINE OPERATIONAL 
CORRESPONDENCE. 
2. ROUTINE 
ADMINISTRATIVE 
1. FLEET OPERATIONAL 
TELECOMMUNICATIONS 
PROGRAM CFOTPI 
2. OTHER OPERATIONS 
RECORDS. Records 
oertainimz to routine 
1. OPERATIONAL 
READINESS EVALUATION 
(ORE) RECORDS. Records 
oertainine to exercises 
2. OTHER QUALITY 
MONITORING AND 
1. PERFORMANCE 
EVALUATION (AFLOAT 
1. CAMS RECORDS. 
Records pertaining to the 
1. PRIMARY SUPPORT 
STATION (AFLOAT COM 
SPTl RECORDS. Records 
1. RESIDUAL STATION 
(AFLOAT COM SPT) 
RECORDS Records 

wnln 

Destroy upon inactivation 

of vessel 

Retain on board. Destroy wnln 
when superseded, 
obsolete or no loneer 
Retain on board. Destroy wnln 
when incorporated in 
revised edition or chanee 

wnln 

Overwrite old assignments 
when obsolete. 

Destroy when no longer wnln 
needed for ooerat1ons. 
Destroy when relevant wnln 
lsvstem is superseded. 

3 
Destroy when 2 years old. 

3 
Destroy when 2 years old. 

3 

Destroy when 2 years old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old. 

3
Destroy when 2 years old 

3 
Destroy when 2 years old 

3 
Destroy when 2 years old. 

Nl-NU-89-l / 2310/5/B/1 

Nl-NU-89-1/2319/1 

Nl-NU-89-1 / 2324/1 

Nl-NU-89-l / 2410/2/A 

Nl-NU-89-1/2502/1 

Nl-NU-89-1/2506/2 

Nl-NU-89-1/2760/1 

Nl-NU-89-1/2760/2 

Nl-NU-89-1/2780/1 

Nl-NU-89-1/2780/2 

Nl-NU-89-1/2790/1 

Nl-NU-89-1/2791/1 

Nl-NU-89-1/2782/1 

Nl-NU-89-1/2793/1 



GENERAL 3. DEFENSE 3 

2830.3 
COMMUNICATION 
CONSOLIDATION 

COMMUNICATIONS 
SYSTEMS RECORDS. 

Destroy when 3 years old. Nl-NU-89-1 / 2830/3 

RECORDS Routine administrative 

2830.4 
GENERAL 
COMMUNICATION 

4.NON-DOD 
TELECOMMUNICATIONS 

. 
Destroy when 3 years old. 

3 
Nl-NU-89-1/2830/4 

CONSOLIDATION RECORDS. Records 

2860.1 
GENERAL Ml~ITARY 
COMMUNICATIONS 

1 GENERA~ 
CORRESPONDENCE FILES. 

Retain on board. Destroy 
when no longer needed 

wnln 
Nl-l':IU-89-1/2860/1 

TELECOMMUNICATIONS ' 1. lnputof Destroy when no longer wnln 
2880.1 OPERATING' telecommuni~tions needed for reference. Nl-NU-89-1 / 2880/1 

REQUIREMENTS ITELCORl trunks and circuits llNCTC keeo last two 

---·----·· !zooo-1&---:--- ·--iito;:;~~katlons jlnd~d~s routine ·--Tiiigg;r(5)---.-.~ !rEMPORARv;De~~v---(;;· - -··-----· ----;-: 
l ' { * • ~ ' ~ ' ~ ' 
l..._ -··-·-··----- .. -·Traf:!!c;_ _____:_.. __,__ .,,_,c9~rriun!c;!!~ll:?!:'~traJ,l'ic.. ; .• -~ ..•. ,._. ---~·~e!l~'!lon_!:h~_gl~•. - -~ _____ ·-· _ ·+·- :........:... .. ·-·-­
:2092.2 . . .. 'COMMERCIAL . ·2. CLASS "E" MESSAGE~. ' . !Destroy when 30 days old•. 6m lNl-NU-89-1/2092/2 

G~ 3_~- --. --:·~~ffi:~~~ii·~~,:E·-· t'~f:S~d~s~~essages --j:- -·--·----~:-~t~~ya~ersod~::· • l6,;; .. --- ----------·~lN~~~-~~-1120~~~~ -- ­9
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9:.2 _____Js_o~!Y!_U_~~ATl~---~=~::sAG==.___ J__. __ ----- ____ 1;~estro~-~~~~~~ ~~s~~~J- ... __ ..:-~--- . ~1-NU-8:_-112~~9.~ ___1~· . I · · • · · I : 

t 
;3. COMMUNICATION AND 1 6m 

TRAFFIC ., :cRYPTO CENTER RECORDS ~· . ~ . . ' 
0.3a(1) HANDLING/P~OCESSING !ABOARD NAVAL SHIPS ! · Destroy when 10 days old. \ • Nl-NU-89-1/2310/3/A/1 I 

RECORDS • . . ' 

2310.3a(S) · IHANDLING/PROCESSING . !ABOARD NAVAL SHIPS I .. IDestroy when 2 days old ! · ·INl-NU-89-1/2310/3/A/S 

~--·----·---!:;;~ ---· --1~~~~~~~~~!~~!~~1-.-------·j·-.----- ~-----. ism ---- ----.-.r----------­
~:-~6-)--~ ----J~~~~~~:/PR:C~IN:_t:B~::~g~~~~~;;~--tl ···--····-·· ---·- De~~o~:~~n60::.~~ ·-. ·-- -·------J~=~~:~~~~:/3/A/6
! i 3. COMl'v'!UNICATION AND I tsm : 
I . I TRAFFIC , CRYPTO CENTER RECORDS I i 

!2310.3a(8) 1~:~~~~~G/PROCESSING ;ABOARD ~AVAL SHl~S Destroy when 1 day old. ·Nl-NU-89-1f2310/3/A/8 , 


t.: --···--··· ---+- ·- - ··- --·-- ·· - :~~~~~~o~,el~foE~:l~oi·- _..______________ ··---- - ·· ..---- -- _ts-;n- ·-- ····---f --------·--·-··~ 
! . i ;CRYPTO CENTER RECORDS ~ I 
' TRAFFIC '. jABOARD NAVAL SHIPS · : · ' ! 

; 2310.3a(9) 'HANDLING/PROCESSING . jDestroy when 60 days old : !Nl-NU-89-1 / 2310/3/A/9 
l . i ;a. Message Center F1 1es. · , i . , 
• ,RECORDS Sh" , . f II · • · l
J . l I 1pscop1eso_a • • ! ·: .E--·--.--:-~rRAFF1c______ 1~~6~~~~~fa:!~~- ·----.-"--- --to.;,·----------+-----·· 
~310;~~~---_:_~ _j~~;~~~~~/~R~~~~l·N-~.J~~~~~;;~:~~:~l-. -· -· ______: __ -~e~tro~whe~30~a~~~~~-: ·- -·. ···- __ _i~~-:u~8~~~~~-~0~3:~~1 · 



;--· - - - --- - TRAFi=rc----.- 13. COMiiliUMCATION AND I .roestroy wheri 10 days old~- -· -· --- -1--r- ---· 
1l2310.3b{2) HANDLING/PROCESSING tCRVPTO CENTER RECORDS. !or no longer needed for ~ JNl-NU-89-1/2310/3/B/2 

!- - .. ------- RECORQ.L_ ·-· ·---t~'1.~-'l!!!'.'i I ---- _J..."""-"'""'~"1<;!>.--!!_. . - ___!____ ·-------·- -­
. :rRAFFIC 3.COMMUNICATIONAND . . 1Destroywhen6months 6m !Nl-NU- / /C89_

112310 3~ 23 l0.3c HANDLING/PROCESSING CRVPTO CENTER RECORDS l !old. • I1----·-··----·-- TRAFFrc--· ---·-- · 4. LOGS,-RECoRDSHEETS.-,-·---------:- r- ---- ·- ------;s,:;;-------·-----1··--·- ·-- -----­
ii310_.4a . ~AND~NG/PROCESSING OR REGISTERS OF i · jDestroy when 60 days bid: 1' ,. · IN1-NU-89-1/2310i4/A· 
l RECORDS 

1
1NCOMING AND f ' 

6~:0.4c ------ 1::r;;~~~NG/PRO~~SING • ~R~:~s~~~~~sHffiS: I · -- ----- -!D:~=~~~en~:~~::: ! ~ --.-.~--~1~1~N~~89~:-/~310~~/:· I 
!-. ··--- ___ . ·-- RECORDS --· __ •INCOMING AND ' _. ___: .• -··. _ .. __ ·-· --- _l ' frRAFFIC-· :4."i.065;-R'EcoRDSHEErS,:. -··- 6m -- -·· ---- ·-1 
!~3~0:4d- - -·-·· ~--~-~l~:;~~~~G/P:~~~~s~:~- !~~~~11~;~~:--~· l..~-- -- -·· __ i~:t~ywhen ~Od~y:~l~. l---· ·--- .. ---- ./1-NU-~9~1~-~~~~/~/D 
I !TRAFFIC '.- :4. LOGS, RECORD SHEETS, , 1 !6m l 
:2310 4e ~HANDLING/PROCESSING ;oR REGISTERS OF :Destroy when 60 days old.: iNl-NU-89-1/2310/4/E 

