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DEPARTMENT OF THE NAVY In accordance W|th the prowvisions of 44 USC 3303a
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NAVAL DATA AUTOMATION COMMAND except for items that may be marked "disposition not

approved’’ or “‘withdrawn’’ 1n column 10 |f no records
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6 CERTIFICATE OF AGENCY REPRESENTATIVE

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

A GAO concurrence D 1S attached or @ IS unnecessary
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b,/(p—-gé; L ADAMS NAVY RECORDS OFFICER
7 9 GRS OR 10 ACTION
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NO (With Incluswe Dates or Retention Pertods) JOoB (NARS USE
CITATION ONLY)
CHAPTER 11

SSIC 11000-11999

The records described in this chapter relate to
the planning and design, construction, acquisition)
development, maintenance, administration, and
disposition of structures and facilities ashore,
including fleet facilities, heavy equipment and
transportation facilities, real estate and housing)
and power and other utilities and services for
activities and structures. These records are
accumulated by public works activities and by
other activities and offices responsible for or
performing public works type or related functions
described in this chapter.

This certifies that the records described in this
schedule will be microfilmed in accordance with
the standards set forth in 36 CFR, Part 1230.
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115-108 Mﬁ) NSN 7540-00-634-4084 7 STANDARD FORM 115 (REV 8 83)
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CHAPTER 11

FACILITIES AND ACTIVITIES ASHORE RECORDS
11000-11999

THE RECORDS DESCRIBED IN THIS CHAPTER RELATE TO THE PLANNING AND DESIGN, CONSTRUCTION, ACQUISITION,
DEVELOPMENT, MAINTENANCE, ADMINISTRATION, AND DISPOSITION OF STRUCTURES AND FACILITIES ASHORE,
NCLUDING FLEET FACILITIES, HEAVY EQUIPMENT AND TRANSPORTATION FACILITIES, REAL ESTATE AND HOUSING,
AND POWER AND OTHER UTILITIES AND SERVICES FOR ACTIVITIES AND STRUCTURES. THESE RECORDS ARE
ACCUMULATED BY PUBLIC WORKS ACTIVITIES AND BY OTHER ACTIVITIES AND OFFICES RESPONSIBLE FOR OR
PERFORMING PUBLIC WORKS TYPE OR RELATED FUNCTIONS DESCRIBED IN THIS CHAPTER.

ITI-11-1



SSIC 11000-11099

GENERAL FACILITIES AND ACTIVITIES ASHORE RECORDS

SSIC 11000

GENERAL FACILITIES AND ACTIVITIES ASHORE (INCLUDE MARINE CORPS
SOP'S) RECORDS

1l. PRIMARY PROGRAM RECORDS

a. Departmental Files. Files include gemesal correspondence
files, master shore station development and military construction
plan files with supporting papers, and other records accumulated
by the Assistant Secretary of the Navy (ASN) (Shipbuilding & Logistics
(S&L)), and the Commander, Naval Facilities Engineering Command
(COMNAVFACENGCOM) relating to their assigned primary program
responsibilities for the development, execution, and accomplishment
of plans, policies, programs, and procedures for the planning, design,
acquisition or development (construction), and maintenance and
management of structures and facilities ashore, including fleet
facilities, plant facilities, housing, transportation, and utilities

4gng‘§gfvices. Include also records of the Chief of Naval Operations
(CNO) ,nMar ine Corpsﬁgggzvitées, and other departmental material S, s#em»S Cem mand S
i relating to assigned program responsibilities

.in this area.

(1) Navy

a 73 .
Codrrian q_'174 oKX T7The Lecordl S Cen*" K
luonee) when 4 years old. Offer7rers<’
to National Archives

(NARA) 20-—years—after
eransfer. (When 25y corS

o/ .

I11-11-2



(2) Marine Corps

b. Shore Facility Programming Boards, Washington, DC, Program
Files. General correspondence files and other records documenting
e overall development—and execution of plans, policies, procedures,
nd the performance of essential transactions. Include master devel&o~
epment a

o2 e oS

¢c. Records of &iuilEagineers—-Offiees and Other Major Commands.

Files relating to the construction program of the command and to
overall planning aspects of civil engineering matters.

2. ACTIVITIES GENERAL CORRESPONDENCE FILES. Correspondence and
related records of public works offices and of other activities
and offices performing public works type functions.

a. Files That Document the Overall Operations of the Activity or
L.fice and the Accomplishment of Its Assigned Public Works Mission

b. General Correspondence Files. Records relating to the routine
internal operation and administration of the office.

