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1. FRO	 (AGENCY OR ESTABLISHMENT) 

TMENT OF THE NAVY NOTIFICATIQN TO AGENCY 

5. TEL. EXT 

\ 
Dale Archivist o] thr United Stutes . MS. r·%A'RGARET	 695-1.925 

thorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed r .disposal in this Request of pagets) are not now needed for the business of 
this agency or will not be nee d atterthe retention periods specified. 
D fA	 Request for imme . te disposal. 

D !Bl	 Request for disposal r a specifled period of time or request for permanent
retention.' . 

-r--

C.	 DATE 

JAN 11 1983 

9.7.	 10.SAMPLE	 ORITEM NO,	 ACTION :TAKENJOB NO. 

1$ l.Sposltlon request cov r the CINCPACFLT 
lag Office Files. The files~~ maintaIned by

the Flag Office and are refere~e(l an(icon-
trolled by means of an automated ,do!:respondernc'e 
storage retr ievalsy.stem (Honey'ltJer~omputer) 
and a microfiche file system (Bell ~Howell). 

he CINCPACFLT Flag Office files consi t of 
incoming and outgoing correspondence,s porting
ocuments, significant reference· materia andq

ther essential documentation classified u to 
nd including TOP SECRET. The files docume t 
he day-to-day operations of CINCPACFLT, at t: e 
lanning, ,development, execution and history 0 

he CINCPACFLT mission: and will be a primary
ource of information to researchers interested 

in the activities of the Department of the Navy 
t its highest level of command. The files are 
aintained and controlled in accordance with the 
rocedures set forth in CINCPACFLTINST 5400.3M. 
his instruction provides conversion to micro-
iche of all but the most routine CINCPACFLT 
orrespondence and its reference and control 
hrough an automated computer system. The 
icrofiche of incoming and outgoing corre-pondence, which accumulate at a~rate of about 
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. 9. 
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

.ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

25,000 fiche per year, are filed separately and
 
each is referenced and controlled through its ow
 

utomated computer program.
 

·to limited space and resources,CINCPACFLT
 
can t adhere to the storage standards for
 
perma ent microform as stated in FPMR 101-11.507
 
and 10 -11.508. Therefore, the Department of th
 
NavY'pr oses shipment of silver masters to a
 
federal r cords center immediately ~fter micro-
·form is ve ified as a true copy of the original.
 

This the records described on thi
 
form will be m'crofilmed in accordance with the
 
standards set f in 41 CPR 101-11.506.
 

1 INCOMING CORRESPON 

All incoming correspo dence is received in the
 
Flag Office. A determ' ation is made, according

to set.standards, as to hether it i~ .to be
 
controlled or uncontrolle. All correspondence

requiring action or having future reference v~lu
 
is controlled. An incoming outs slip (IRS) is
 
prepared and the corresponden e assigned an
 
~ight-d1git document contiol n ber, which con-
sists of. the year, classificati and a unique

control number. The corresponden e, along with
 
theIRS, is microfilmed, and the p er copy of
 
the ~ecord,along with theIRS is s t to the
 
appropriate action office forprocess'ng. U$ing

pertinent information from the corresp dence,

the IRS is prepared by and entered. into he
 
computer data bank. The fiche itself is il~d
 
according to security classification and order
 
of document control number. I
 

A. MICROFICHE COPIES 

(I) SILVER MASTER AND ONE COpy 

PERMANENT. Transfer to FRC immedi-
ately after verification. Offer to NARS when 20
 
years old.
 

(2) REFERENCE COpy MICROFICHE maintained
 
in central mail room.
 

DESTROY when three years old. 
~------~--------~ ~ L- ~ ~~_ 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WiUl Inclusive Dates or Retention Periodsl 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

PAPER ORIGINALS . 

Destroy after verification of microfilm. 

2. GOING. CORRESPONDENCE 

offices forward all completed
ondence, which may be in reply to incomin 

Corres ondence, or initiated by the: action offic 
itself, 0 the Flag Office for processing and 
dispatch. The file copy of the correspondence
provides v rious items of data such as 
originator, date typed, and IRS involved, if any
The Flag Offr e re~iews the correspondence, .and 
assigns a seri 1 number and date. The corre-
spondence is th n microfilmed, either in 
its entirety or part as indicated by the 
action office, an forwarded to its destination. 
All backup materia! is returned to the· action 
office along with a opy of the outgoing
correspondence for re erence use. The Flag
Office files its copy the outgoing
correspondence microficH according to security
classification and serial number. 

A. MICROFICHE COPIES 

(1) SILVER MASTER 

PERMANENT. Transfer to C immediately
after verification. Offer to NARS when 20 years
old. 

(2) REFERENCE COpy MICROFICHE in 
the flag office. 

DESTROY when three years old. m 

PAPERORISIUfifiS: epl'i'es 
,Med~'. :J-;:~:M~@r ~v)B. {IIAf(Sr81 . I '. 

Destroy after verification of microfilm. 

1 . ,_.._~l_. ._.__ __. . .._.._. ... .._.... _ 
t1 S-20l ----'-F~_;;_r_;,;t;;:-i~-~,udin9 origl"~I. 10 be subrnltted 10 the Nalional Archives 

; 
I 
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