.-·-- __ ·---- __,,_B_@~_D?___ ---~INCOM)~.§.~Np___ ·-,..-,- ·-- ·- .. __ __ ___ -·-· --- ____: __ . ---·- ---- _ ·-· • 
i ;T Fc i4. LOGS, RECORD SHEETS, . ' t '.6m •I I RAF I 'OR REGISTERS OF . I I ! l 

__-­L'~-A~--·---- 1;;~:"'°:=:~-~~::,::~EL+j--·:_____ ~+jDestr~~~:~.3~:~~:oldJ. ---~~r~~~~--~9~~~3-~~~::._ 
i · · TRAFFIC . j4. LOGS, RECORD SHEETS, · h h 16m :
' . · 'Destroyw en 6 mont s • • 
j2310.4g HANDLING/PROCESSING !OR:REGISTERS OF ' ' ! . ' l Id ' I : lNl-NU-89-1/2310/4/G 

1-"· - - --- .a~~·- -- ~-1~~?.;£~1~------·---f~ ... -- ---rm·--- -.. --- ·1· - -- -- - ­

i TRAFFIC !ACTIVITIES (UNITS, I I .! ,. 
;2310.5a(1) HANDLING/PROCESSING jOFFICES, STATIONS, ETC.) !Destroy when 10 days old. ;Nl~NU-89-1/2310/5/Nl 

RECORDS :EXCLUDING NAVAL SHIPS : ' • !I + I;RECORDS. Visual and radioj ~ 

!_______ __ ---~-~. ·--- -···· ·- i::~~~;h::~1:~~~c~~:~it__1____ -·--··· __ --·-·. -··· ... ---~------------1--- _____ ,._
' :5:ALLOTHER l ' •6m I 

DEPARTMENT OFTHE ' ' : ' 
. l 

!NAVY COMMUNICATIONS I j I' 
1TRAFFIC , · 'ACTIVITIES {UNITS, ~ ii 

j2310.5a(5) HA~DLING/PROCESSING OFFICES, STATIONS, ETC.) !'Destroy when 2 days old. INl-NU-89-1 / 2310/5/A/5 I 
! I!RECORDS !EXCLUDING NAVAL SHIPS I ' I I 
I RECORDS. _visual and radio. · . 

istation flies, including !lI _J 
.____________...,radioohoto.filf!s:.c1rculL . _ ------- ----- ----·--··· _ _J 

http:j2310.4g
http:ii310_.4a


------,----· -------J~~~:~:~~~c:~~oN~1-----·--------·-r·---··------ 6m! -----·--- ---,-----·--1 
I TRAFFIC !ACTIVITIES (UNITS, I I I1 
i2310.Sa(6) HANDLING/PROCESSING lOFFiCES, ST~TIONS, ETC.) I II Destroy when 60 ~ays old. 	 INl-NU-89-1 i 2310/S/A/6
I 

!RECORDS •EXCLUDING NAVAL SHIPS 	 ·• jj 	 I!RECORDS. Visual and radio, 	 I' . 	 l Il : !station files, inclu~mg_ I .. 
- ••. - - ··- - .. ---- -1~~~er~~WJUes·_c1rcu1t. • i --· -· -- -·· ·1-- . -- ....... - 6m •. -+- -......-- ­,--· ­ . DEPARTMENT OF THE I • ; • 	 ! 

'•jNAVY COMMUNICATIONS '. :,l 
l 	 !TRAFFIC 	 !ACTIVITIES (UNITS, l 
12310.~a(B) HANDLING/PROCESSING !OFFICES, STATIONS, ETC.) I lDestroy when 1 day old. IN1-NU-89-1/2310/5/At8 

IREC~RDS 1EXCLUDING NAVAL SHIPS I l ! ' I 1 '!RECORDS Visual ~nd radio! · : · · ! 
'
i I Sta~ion Til~S, inclU~fng. ' • • !


-·----------!--·-· ------- __,rad1oohoto.files:.c1ccu1t ___ !,. ________ ----'·--- ------ •• _ .L... ---· _____ ,., _________ --·· . 

· ,s. ALL OTHER · i I 16m
I 	 j 1lDEPARTMEN!OFTHE 


' !NAVY COMMUNICATIONS J I 
 I 
' 	 · I I 1 	 I.TRAFFIC ACTIVITIES (UNITS, l l 

!2310.5>(9] !HANDLING/PROCESSING · 1'0FFICES, STATIONS, ETC.) I loestroy when 60 days old. I fNl-~U-89-1/2310/5/~ I!RECORDS EXCLUDING NAVAL SHIPS .. . . . 
l • . jRECORDS. Visual and radio I ll I 'I j !station files, including I 

l j . ·li:ad1ophoto file~: circuit l ! 
rI .- --·· __._ __ 1___ .. ____ ··-·-t§n~tc6'.'f'A~aiit•r~~ne~1~ft-~- .. --·--r·- ·:--- ... .. ·-· _...JG;;____ _ .. _..,.J.

I 
.... __ ... _ ......-.- .... ~· ...... 

1	 I' 	 . . . 
j 	 ! 1DEPARTMENTOFTHE : I I 

'1 !NAVY COMMUNICATIONS I ; 
jTRAFFIC ~,·ACTIVITIES (UNITS, I ~Destroy when 10 days old • I lI ;or when no longer needed 1 I 
!HANDLING/PROCESSING ,;oFFICES, STATIONS, ETC.) I !for reference, whichever is I I! Nl-NU-89-1 ~ 231~/S'.B/2 

I
j2310.Sb(2) 

!RECORDS· . :EXCLUDING NAVAL SHIPS , later. _L
! 	 . RECORDS. Visual and radio; : • , 	 ; ;station files, including · i . · I - : 

t 	 I I >I;--- -----·-~RAFFic-- ----·-f~a~~~~~~~~~~c~~~~s~-;-------·-----1- ·-· -------- 6m ------- ----··· l--- -·-----;-----j
~2310.6a • IHANDLING/PROCESSING ·10R REGISTERS OF l !Destroy when 60 days old. ! . !Nl-NU-89-1/231~/6/A ! 
; ~l .... - . -· . ·t~~~~~~S -~ - ·- .. -t-r:~~~.i;.g:~ivfcE.OF-. ;. --:-·· . ---· ·-;. ·ioestroy.whe~-i mo.nth. . :6m- ·.·- - ••.•...• - i- - . -·. -· -- -·1 
t-~j223_2_5.21a ------1~6~~~~1~it~~~RING 1~~~~~~E~~~~~~:t±_ _:_ ··------:--~6~troywhen 1~tii-_..1,·~- ~-- .. --- --~jN1-NU~89·1_/, 2311/,2/A j.

• • • 1 • Nl-NU-89-1 232S 1 
.' ·--··-·-··----- GJJ!!l!Q_S!ll.fl.!!.EfQ~P~..Lc.!'.l'.TI..!!1.!!~~!!lg~~-- ---- ··-·---- _ o!!:! -· ____ ·--··-r.:--·-- ..... _ ---- _ ------- ­

h7902 rFLOAT ,2.0THERAFLOAT' f !Destroywhenlmonth ,6m ' I I 
L~---·-- _____ coMM_u~~oNs __J_coMMUNICATIONS\ _L-----·---~~:_- _-----'..-L----------~~~:-1_ ~9.0 ~--

http:t-r:~~~.i;.g:~ivfcE.OF


:2Q0Q:17.. · -- ·· - · --!Transient Records:·-- llnfo~in;~iiit;ci to. - "irriggerfs) ____~;TEMPORARY: iiist~y ··- 'x--- - ---,---JGRS 23.1·····- · 
! l · . . tinformation management : . · ;when 6 months old. ! · · l · 
, ! · .· . . . rand telecommunications I . : ! · 

1!· • · • •• . ~thathas.minimalorno ~ i ~ . .· I · 
' ~ ". · • :'. · ~ documentary or evidential : ·. ·· . , " ' · . , _ .' ' 

t;; ~_;- · · --· ·• • - coMsE'ctMAreiiAL".- .... 3:-tocALcus-Taoy'issuE .. -·-· · ·- ·-----·~o;~;~9cid°iivsf~m ia~t"rs·;· ·--· - -~-- ---f~~-~~~; _~~·228~13; • ­

1 8 9 0
· -;;---- ·- ---~~C~.~':;'~ -1-;~c:i~~i;,u; 1------------~~;~~~idays~o.{iiast ls~--- --·---tN~-Nu~;-~7;2;,~,~-~---- ·-· -·· s:STEM,..§.EJ!l_E~J:....-.-·.~~~!l~.llil..i~L ·-···-1- ----- _!d~~li~ted:.. ----- J_:________ -1·---- ·-----··· ···-­

. 3. LOCAL CUSTODY ISSUE I 'lo st 90 d f d :1Gm ' · · . . eroy aysromate .· 

12280.3e{l) COMSEC ~ATERIAL DOCUME.NTS (and lall material listed is I , . . .Nl-NU-89-l / 2280/3/E/1 I 
SYSTEM, GENERAL . successor editions) jtd t d j · · 1 · 

. esroye. l ·I··--~--- ·- ------·-·-·-····· _e,q111~.?:~i!n,!lLorq111s2-1 ___ .. ·-··- --t···· .... - -· 1-· ---· -··---· "· ··-· •• • •• •• 

t:2~~-~g --· .. _ .. _ ~;~~~~:;~~~---- :~~~~~~~~~~~Y l~S~~- t·-·-·-·-- - ... -·_ _j~estro~-~h~~-9~~~~ ~ld:.!~m- _ --- _____ ..!~~~-U~~~l-~-2~~~/~/:. -1 
2280.3h !COfv!SEC MATE~IAL ;3. LOCAL CUSTODY ISSUE ' . loestro when 90 da sold iGm ;Nl-NU~89-1 / 2280/3/H 1