NAVEAC o8 Ocfardmratal
3. STATION FACILITIES REPORTS SUBMITTED TO BEPARPMENTAL-BUREAUS-OR-
OFFICEY OR OTHER HIGHER AUTHORITY. Include quarterly station reports
of aviation facilities and on-board aircraft and personnel.

ITI-11-3

putzlal

Ler re
Permanent. TPBransfes to
Woshington National
Records Center (WNRC) ., /e
when 5 years old. ©6ffer
to NARA 20—yeers—after
transfer. ohen 257¢°~"~50/‘/'

Retain on board.
when 5 years old.

Destroy

ﬁ(?‘"lff .
Permanent. Transfer to 7Carss/
WNR€ when 4 years old.er
when -files—become—-in~
active,—whichever—is //x 5/
later,.. Gffer to NARA
when 25 years old.

Retainon=—board
when 5 years old.

Destroy

Destroy when 2 years old .
or—when—no—lenger—rneeded,
whiehever—is—sooener,
(GRS 23.1)

Destroy when 2 years old.



4. PFACILITIES HISTORY CARDS. Contains information related to Retain on board. Destroy

location, design and maintenance of facilities ashore. after building or facil-
ity is reported as
disposed of.

5. ADVANCE PLANNING REPORTS AND DESIGN FILES. Preliminary sche- Retain on board. Destroy
matic drawings, outline specifications, and cost estimates pertaining when 10 years old.
to the scope, general feature, utilities, and costs of proposed teRs—22-1b}

military construction or public works projects.

”n'ac —~
SSIC 11010

SHORE STATION DEVELOPMENT RECORDS

1. FACILITIES REQUIREMENTS PLANNING RECORDS. Files include require- Retain on board. Destroy
ments analysis and asset data contained in facility planning systems. when superseded or can-
celled.

2. SHORE ACTIVITY MASTER PLANS

. L . L= frr
a. Official Activity Master Plans. Files accumulated at the actv'*Y permanent.- T&ané@e{ to nearcst-

departmentat level. 4Include master set of all plans.¥ Dcf&rhﬂcw+nJ F%ﬁNRe-whqﬂ:4 ears old.
Shere stattmm Deve lopme_'n'f' m oaster (Jlans are rcetired a.S/Orumsry o&er—m—bﬁﬁé’ghen 20
;ﬁf‘oif_a-m rCCorc’S Undef S.SIC //OOO' ’c Q. years old. _(,G,R%g_'_m

l b. Other Plan Files Retain on board. Destroy
when superseded or

cancelled. (eRS—223a)

3. INDEXES OR LISTINGS FOR IDENTIFICATION. #%iles—assigned—eonstruction Permanent—FPransfer—to~
. L-I.S'rLlnc,'S CZ c/r‘o-u.wu;s +hat- nearest—PREwher4—years
old—offer—to—NARA—when

20—years—old—(GRS 2259
Destroy When oo fract
/s C—O?n,d/ele, o

7
are AdA$Secladed wiHlo Caostracts
—>
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SSEH—HE60

GENFRAL FACILITIES AND ACTIVITIES ASHORE RECORDS

©. PRODUCTION MANAGEMENT 5Y3TEM (PWC/MIS) This syatem,
sponsored by CNO (0OP-44), piovides support to Naval Base
Public Works Centers production forces. The system provides
reference number assignment to management programs, wWork
progress alialysls, shop loading data, work scheduling infor-
mation, and monitors facilities inspection programs.

a. Master file and historical data tapes.

L. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elemeunts, file layout, code books, and operators and
user manuals.

Retain o buard. Destroy
after 3rd system backup.

Retain on buard. Destioy
when no longer reguired.

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

Retain on board. Destroy
whenl superseded or 1o
longer needed for refer-
ence.



po?

7 &. H30 SYSTEM A planning and scheduling system to provide
automated support for the production management offices of
Public Works Departments. The system provides capabilities

‘ to add, update, and delete records; update the data base

with computed task start date, task end date, and job com-
pletion date; and print various scheduling, planning, backlog,
and management reports. Provides a tracking system for work
requests, planning and estimating jobs, and minor work.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy

when no longer required.

C. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.

‘ d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.


http:rtt-OP>o.ro

8—1. ALLOWANCE MATERIAL MANAGEMENT SYSTEM This data system
provides information to support Reserve Naval Construction
Forces allowance material stored at permanent drill sites
and Construction Batallion Centers (CBC's). System also pro-
. vides i1mnformation on Naval Construction Force allowance
material stored in containers at CBC's and deployment sites.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and

‘ user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



SEFE=H4010~

4. NAVOSH DEFICIENCY ABATEMENT PROGRAM/MIS The Occupation
Safety and Health Deficiency Abatement Program/ Management
Information System (DAP/MIS) provides information on the cur-
rent status of funding NAVOSH Deficiency Abatement Proj)ects,
as well as justifications and priorities for each project.
Each DAP/MIS project exhibit fully describes the safety or
health hazzard, the interim control measures, and the
proposed corrective action. The relavent legal compliance
standard, cost summary, and project schedule dates are pro-
vided. The system is sponsored by CNO (0P-44) and maintain-
ed at the Facilities Systems Office (FACSO), Port Hueneme.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.

c. OQutput data and reports-COM and paper. Retain on board. Destroy
when no longer required

for reference.

d. Systems documentation to include description_ of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.