1-·------·- :-i:~fyt..l...GE~~~~---1~-o;~rr~~;,;(~~~ords~- ;----·--------!·----.:_-· ___ __ . -------r------ --· ··1Y_ .. jGm 

~=--· ...._f:~~?___ :;;::;E;~(o<j -.. -· -- -·-J":=~=-:"'.•1~~--- ··---··- _ll~1~~~~~9~1-~22~~~4:A. -~ 
1 • 14. Destruction Records. 'Destroy when 90 days old, !Gm 1 

' . :COMSEC MATERIAL . I . . I . t j'l2280.4b ; · · b. Local, used to record with subm1ss1on of Nl-NU-89-l / 2280/4/B 
;SYSTEM, GENERAL . ; . I 

-----·-· _ ---L-- ldest!'_!!~~!(~LL-!. ______1~e.e.!!.s.a.bl~f~.t(~~--· -----·--- ---··--·----· 
:2280.9 ICOMSEC MATERIAL 9. PROGRESSIVE WATCH I !Destroy when 30 days old. (Gm Nl-NU-89-1/2280/9 

i ·- ...- ·-·.. . .. ·-·1::~~~::-,~:::~,~~ ..t=!~:~l;~s-- .• .. . -·- -: ....,Des~roh~wb~e~~i:~fi-fodrm t· .... ·- ....... l!N~~N~-~ ~ -· ­1· . . 
1 9 1l 2310~l~(2l • · 1~ • copy as een ven 1e . l 

;~::o~:- - .. - -1::~!~:G~:~:ess,:;f~~~!Jis~~~~~~ sHirrs, 

1 
~ - ---~ - - - --·- ~ -·1o~s:r~~~~~n Go days:,~. !Gm- ··- ·-·-- ·-· -. - . - J~~~:~-~~~1-/~3:~~~;;·]·

1 

~ ------ ·--·· -1~~~~~~- --·--- -r~~i~:E~~D SHEETS,-~~--:----·--·-·----!------·------ - - f- ----- - t·----- ·-·· -- -· -·- 1 

2310.6d HANDLING/PROCESSING IOR REG,ISTERS OF ! · loestroy when 30 days old. , !Nl-NU-89-1 / 2310/G/D ~ 
l .. __·_ ---- _ .. _ .'.B.~f.O]l?S__ . ____ --~l_l'!.<;~ll'!.GAN..Q ·- ... _ _'_____ . ·- ·-~ .. ___ --·. . . _. --· . _ _ .. \· ·- ·-· ...... . .. - .... , 

1'3~' • -~:·~".°C':NG J=~~~~SHE8'j _ •· -. . 1~:'°:~~"~'..i': ......, ;··.·~U~H'.231~6/E _J 
, ;TRAFFIC ;G. LOGS, RECORD SHEETS, j ! i'Gm . ~ l 
! ! 'OR REGISTERS OF ! • •1 2310.~f ;HANDLINGiPROCESSING ' 'j tDestroywhen30daysold. ! Nl-NU-89-1/2310/G/F !

!INCOMING AND ' · ; ! 
~. ------.----.r1R~-s-.- 1oUTGOINGMESSAG_i;i_~-'--------·_1___________k------t·__._______I 1. RECORDS relating to the j i . 1wnln

1 · 0estroy upon comp1et1on 1 • 
12251.1 IPROJECT MANAGEMENT :Department.of the Navy's l · !of project.or when no ! INl-NU-89-1/2251/1 
1 • ;cryptographic equipment • ~ d d · 1 • 1I • · · · ·· " I · f · · ·. onger nee e . . J , 

f ··- ·- -- ·-· -- -: ··,~ao1F'1cATioNs-ro-'·:- ji.~f~:o~~~iat\ng.to · 1- -..-.. - M -· -- oesi:rov~iien7u'Per5eCieii !~~In IN~-~~~;~~-,- ~ ;;~·
- ·-- • 2 5t~2·1 _CRYPTOGRAPHIC lsoftwarechangesY!t'J£h 1 _ orobsolete. _L ~---------' 

http:ao1F'1cATioNs-ro-'�:-ji.~f~:o~~~iat\ng.to
http:project.or
http:Department.of
http:l2280.4b


2000-18 ~- .~,!~:, C,9MSEC Material Syste"l. 

2280.11 

2280.3a 

2280.3f 

2280.3i 

2280.3m 

2280.5 

2282.1 

2283.1 

2285.1 

2000-19 

COMSEC MATERIAL 

SYSTEM, GENERAL 

COMSEC MATERIAL 

SYSTEM, GENERAL 
COMSEC MATERIAL 

SYSTEM GENERAL 
COMSEC MATERIAL 

SYSTEM GENERAL 
COMSEC MATERIAL 

SYSTEM GENERAL 
COMSEC MATERIAL 

SYSTEM, GENERAL 

DISTRIBUTION AND 

ALLOWANCE 

ACCOUNTING AND 

INVENTORY CONTROL 

COMSEC MATERIAL 

SYSTEM ISSUING OFFICES 

GRS 27 - Chief 

Information Officer 

Program Planning: 

Information relating to Trigger(s) -	 TE~PO~RY: Destroy or 
n > ~ n n 7 

COMSEC Material Svstem 	 delete followimi COMSEC 
Destroy when 

11. SPECIAL requirement expires or is 

AUTHORIZATIONS cancelled, or when special 

CORRESPONDENCE. holdings becomes a 

oermanent oart of the 
3 LOCAL CUSTODY ISSUE Destroy upon subm1ss1on 

DOCUMENTS land of CMS 2-lA to DCMS for 
3. LOCAL CUSTODY ISSUE 	 Destroy upon 

DOCUMENTS land appointment of 
3 LOCAL CUSTODY ISSUE Destroy when accuracy of 

DOCUMENTS land new oal!e has been 
3. LOCAL CUSTODY ISSUE Destroy upon receipt of 

DOCUMENTS (and venf1cation of next semi 
5. Local holder/user local Destroy when no longer 

inventorv report. needed. 
1. Routine records relating Destroy when CMS 

to routine and emergency material is cleared from 

distribution of COMSEC account bv Director CMS. 
1. Routine records relating Destroy when CMS 

to the proper accounting material is cleared from 

for all COMSEC material account bv Director CMS. 
1. Routine records relating 

Destroy when account is 
to the secure stowage, 

closed. 
accountinl! and 

Information relating to Trigger(s) TEMPORARY: Cutoff at 

Chief Information Officer end of calendar year. 

Programs and Initiatives. Destroy 7 years after 

Included are records that cutoff. 

document DON-wide IT 

goals; specify milestones 

to be achieved; identifying 

performance measures for 

the DON's IT portfolio; or 
" 

x 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

wnln 

x 

-,, • ~ ·~! ,, > 

. ' 

Nl-NU-89-1 / 2280/11 

Nl-NU-89-l / 2280/3/A 

Nl-NU-89-l / 2280/3/F 

Nl-NU-89·1 / 2280/3/1 

Nl-NU-89-l / 2280/3/M 

Nl-NU-89-1 / 2280/5 

Nl-NU-89-1/2282/1 

Nl-NU-89-1/2283/1 

Nl-NU-89-1 / 228S/1 

GRS27 



2600.1 

2600.2 

2600.3 

2600.4 

2600.S 

2600.6 

2600.7 

2000-20 Trigger(s) 

7 

Cutoff annually. 
Destroy/delete when 7 
years old or when no 
longer needed, whichever 
is later. 

Cutoff when superseded 7 
by a new iteration of the 
enterprise architecture 

Destrqy/delete when 7 
vears old or when no 

7Cutoff annually. 
Destroy/delete when 7 
years old or when no 
longer needed, whichever 
is later. 

Cutoff annually. 7 
Destroy/delete when S 
lvears old. 

7 

Cutoff annually. 
Destroy/delete when S 
years old. 

7Cutoff annually. 
Destroy/delete when S 
years old 

7 
Cutoff annually. 
Destroy/delete when not 
less than 2 years but not 
more than S years old. 

TEMPORARY: Cutoff at x 
end of end ofcalendar 
year. Destroy 1 year after 
cutoff. 

GRS 27.1 

GRS 27.2 

GRS 27.3 

GRS27A 

GRS 27.St 

GRS27.6 

GRS 27.7 

GRS24.10 

DON CHIEF INFORMATION 
OFFICER (CIO) RECORDS 

DON CHIEF INFORMATION 
OFFICER (CIO) RECORDS 

DON CHIEF INFORMATION documenting the 

J.. inrormauon 1 ecnno1ogy 
(IT) Program Planning 
Records. DON CIO Records 
relating to the 
development of DON IT 
programs. Included are 
records that document 
DON-wide IT goals; specify 
milestones to be achieved; 
identifying performance 

,_............ nnr..r'c IT 


2. Enterprise Architecture 
Records. Records 
identifying the IT systems 
and networks required to 
1nerform the DON'~ 
3 IT Capital Investment 
Records. Records 

OFFICER (CIO) RECORDS 

DON CHIEF INFORMATION 
OFFICER (CIO) RECORDS 

DON CHIEF INFORMATION 
OFFICER (CIO) RECORDS 

integration of IT 
investments with DON-
wide strate111c olanninl!. 
4. Legal and Regulatory 

Compliance Records. 
Records documenting 
S. CIO Committee 
Records. Records 
maintained by 
committees, boards, task 
forces, conferences, or 
other IT advisory, 
""Vl'rnina nr oolicv hnrho• 

6 CIO Subject and Office 
DON CHIEF INFORMATION Records. Records not 
OFFICER (CIO) RECORDS otherwise identified in this 

oaragraoh that include 
7. Schedules of Dady 
Act1v1ties. Calendars, 

DON CHIEF INFORMATION appointment books, 

OFFICER (CIO) RECORDS 

GRS 24.10 - Information 
Technology Customer 

Service: 

schedules, logs, diaries, 
and other records 
documentin11 meetin11s 

Information relating to IT 
customer service. 
Includes, but not limited 
to providing help desk 

- tn ..., ._.. __ ... _ .. 

http:GRS24.10


2620.lOa 

INFORMATION 
TECHNOLOGY 
OPERATIONS AND 
MANAGEMENT RECORDS 

10. IT Customer Service 
Files. 
a. Records related to 
lorovidine: helo desk 

Destroy/delete 1 year 
after record is superseded 
or obsolete. 

3 

GRS24.10a 

INFORMATION 10. IT Customer Service Destroy/delete when 1 3 

2620.lOb 
TECHNOLOGY 
OPERATIONS AND 

Files. 
b. Help desk logs and 

year old or when no 
longer needed for review 

GRS24.10b 

MANAGEMENT RECORDS reoorts and other files and analvsis whichever is 

2000-21 GRS 20.9'w Fin.ding fUds . Electronic Indexes, lists. Trlgger(s) TEMPORARY: De~ lt ~RS20.9 

(or Indexes): registers; andother with.related records or ' 
•J 

finding aids used only to when the agency 
provide access to records. determines that they are .. 
authorized for destruction 

• '­ •"'-- """" ..... '2 MAI>& 

no longer needed for 
- ·---· 10. Finding Aids (or Delete with related 

Indexes). Electronic records or when the 
2610.10 ELECTRONIC RECORDS indexes. lists, registers, activity determines that wnln GRS 20.9 

and other finding aids they are no longer needed 
used onlv to orov1de for administrative lee:al 



2000-22 GRS 3.1 010 - Information Information Technology Tngger(s) TEMPORARY: Destroy 5 x DAA-GRS-2013-0005-0006 

Technology Development (IT) infrastructure, years after project is 

Project Records, systems, and services terminated, but longer 

Infrastructure Project project records document retention is authorized if 

Records: the basic systems and required for business use. 

services used to supply the 

agency and its staff with 

access to computers and 

data telecommunications. 

Includes requirements for 

and implementation of 

functions such as· 

• maintaining network 

servers, desktop 

computers, and other 

hardware, 

• installing and upgrading 

network operating 

systems and shared 

applications, and 

• providing data 

telecommunications; and 

infrastructure 

development and 

maintenance such as 
•-- .. 

1. Files/Records Relating Delete/destroy when the wnln 
to the Creation, Use, and activity determines that 

2610 la ELECTRONIC RECORDS Maintenance of Computer they are no longer needed GRS20 la 

Systems, Applications, or for administrative, legal, 

Electronic Records. audit or other onerat1onal 
11. IT lntrastructure 3 
Design and 

Implementation Files. 

2620.lla 

INFORMATION 

TECHNOLOGY 

OPERATIONS AND 

Records of individual 

projects designed to 

provide and support new 

Destroy/delete 1 year 

after final decision is 

made. 

GRS 24.lla 

MANAGEMENT RECORDS DON IT infrastructure (see 

"Note"), systems, and 

services. Includes records 
· 11 I 



1i.i.. 11 inrrastructure 
Design and 
Implementation Files. 

INFORMATION Records of individual 

2620.llb 
TECHNOLOGY 
OPERATIONS AND 

projects designed to 
provide and support new 

MANAGEMENT RECORDS DON IT infrastructure (see 
"Note"), systems, and 
services. Includes records 

1-'--­ --------111 

11. IT Infrastructure 
Design and 
Implementation Files. 
Records of individual 
projects designed to 
provide and support new 
DON IT infrastructure (see 
"Note"), systems, and 
services. Includes records 
documenting (1) 
requirements for and 

2620.llc 

INFORMATION 
TECHNOLOGY 
OPERATIONS AND 
MANAGEMENT RECORDS 

implementation of 
functions such as 
maintaining network 
servers, desktop 
computers, and other 
hardware, installing and 
upgrading network 
operating systems and 
shared applications, and 
providing data 
telecommunications; (2) 
infrastructure 
development and 
maintenance such as 
acceptance/accreditation 
nf" r __ --­ ----.. 

7 

Destroy/delete 5 years 
GRS24.llb 

after project is terminated. 

Destroy/delete 3 years 3 
after final decision on 
acceptance is made. 
NOTE: IT infrastructure 
means the basic systems 
and services used to 
supply the activity and its 
staff with access to 
computers and data 
telecommunications 
Components include 
hardware such as printers, 
desk and laptop 
computers, network and GRS24.llc 

web servers, routers, 
hubs, and network 
cabling, as well as 
software such as operating 
systems (e.g., Microsoft 
Windows and Novell 
NetWare) and shared 
applications (e.g., 
electronic mail, word 
processing, and database 
programs). The services 
necessary to design,·--· .._...._._ 



2000-23 GRS 3.1011- Information These records relate to the Trigger(s) 

Technology Development development of 

Project Records, System information technology 

Development Records: (IT) systems and software 

applications through their 

initial stages up until hand-

off to production which 

includes planning, 

requirements analysis, 

design, verification and 

testing, procurement, and 

installation Records 

include case files 

containing documentation 

of planning, decision 

making, designing, 

programming, testing, 

evaluation, and problem 

solving. Includes records 

such as· 

• proiect plans 

• feasibility studies 

• cost analyses 

• requirements 

documents 

• compliance documents 

including: 

o Privacy Threshold . ,__ 
1. Files/Records Relating 

to the Creation, Use, and 

2610 la ELECTRONIC RECORDS Maintenance of Computer 

Systems, Applications, or 

Electronic Records. 

SOFTWARE 
1. GOTS In-House Created 

3149.la 
DEVELOPMENT 

Applications. Includes 

111overnment sponsored 

SOFTWARE 
1. GOTS In-House Created 

3149.lb 
DEVELOPMENT 

Applications. Includes 

l11:overnment sponsored 
1. GOTS In-House Created 

3149.lc 
SOFTWARE 

DEVELOPMENT 
Applications. Includes 

i11:overnment sponsored 

3149.ld 
SOFTWARE 

DEVELOPMENT 

1. GOTS In-House Created 

Applications Includes 

l11:overnment sponsored 

TEMPORARY: Destroy 5 x 
years after project is 

terminated, but longer 

retention is authorized if 

required for business use. 

Delete/destroy when the wnln 
act1v1ty determines that 

they are no longer needed 

for administrative, legal, 

audit or other ooerat1onal 
Destroy or delete 25 yea rs 

after related software is 30 

suoerseded or obsolete. 
Destroy or delete 25 years 

after related software is 30 

superseded or obsolete. 
Destroy or delete 25 years 

after related software 1s 30 

suoerseded or obsolete. 
Destroy or delete 25 years 

after related software 1s 30 

superseded or obsolete 

DAA-GRS-2013-0005-0007 

GRS 20 la 

Nl-NU-07-7 I 14 

Nl-NU-07-7 I 15 

Nl-NU-07-7 I 16 

Nl-NU-07-7 I 17 



3149.le 
SOFTWARE 
DEVELOPMENT 

1. GOTS In-House Created 
Applications. Includes 
IRovemment soonsored 

Destroy or delete 2S years 
after related software Is 
suoerseded or obsolete. 

30 Nl-NU-07-7 / 18 

3149.lf 
SOFTWARE 
DEVELOPMENT 

1. GOTS In-House Created 
Applications. Includes 
IRovemment soonsored 

Destroy or delete 2S years 
after rela~d software is 
suoerseded or obsolete. 

30 Nl-NU-07-7 / 19 

3149.lg 
SOFTWARE 
DEVELOPMENT 

1. GOTS In-House Created 
Applications. Includes 
i;iovemment soonsored 

Destroy or delete 25 years 
after related software is 
suoerseded or obsolete. 

30 Nl-NU-07-7 / 20 

3149.2a 
SOFTWARE 
DEVELOPMENT 

2. GOTS In-House Created 
Software Documentation. 
Includes documentation 

Destroy or delete 25 years 
after related software is 
suoerseded or obsolete. 

30 GRS 20.lla(l) 

3149.2b 
SOFTWARE 
DEVELOPMENT 

2. GOTS In-House Created 
Software Documentation. 
Includes documentation 

Destroy or delete 25 years 
after related software is 
suoerseded or obsolete. 

30 GRS 20.lla(l) 

ZOOO-Z4 GRH.1'012· ~tion Computer software Trlgget(s} fEMPORARV: Dasttoy lt DAA-GRS-Z013-0005-CI 
Technol(>gy Development programs or applications when related master flle 
Project Records, Special that are developed by the or database has been . 
Purpose Comp_uter agency or under its destroyed, but longer 

Programs and direction solely to use or retention Is authorized If 

·. .. AppllC'atjons: maintain a master file or­
databaSe authoriZed for 

• required for busln~ use. 
" 

.· .. 
disposal In a GRS item or a 
NARA-approved'records 
schedule. 

:. .. 
Exduslon 1~ TNs.~ does .. 

.. 
.· •' ' 

: . " .. 
not include software or 
applications nece~ary to : 
11. Special Purpose wnln 
Programs. Application Delete when related 

2610.11 ELECTRONIC RECORDS software necessary solely master file or database GRS20.10 
to use or maintain a has been deleted. 
master file or database 



2000-25 GRS 3.1 020 - Information Information Technology 

Technology Operations Operations and 

and Maintenance Maintenance records 

Trigger{s) TEMPORARY: Destroy 3 x 
years after agreement, 

control measures, 

DAA-GRS-2013-0005-0004 

Records: relate to the activities. 

~· ... .. associated with the 
-·.. operations and 

maintenance of the basic 

'• 

procedures, project, 

aCtlvlty, or transactlon·ls . 

obsolete, completed, 

terminated or 

: 

systems and services used 

~o supply the agency and 

its staff with access to 

superseded, but longer 

ret~ntlon Is authorized If 
~quired for business use. ' 

comput!'!rs and data 

telecommunications. 

Includes the activities 

associated with IT 

' ~ 

.. 
•' 

equipment, IT systems, 

and Storage media, IT 

system performance 

testing, asset and 

configuration 

. management, change 

management, and 
; mainten~nce on n'etwork ' '"' 

•u 

'• 

infrastructure. Includes 

records such as: 

•' 
< 

• files identifying IT 

facilities and siti:s 

• files concerning 

implementation of IT 

facihty and site 

. 

management 

• equipment support 

s'e~ices provided to' 

specific slte_s: 

o reviews o site visit 

reports o trouble reports 

o equipment service 

hlstori~s o reports of 

2620.2 

2. IT Facility, Site 

INFORMATION Management, and 

TECHNOLOGY Equipment Support 

OPERATIONS AND Services Records. Records 

MANAGEMENT RECORDS maintained by offices 

resoonsible for the control 

Destroy/delete when 3 

years old, or when 
3 

superseded or obsolete, 

whichever is longer. 

GRS24.2 



INFORMATION 3. IT Asset and Destroy/delete 1 year 
2620.3a TECHNOLOGY Configuration after completion of the 3 GRS 24.3a 

OPERATIONS AND Manal!ement Files. next inventorv. 
3. IT Asset and Destroy/delete when 3 

Configuration years old or 1 year after 
INFORMATION Management Files termination of system, 

2620.3b(2) 
TECHNOLOGY 
OPERATIONS AND 

b. Records created and 
retained for asset 

whichever is sooner. 
NOTE: If any maintenance 

3 GRS 24.3b(2) 

MANAGEMENT RECORDS management, activities have a major 

performance and capacity impact on a system or lead 
rur.,>m ltn" ·­ rh,,.nao 

2620.8a 
INFORMATION 
TECHNOLOGY 

8. IT Operations Records 
a. Workload schedules 

Destroy/delete when 1 
lvearold. 

3 GRS 24.8a 

2620.8b 
INFORMATION 
TECHNOLOGY 
OPERATIONS AND 

8. IT Operations Records. 

b. Problem reports and 
related decision 

Destroy/delete 1 year 
after problem is resolved 

3 GRS 24.8b 

INFORMATION 8. IT Operations Records. 

2620.8c 
TECHNOLOGY 

OPERATIONS AND 

c. Reports on operations, 

including measures of 

Destroy/delete when 3 
years old. 

3 GRS 24.8c 

MANAGEMENT RECORDS benchmarks oerformance 
9. Financing of IT 

2620.9a 

INFORMATION 
TECHNOLOGY 
OPERATIONS AND 
MANAGEMENT RECORDS 

Resources and Services. 
NOTE: Copies of records 
needed to support 
contracts should be in 

Destroy/delete 3 years 
after agreement is 3 
superseded or terminated. 

GRS 24.9a 

1nrocurement flies whi,.h 
9. Financing of IT 

INFORMATION Resources and Services. Destroy/delete 3 years 

2620.9b 
TECHNOLOGY 
OPERATIONS AND 

NOTE: Copies of records 
needed to support 

after control measures or 
procedures are 

3 GRS 24.9b 

MANAGEMENT RECORDS contracts should be in superseded or terminated. 
I orocurement files which 
9. Financing of IT 

INFORMATION Resources and Services. Destroy/delete records 

2620.9c 
TECHNOLOGY 
OPERATIONS AND 

NOTE: Copies of records 
needed to support 

with no outstanding 
payment issues when 3 

3 GRS24.9c 

MANAGEMENT RECORDS contracts should be in years old. 
orocurement files which 
l. r.i1..1;:, interna11 ""'erna1 
Web Sites. 
a. Web Content is Delete when superseded, 

published on the web sites obsolete, or no longer 

2630.la(l) 
INTERNAL/EXTERNAL WEB in a variety of formats 
SITE RECORDS including html-encoded 

needed for the conduct of 
agency business, but not 

wnln Nl-NU-09-7 / 1 

markup language pages, longer than the retention 

code, graphic (e.g., PDFs), of the record copy. 

textual (e.g., word 



2630.1a(2) 

2630.1a(3) 

2630.1b(2) 

2630.1b(3) 

2630.lb(S) 

2630.lb(l) 

2630.1b(4) 

2630.lb(S) 

1. NCIS Internal/External 
Web Sites. 
a. Web Content is 

INTERNAL/EXTERNAL WEB published on the web sites 
SITE RECORDS in a variety of formats 

including html-encoded 
markup language pages, 
rn..ln n~nhor In n DnC<I 
1. NCIS Internal/External 
Web Sites. 
a. Web Content is 

INTERNAL/EXTERNAL WEB published on the web sites 
SITE RECORDS m a variety of formats 

mcludmg html-encoded 
markup language pages, 

lrn..ln """"h;r In " one.I 
1. NCIS Internal/External 
Web Sites.

INTERNAL/EXTERNAL WEB 
b. Web Management and

SITE RECORDS 
Operations Records. 
lt21Svstem 
1. NCIS Internal/External 
Web Sites. 

INTERNAL/EXTERNAL WEB 
b. Web Management and

SITE RECORDS 
Operations Records. 
IC3l Site Traffic Reoorts. 
1. NCIS Internal/External 

INTERNAL/EXTERNAL WEB Web Sites. 
SITE RECORDS b. Web Management and 

Ooerations Records. 
1 NCIS Internal/External 

INTERNAL/EXTERNAL WEB Web Sites. 
SITE RECORDS b. Web Management and 

Ooerations Records. 
1. NCIS Internal/External 

INTERNAL/EXTERNAL WEB Web Sites. 
SITE RECORDS b. Web Management and 

Ooerat1ons Records. 
1. NCIS Internal/External 

INTERNAL/EXTERNAL WEB Web Sites. 
SITE RECORDS b. Web Management and 

Ooerations Records. 

Delete when 2 years old or 
when superseded, 
obsolete, or no longer 

3
needed for the conduct of 
agency business, 
whichever is longer. 

Delete when 3 years old. 3 

Destroy when 3 years old 
or when superseded, 
obsolete, or when no 3 
longer needed for 
reference or law-

Delete when 2 years old. 3 

Delete 2 yea rs after 
3

products are replaced. 

Destroy when superseded, 
obsolete, or when no 

wnln 
longer needed for 
reference ourooses 

Delete when superseded wnln 

Delete when no longer 

required for review wnln 
purposes 

Nl- NU-09-7 / 2 

Nl-NU-09-7 / 3 

Nl-NU-09-7 Is 

Nl-NU-09-7 / 6 

Nl-NU-09-7/11 

Nl-NU-09-7 / 4 

Nl-NU-09-7 / 7 

Nl-NU-09-7 / 8 



1. NCIS Internal/External 

Web Sites. 

2630.lb(6) 
INTERNAL/EXTERNAL WEB 

b. Web Management and 

SITE RECORDS 
Operations Records. 

(6) Traffic Logs. 

Delete when no longer 

required for review 

purposes. 

wnln Nl-NU-09-7 I 9 

Information about the use 

Iof the wahcite bv visitors 
1. NCIS Internal/External 

2630.lb(7) 

Web Sites 

INTERNAL/EXTERNAL WEB b. Web Management and 

SITE RECORDS Operations Records 

Destroy when no longer 

required for review wnln Nl-NU-09-7 I 10 

(7) Server Configuration, 
purposes 

Chanoe Man:ioement and 

2630 lb(9) 

1. NCIS Internal/External 

INTERNAL/EXTERNAL WEB Web Sites. 

SITE RECORDS b. Web Management and 

Delete when no longer 

required for review wnln Nl-NU-09-7 I 12 

Ooerations Records 
purposes. 

2630 lb(lO) 
INTERNAL/EXTERNAL WEB (10) Templates Templates 

SITE RECORDS are caotured on creation 

Delete at time the 

temolate is suoerseded or 
wnln Nl-NU-09-7 I 13 

2700.1 
INTERNAL/EXTERNAL WEB 1. OPLANS (AFLOAT COM 

SITE RECORDS OPS) RECORDS. Records 

Destroy when 2 years old 

or when superseded, 
3 Nl-NU-89-1 I 2700/1 

2000-26 GRS3.1030· Records created and Trigger(s) TEMPORARY: Destroy 5 x DAA·GRS-2013-0005-0005 

Configuration and Change retained for asset years after system Is 

Management Records: management, superseded by a new 

performance and capacity Iteration, or Is 

management, system terminated, defunded, or 

management, no longer needed for 

configuration and change agency/IT administrative 

management, and purposes, but longer 

planning, follow-up, and retention is authorized if 

impact assessment of required for business use. 

operational networks and 

systems. Includes records 

such as: 

• data and detailed 

reports on 

implementation of 

systems, applications and 

modifications 

• application sizing, 

resource and demand 

management records 



2000-27 

3. IT Asset and 

Conf1gurat1on 

INFORMATION Management Files 

TECHNOLOGY b. Records created and 
2620.3b(l) 

OPERATIONS AND retained for asset 

MANAGEMENT RECORDS management, 

performance and capacity 
•u••n~ 

GRS 3.1 040 - Information Information Technology 

Technology Oversight and (IT) Oversight and 

Compliance Records: Compliance records relate 

to compliance with IT 

policies, directives, and 

plans Records are 

typically found in offices 

with agency-wide or 

bureau-wide responsibility 

for managing IT 

operations. Includes 

records such as. 

• recurring and special 

reports 

• responses to findings 

and recommendations 

• reports of follow-up 

act1v1ties 

• stat1st1cal performance 

data 

•metrics 

• inventory of web activity 

• web use statistics 

• comments/feedback 

from web site or 

apphcation users 

• internal and external 

reporting for compliance 

requirements relating to 

1. Oversight and 
INFORMATION 

Compliance Files. Records 
TECHNOLOGY

2620.la 	 in offices with DON-wide 
OPERATIONS AND 

or command-wide 
MANAGEMENT RECORDS 

resoons1bilitv for 

3 

Destroy/delete 1 year 

after termination of 

system. 

Trigger(s) 	 TEMPORARY: Destroy 5 x 
years after the project I 
activity I transaction ls 

completed or superseded, 

but longer retention is 

authorized if required for 

business use. 

Destroy/delete when 5 7 
years old or 1 year after 

responsible office 

determines that there are 

no unresolved issues 

GRS 24.3b(l) 

DAA-GRS-2013-0005-0010 

GRS 24.la 



1. Overs1gnt ana Destroytaelete wnen ,s 3 
Compliance Files. Records years old or 1 year after 

INFORMATION in offices with DON-wide responsible office 

2620.lb 
TECHNOLOGY 

OPERATIONS AND 

or command-wide 

responsibihty for 

determines that there are 

no unresolved issues, 
GRS24.lb 

MANAGEMENT RECORDS managing IT operations whichever 1s longer. 

relating to compliance NOTE: See subparagraph 
I..,;•I. IT -""r•~• 'lh l.nlftuo f"r 

2000-28 GRS 3.1050- Data Data Administration PERMANENT: Transfer to x DAA-GRS-2013-0005-0002 

Administration Records, includes maintenance of the National Archives with 

Documentation data standards, corporate the permanent electronic 

Necessary for data models, registries, records to which the 

Preservation of and data definitions and documentation relates. 

Permanent Electronic dictionaries. Records 

Records: relate to administrative 

support for the 

maintenance of data 

standards, data definitions 

and data dictionaries. This 

schedule includes records 

that explain the meaning, 

purpose, logical 

relationships, and use and 

origin of data. It also 

includes any 

documentation related to 
electronic records, 

whether the records are 

part of an electronic 

system or stand-alone, 

that allows a user to 
understand or access the 

information 

12. Documentation. 
PERMANENT Transfer to p 

2610.12a(2) ELECTRONIC RECORDS 

a. Data systems 

specifications, file 

specifications, codebooks, 

record layouts, user 

l!'Uides outout 

the National Archives with 

the permanent electronic 

records to which the 

documentation relates 

GRS 20.lla(2) 



2000-29 GRS 3.1 051 • Data Data Administration Trigger(s) TEMPORARY: Destroy 5 x DAA·GRS-2013-0005-0003 

Administration Records, includes maintenance of years after the project I 
All Documentation for data standards, corporate activity I transaction Is 

Temporary Electronic data models, registries, completed or superseded, 

Records and and data definitions and or the associated system 

Documentation not dictionaries. Records Is terminated, or data is 

Necessary for relate to administrative migrated to a successor 

Preservation of support for the system, but longer 

Permanent Records: maintenance of data retention Is authorized If 

standards, data definitions required for business use. 

and data dictionaries. This 
schedule includes records 
that explain the meaning, 
purpose, logical 
relationships, and use and 
origin of data. It also 
Includes any 
documentation related to 
electronic records, 
whether the records are 
part of an electronic 
system or stand-alone, 
that allows a user to 
understand or access the 
Information. 

Data'administratlon 
records and 
documentation relating to 
electronic records that are . 
12. Documentation. Destroy or delete upon wnln 
a. Data systems authorized deletion of the 

2610.12a(1) ELECTRONIC RECORDS 
specifications, file 
specifications, codebooks, 

related electronic records 
or upon the destruction of 

GRS 20.lla(l) 

record layouts, user the output of the system if 

louidec outnut the outnut is needed to 



2000-30 GRS 3.2 010 - Systems These are records related Trigger(s) TEMPORARY: Destroy 1 x DAA·GRS-2013-0006-0001 

and Data Security to maintaining the security year after system is 
Records: of information technology superseded by a new 

(IT) systems and data. iteration or when no 

Records outline official longer needed for 

procedures for securing agency/IT administrative 

and maintaining IT purposes to ensure a 

infrastructure and relate continuity of security 

to the specific systems for controls throughout the 

which they were written. life of the system. 

This series also includes 

analysis of security 

policies, processes, and 

guidelines, as well as 

system nsk management 

and vulnerability analyses. 

Includes records such as: 

2620.Sa 
INFORMATION 

TECHNOLOGY 

5. Files Related to 

Maintaininl! the Secuntv 

Destroy/delete 1 year 

after svstem is 

3 
GRS 24.Sa 

2620.Sb 

INFORMATION 

TECHNOLOGY 

OPERATIONS AND 

MANAGEMENT RECORDS 

5. Files Related to 

Maintaining the Security 

of Systems and Data. 

b. Documents identifvinl! 

Destroy/delete 1 year 

after system is 

superseded. 

3 

GRS24.Sb 

2000-31 GRS 3.2 020 - Computer A computer incident Trigger(s) TEMPORARY: Destroy 3 x DAA-GRS-2013-0006-0002 

Security Incident within the Federal year(s) after all necessary 

Handling, Reporting and Government as defined by follow-up actions have 

Follow-up Records: NIST Special Publication been completed, but 

800-61, Computer Security longer retention Is 
Incident Handling Guide, authorized if required for 

Revision 2, (August 2012) business use. 

is a violation or imminent 

threat of violation of 

computer security policies, 

acceptable use policies, or 

standard computer 

security practices. This 

item covers records 

relating to attempted or 

actual system security 

INFORMATION 7. Computer Security Destroy/delete 3 years 3 
2620.7 TECHNOLOGY Incident Handling, after all necessary follow- GRS 24.7 

OPERATIONS AND Reoorting, and Follow-up up actions have been 



2000-32 	 GRS 3.2 030 - System 
Access Records, Systems 
not Requiring Special 
Accountability for Access: 

2610.lc ELECTRONIC RECORDS 

2000-33 GRS 3.2 031 - System 
Access Records, Systems 
Requiring Special 

Accountability for Access: 

INFORMATION 
TECHNOLOGY

2620.6a 
OPERATIONS AND 

MANAGEMENT RECORDS 

These records are created Trigger(s) TEMPORARY: Destroy x DAA-GRS-2013-0006-0003 
as part of the user when business use 

identification and ceases. 
authorization process to 
gain access to systems. 
Records are used to 
monitor inappropriate 
systems access by users. 
Includes records such as: 

o user profiles 

• log-in files 
o password files 
• audit trail files and 

extracts 
• system usage files 
o cost-back files used to 
1. Files/Records Relating Delete/destroy when the wnln 
to the Creation, Use, and activity determines they 
Maintenance of Computer are no longer needed for GRS 20.lc 
Systems, Applications, or administrative, legal, 
Electronic Records. audit or other ooerational 

These records are created Trigger(s) TEMPORARY: Destroy 6 x DAA-GRS-2013-0006-0004 
as part of the user years after password Is 

identification and altered or user account ls 

authonzation process to terminated, but longer 

gain access to systems. retention is authorized if 

Records are used to required for business use. 
monitor inappropriate 

systems access by users. 
includes records such as: 

• user profiles 
o log-in files 

• password files 
• audit trail files and 
extracts 
o system usage files 

6. User Identification, Destroy/delete inactive 7 
Profiles, Authorizations, file 6 years after user 
and Password Files, 
EXCLUDING records 

account is terminated or 
password is altered, or 

GRS 24.6a 

relating to electronic when no longer needed 
sienature. for investieative or 



2CfR>.34 

2620.4a(l) 

2630.lb(ll)(a) 

GRS 3.2 040 ·System Backup.files maintained Trigger(s) 
Backups and Tape Ubrary fO( potential system 

Records, lncreril!'ntai restoration in the event of 
'n-;.1...- ""-·• • 1 .. _.:.....__ h.rt•••.., ­ _..._~ 

INFORMATION 
4. System Backups and 

TECHNOLOGY 
Tape.Library Records. 

OPERATIONS AND 
a. Backup tapes 

MANAGEMENT RECORDS 
maintained for potential 
svstem restoration in the 
1. NCIS Internal/External 

INTERNAi/EXTERNAL WEB 
WebSites. · 

SITE RECORDS 
b. Web Management and 
Operations Records. 
11111 Backun of Files. 

!TEMPORARY: Destroy · 
-x 

when superseded bya 
full backup, orwhen no 1·----· ___.;,__. "-· -·--­
(1) Delete/destroy wnln 
i'lcremental backup tapes 
when superseded by a full 
backup, or when no longer 
needed for svstem 
Delete incremental backup wnln 
media when superseded 
by a full backup, or when 
no longer needed for 
~·stem restoration 

bAA~RS-'20~-0006-000~ 

' 

GRS 24.4a(l) 

GRS 24.4a(l) 

2(J00..35 

2620.4a(2) 

2630.lb(ll)(b) 

GRS 3.1 041- System Backup files maintained Tfiggl!r(s)
' 

Backups and Tape Ubrary for potential system 
Records, Full Backup Flies: restoration in the event of 

a system faUure or other 
. ·--- -"-'-~ 

4. System Backups and 

INFORMATION 
Tape Library Records. 

TECHNOLOGY 
a. Backup tapes 

OPERATIONS AND 
maintained for potential 

MANAGEMENT RECORDS 
system restoration in the 
event of a system failure 
'nr ...+l.n• 11nin+n"•'""~l I".. 
1. NCIS Internal/External 

INTERNAi/EXTERNAL WEB 
Web Sites. 

SITE RECORDS 
b. Web Management and 
Operations Records. 
flll Backun of Flies. 

TEMPORARY: Des~y x 
.· when ~nd subsequent 

backup Is verified as 

successful or VJhen no 
•----­ ____._.. .I!....-·~-
(2) Delete/destroy full wnln 
backup tapes when 
second subsequent 
backup is verified as 
successful or when no 
longer needed for system 

. " wh•rl.nunr ic 

Delete full backup media wnln 
when second subsequent 
backup is verified as 
successful or when no 
lonoer needed for sustem 

OAA.GRS-2013-0006-0006 

GRS 24.4a(2) 

GRS 24.4a(2) 

2000-36 

. 

2610.9a 

GM 3.2 oso ~Backupsat Elect~onic-c0py, Trigg~$) 
Master Files and consldered by the agency 
Databases, Permanent to be a Federal record, of 
Master Flies: the master copy ofan 

electronic.record or file 
. . and retained In case the 

master file or database ls . . 
9. Backups of Files. 
Electronic copy, 

ELECTRONIC RECORDS 
considered by the activity 
to be a Federal record, of 
the master copy of an 
elertronic record or file 

·~ . iEMPORARY: Destrov; . x 
Immediately.after the 
Identical records have 
been captUred in a 
subsequent backup file or 
at any~ after the 
transfer-requesthas been .. . -• -­ -· 
Delete when the identical wnln 
records have been 
captured in a subsequent 
backup file or when the 
identical records have 
been tranc:forred to the 

~ 

DAA-GRS-l013.ooo6-oco7 

.~ 

GRS 20.Sa 



1. NCIS Internal/External Delete when the identlcal wnln 
Web Sites. records have been 


INTERNAL/EXTERNAL WEB b. Web Management and captured In a subsequent 

2630.lb(12)(a) GRS 20.Sa

SITE RECORDS Operations Records. backup or when the 
(12) Backups of Files. identical records have 
Electronic conv nf the been transferred to th~ 

2000-37 GRS 3.2 051- BackUJIS of Electronic copy, · Trigger(s) TEMPORARY: De5trOV x DAA-GRS-2013-0DD&-0008 
Master Flies and considered by the agency Immediately after the 
Databases, Temporary to be a Federal ri!cord, ?f Identical recordS have 

- MasterFilw tbe master copy ofan been deleted or replaced 
electronic record or file bya subsequent badwP 
·-.-.:I __......_.,_ -...1 f~ ·--- .11.L­ I.a•- L .... ·---- ­ -· 
9. Backups of Files. Delete when the identical wnln 
Electronic copy, records have been

2610.9b ELECTRONIC RECORDS GRS20.8b 
considered by the activity deleted, or when replaced 
to be a Federal record of lbv a· subseauent backun 
1. NCIS Internal/External Delete when the identical wnln 
Web Sites. records have been 

INTERNAL/EXTERNAL WEB
2630.lb(12)(b) b. Web Management and deleted, or when replaced GRS 20.Sb

SITE RECORDS 
Operations Records. by a subsequent backup 
C12l Backuos of Files. flle. 

http:GRS20.8b


2000-38 GRS 3.2 060 • PKI Records are PKl-unique Trigger(s) TEMPORARY: Destroy x Nl-GRS-07-3, Item 13a1 

Administrative Records, administrative records when 7 years 6 months, 

FSCACAs: that establish or support 10 years 6 months, or 20 

authentication by tying years 6 months old, based 

the user to a valid on the maximum level of 

electronic credential and operation of the CA, or 

other administrative non- when no longer needed 

PKI records that are for business, whichever is 

retained to attest to the later. 

reliability of the PKI 

transaction process. 

Included are policies and 

procedures planning 

records; stand-up 

configuration and 

validation records, 

operation records; audit 

and monitor records; and 

termination, 

consolidation, or 

reorganizing records. 

Policies and procedures 

planning records relate to 

defining and establishing 

PKI systems. Records 

relate to such activities as 

determining that a PKI 

should be established; 

creating project 

implementation plans; 

creating the certificate 

policy (CP), certification 

practice statement (CPS), 



2000-39 GRS 3.2 061- PKI Records are PKl-unique Tngger(s) TEMPORARY: Destroy x Nl-GRS-07-3, Item 13a2 

Administrative Records, administrative records when 7 years 6 months to 

Other (non-FBCA et. Al.) that establish or support 20 years 6 months old, 

CAs: authentication by tying based on the maximum 

the user to a valid level of operation of the 

electronic credential and CA, or when no longer 

other administrative non- needed for business, 

PKI records that are whichever Is later. 

retained to attest to the 

reliability of the PKI 

transaction process. 

Included are policies and 

procedures planning 

records; stand-up 

configuration and 

validation records; 

operation records; audit 

and monitor records; and 

termination, 

consolidation, or 

reorganizing records. 

Policies and procedures 

planning records relate to 

defining and establishing 

PKI systems. Records 

relate to such activities as 

determining that a PKI 

should be established; 

creating project 

implementation plans; 

creating the certificate 

policy (CP), certification 

practice statement (CPS), 



2000-40 GRS 3.2 062 - PKI Records relate to Trigger(s) TEMPORARY: Destroy x Nl-GRS-07-3, item 13b 

Transaction-Specific transaction-specific when 7 years 6 months to 
Records: records that are generated 20 years 6 months old, 

for each transaction using based on the maximum 

PKI digital signature level of operation of the 

technology. Records are appropriate CA and after 

embedded or referenced the information record 

within the transaction the PKI is designed to 

stream and may be protect and/or access is 

appended to the destroyed according to an 

transaction content or authorized schedule, or In 

information record. Along the case of permanent 

with PKI administrative records, when the record 

and other administrative is transferred to NARA 

records, transaction- legal custody. Longer 

specific records are part of retention is authorized if 

the PKI trust the agency determines 

documentation set that that transaction-specific 

estabhsh or support the PKI records are needed 

2000-41 GRS 4.3 010 ~ Hardcopy or The GRS only covers 
t<M 

,.. 
I 

TEMPORARY: Destroy x DAA-GRS-2013-0001-0001 

Analog Input/Sour~ hardcopy or analog - immediately after -=...­.. 
Records: records incorporated into 

'• 
verification of successful 

an electronic system In conversion, but longer 

their entirety or convertl!d - retention is authorized if 

. to an electronic format in required for business use • 

; 
",,4 

'. 
J• 

their entirety, The types of 

input records that may be~ 
..~ ·~ -·· . ' 

included are­

. 
.· 
,. 

• hard copy forms used ~or 
data input 

' • hard coov documents 
I'-· inpul/.:>ource Kecoras. uestroy arter tne wnln 
a Hard copy (non­ information has been 

electronic) documents converted to an electronic 

used to create, update, or medium and ver1f1ed, 

2610.2a(4) ELECTRONIC RECORDS 
modify electronic records 

when the electronic 

when no longer needed 

for legal or audit purposes 
GRS 20.2a(4) 

records are retained to or to support the 

meet recordkeeping reconstruction of, or serve 

requirements and are as a backup to, the 
'•-••-•--' hv" NA11A­ •••-·-'• nr i;n 



20oo-42 GRS 4.3 020 - EJectronJc Electronic records used to Trlgger{s) TEMPORARY: Qfitioy II DAA-GRS:2oacoo.1:.oc04 
Input/Source Records: create, update, ·5'r modify immediately after data 

: 

. . 

records In an electronic 
recordkeeplng system. 
Induding: .. . 

. ' 
.. 

have been entered or 
otherwise fncorporated 
tntothe master.file or· .. . . 

'. 

. . ·. 
' database and verified, 

o electronic ftles that but longer retention Is 
duplicate information authorities If required for 

.. from a source electronic business use • 
system for inputinto .. 

'• another electronic svstet11 
.. electronio records 
received from another 
agency and used as input/ 
source records by the 
receiving agertcy (see 
exdus1ons) 
0 computer flies or records 
containing uncalibrated 
and unvalidated digital or 

.. . ., 
analog data collected 
durin~ obseMtlOn or · ... . . .. • .•a 8 

._ -
1. Flies/Records Relating Delete after information 

2610.lb ELECTRONIC RECORDS 
. to the Creation, Use, and 

Maintenance of Computer 
has been transferred to 
the master file and 

wnln GRS 20.lb 

Svstems Aoolications or venfied. 
2. Input/Source Records. Delete when data nave 
a. Hard copy (non­ been entered into the 
electronic) documents master file or database 

2610.2b ELECTRONIC RECORDS 
used to create, update, or 
modify electronic records 

and verified, or when no 
longer required to support 

wnln GRS20.2b 

when the electronic reconstruction of, or serve 
records are retained to as backup to, the master 

---· .. 1..,_ .... -•-~-L---

2610.2c ELECTRONIC RECORDS 

z. inputt::.ource Kecoros. 
a. Hard copy (non-
electronic) documents 
used to create, update, or 
modify electronic records 
when the electronic 
records are retained to 
meet recordkeeping 
requirements and are 

1--··----1! hu :1 r...tADA_ 

Delete when data have 
been entered into the 
master file or database 
and verified, or when no 
longer needed to support 
reconstruction of, or serve 
as backup to, the master 
file or database, 
whichever is later. 

wnln GRS20.2c 



12. lnputt:>ource Recorcts. 
a. Hard copy (non­

2610.2d ELECTRONIC RECORDS 

electronic) documents 
used to create, update, or 
modify electronic records 
when the electronic 
records are retained to 

Delete after the necessary 
data have been 
incorporated into a master 

wnln 

file. 

GRS20.2d 

meet recordkeeping 
'---·. 

___. __ 
13. Downloaded and Delete from the receiving 
Copied Data. Derived data system or device when no 

2610.13c ELECTRONIC RECORDS 
and data files that are 
copied, extracted, merged, 

longer needed for 
pro~essing. 

wnln GRS20.12c 

and/or calculated from NOTE: See SSIC 2610, S for 

Ioth"r d,...,, ll"nerat"d other extr:>cted dat-:o. 

2001Ml 
~ 

GR$ 4.3 030 ·Output Output reeords ate • TEMPORARY: Destroy x DAA-GRS-20l3-Cl0fJ1.000 
ReCords, Ad Hoc Reports: records dei'ilied directly when business use 

from the system master ceases. 

record. Examples Include 

.,. 

' 
·. .. system generated reports 

(in ha*°PV CJl"·i;!~ctronic .. H ••• .· 
farmat}. online d"tsplays or 
summarv statlsrteal 
information, or any 
combination of the ~bove. ' 

. ' '.;. 

' 
By cootrast, il!Ports 
created USlpg'system 

: 
- ; 

.. 
.. '· 

information but not 
created directly from the 
system Itself are not 
system output records, 'for . .. • eiample an anri~I report 
that agency staff prepares 

- . . 
based on reviewing 
information In the system. 

Exclusion 1: Query re&ults 
0r eleCtronic repOrts 

' ' 
., 

created for a $pectic 
business need such as an. 

' 
establtshed reporting 

.. 
-..· .,,_. .,

·' -
·­ .. 

< . -
requirement or a response 
to a formal l"eqt,!e$t ftom '! 
" • .: -=-"' - . .. I~ .•.-'.. ... ~. '• ,. ...... : . . ' .,,. 

~ :'I:..•- ... 



13. Downloaded and Delete when the activity 

Copied Data. Derived data determines that they are 

2610.13a ELECTRONIC RECORDS and data files that are no longer needed for wnln GRS 20.12a 

copied, extracted, merged, administrative, legal, 

and/or calculated from audit or other ooerational 
13. Downloaded and Delete when the activity 

Copied Data. Derived data determines that they are 

2610.13b ELECTRONIC RECORDS and data files that are no longer needed for wnln GRS20.12b 

copied, extracted, merged, administrative, legal, 

and/or calculated from audit or other ooerational 
~~~"ur m•~" ...~ u~•IVILy 

determines that they are 

no longer needed for 

17. Hardcopy Printouts administrative, legal, 

Created to Meet Ad Hoc audit, or other operational 

Business Needs. Printouts purposes, provided the 

2610.17 ELECTRONIC RECORDS 
derived from electronic 

records created on an ad 

printouts do not contain 

substantive information, 
wnln GRS20.16 

hoc basis for reference such as substantive 

purposes or to meet day- annotations, that is not 

to-day business needs. included in the electronic 

records. (Printouts that 

contain substantive 
-L-•• 1..1 ~n 



2000-44 GRS 4.3 031- Output Output records are Trigger(s) TEMPORARY: Destroy x OAA-GRS-2013-0001-0006 

Records, Data Fiie records derived directly when business use 

Outputs: from the system master ceases. 
record. Examples include 
system generated reports 
(rn hardcopy or electronic 
format), online displays or 
summary statistical 
information, or any 
combination of the above. 
By contrast, reports 
created using system 
information but not 
created directly from the 
system itself are not 
system output records, for 
example an annual report 
that agency staff prepares 
based on reviewing 
information in the system. 

Exclusion 1: Query results 
or electronic reports 
created for a specific 
business need such as an 
established reporting 
requirement or a response 
to a formal request from a 
higher level office of the 
agency or an entity 
external to the agency. 
Such records should be 
filed with an appropriate 
related series when 
applicable. If not 
applicable, these records 
must be scheduled. 



:>. uaia l'l1eS l.OnSISiing OT !ue1ete wnen me act1v1iy 
Summarized Information. determines that they are 
Records that contain no longer needed for 
summarized or aggregated administrative, legal, 
information created by audit, or other operationa I 

2610.5 ELECTRONIC RECORDS 
combining data elements 
or individual observations 

purposes. 
NOTE: Data files consisting 

wnln GRS20.4 

from a single master file or of summarized 
database that is information which were 
disposable under a GRS created from a master file 
item or is authorized for 
_,_,_.,__ ~.. ~ or database that is 

nr •L.-• •••-­
D, ""''-UI "~ --..~•~•" 'D UI ""c1"1:0t.ir;;; vv11'11;11 Liie cn.."1VILY 

Extracted Information. determines that they are 
Electronic files consisting no longer needed for 
solely of records extracted administrative, legal, 
from a single master file or audit, or other operational 
database that is purposes. 

2610.6 ELECTRONIC RECORDS 
disposable under GRS 20 
or approved for deletion 

NOTE: (1) Records 
consisting of extracted 

wnln GRS20.S 

by a NARA-approved information that was 
disposition schedule, created from a master file 
EXCLUDING extracts that or database that is 
are: unscheduled, or that was 
• Produced as disclosure-

I<. ~· ·- ... -· 
scheduled as permanent, 
l"-••to- .... 1­

. ·- ...... __ 
7. Print File. Electronic file Delete when the activity 

2610.7 ELECTRONIC RECORDS 
extracted from a master 
file or database without 

determines that they are 
no longer needed for 

wnln GRS20.6 

chanl!inl! it and used solelv administrative le11:al 
8. Technical Reformat File. Delete when the activity 

2610.8 ELECTRONIC RECORDS 
Electronic file consisting of 
data copied from a 

determines that they are 
no longer needed for 

wnln GRS 20.7 

comclete or nart1al master administrative lel!'al 



2.00(MS GRS 4.3 040 - Non­ Non-recordkeeping coplE!S Trigger{s) TEMPORARY: ~'Stroy" x 
, 

DAA.GRS-'2013-0001-lloo7 
Recordkeeptng Copies of ofelectronic records lmni'ediately after 
Elec:tronlc Records: maintained in email copying to·a 

,. systems, computer hard . recordlceeping system or 
•' drlveS or netwoi:.ki yteb ·: 

. 
otherWl5' p~ng,1Kit .. .. .­ .. 

servers, or Qther toqitlon lbnger retenJ!on is .. 
after the recordkeeping authorl%ed 1fioequlred fot 
copy has been copied to a business use. 

J 

: 
recorclkeeping system or 
otherwise prese~. This ' 

Includes: 

o documents such as 
letters, memoranda, 
reports, handbooks, 

directhres, ma.nuals, 
briefings or presentatrons 
a~ated on office 
applications, induding 
Portable Document 

I 

.. 
.. ·. Format (PDF) ~its 

equlVal'ent. · • 
o ~nders' and recipients' 

.. 
·• 

.. 
~ - .· ... .. 

versions of eiectronlc mail 
messages ~t.meet the 

~ ...r.~-..1'--1 

14. Word Processing Files. Delete from the word 

2610.14 ELECTRONIC RECORDS 
Documents such as letters, 
memoranda, reports, 

processing system when 
no longer needed for 

wnln GRS20.13 

handbooks directives and uodatim1 or revision. 
15. Electronic Mail 

2610.15 ELECTRONIC RECORDS 

Records. Senders' and 
recipients' versions of 
electronic mail messages 
that meet the definition of 

Delete from the e-mail 
system after copying to a 
recordkeeping system. 

wnln GRS 20.14 

IFederal records and anv 
16. Electronic Delete when no longer 

2610.16a ELECTRONIC RECORDS Spreadsheets. Electronic needed to update or wnln GRS 20.15a 
soreadsheets e:enerated to oroduce hard coov. 



lb. Electronic 'uerete arter tne exp1rat1on 
Spreadsheets. Electronic of the retention period 
spreadsheets generated to authorized for the hard 
support administrative copy by GRS or a NARA­

2610.16b ELECTRONIC RECORDS 
functions or generated by 
an individual as 

approved SF 115. If the 
wnln 

electronic version replaces 
GRS20.1Sb 

background materials or hard copy records with 
feeder reports differing retention periods 
b. When maintained only 
in . ·--­

and activity software does 

--· ----'"· ""'"'l• 