. 5. NAVAL FACILITY ASSETS DATA BASE A single source of data
describing facilities for use in planning, management and
inventory control. It provides a record of financial and
physical data on individual Navy facilities, i.e. buildings,
structures, utilities, and land. System is maintained at
FACSO, Port Hueneme.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy

when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy

when no longer required

‘ for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no

longer needed for refer-
ence.

user manuals.




ADD

6. SHORE FACILITIES PLANNING SYSTEM This system was estab-
lished to determine the basic facility requirements at shore
activities to insure the completion of assigned mission.

The system compiles lists of essential facilities; compares
existing assets with requirements producing a list of facil-
ity surpluses and deficiencies. The system provides for

the development of construction projects and the entry of
these projects into the military construction requirements
list. Facility requirements plans are produces for shore
activity hosts and tennents.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



SSIC 11011

1. REAL ESTATE TITLE RECORDS. Case files containing deeds to
property, certificates of title, documents of final
adjudication by a court, site maps, Attorney General
oppinions, and other instruments of ownership. These files
are maintained by the Engineering Field Divisions.

Permanent. Retain on
board. Transfer to NARA
when activity has been
disestablished and
property has been removed
fron DON plant account.



D:s+rav /0</ror5 olber

- A SSIC 11011 Completion oz «cguistm
/}DD) ‘ff‘CL/‘bo\e‘/'loy), i

REAL ESTATE RECORDS .
2 -7 CORRESPONDENCE AND OTHER RECORDS DOCUMENTING THE ACQUISITION . Permanent. Transfer=to-

OF LAND AND APPURTENANCES ACQUIRED WITH THE LAND. Files which to- -nearest—PRC—upon=—

consist of preliminary reports of titleak}zséeéa_of approval; decla- disestablishment—af—

rations of taking or of condemnations; i titlesgno s actiwvity-andproperty

deeds, and” easement records; and transfer of title papers,o” SEE?%f;;gZ:J, has -been—removed—£rom
‘ar. 5032 for street, facility, and area names policy records.) 7599N—~p1-am+—aeeeuat-r-

Gffer—to—NARA—20—years-
Aafter—transfer
,391. REAL ESTATE RECORDS NECESSARY OR CONVENIENT FOR THE USE OF PROP-
ERTY OR EQUIPMENT SOLD OR TRANSFERRED TO OTHER CUSTODY.
a. Selected Drawings and Photographs of Properties Selected for Permanent. 5 Offer to
Their Architectural, Historical, or Technological Signficance.@vAUFnc NARA when po is
e EFD’D toerr +¢3-C,+ MARA i n aduvaganrnce CD,‘: frans/c'— +t> &Prd’?( transferred. (Duplicate
Selectron % Records Ln FHermancat~ rc 7‘:n+¢m) copies will be provided,

if needed, to new
custodian.)

b. - Other Files suvck o Me.nternance ﬂ//jfartf [ e cord s Z’ Transfer to new
I gy MOt S caFim S, e T custodian. (GRS 4.4)

% PLOT PLANS, SITE MAPS AND SURVEYS, AND OTHER DRAWINGS OF NAVY
L ESTATE WHEN PROPERTY IS NOT SOLD OR TRANSFERRED TO OTHER
CUSTODY. These are prepared and accumulated by COMNAVFACENGCOM,
Headquarters Marine Corps, overseas and area public works offices,
and other activities responsible for the acquisition or administration
of real estate.
Er‘/'tre
a. One Copy of Each Published Map . Permanent. Traasfer to
nearest FRC in 4 years
blocks when newest
records are 10 years old.

ITI-11-5



b. Remaining Items

5.4 REAL ESTATE PLANNING FILES. Papers relating to the preliminary
lans for real estate acquisition such as copies of preliminary
ppraisal reports, activities' recommendations, or justification

regarding acquisitions, pertinent engineering and cost data, and
other background or planning data essentially summarized or docu-
mented in permanent real estate acquisition files.

4v5f INDEX CARD RECORDS OF NAVAL REAL ESTATE. Files reflecting such
information as locations, parcel numbers, acreages, or brief
description of property.

7.68. PROJECT REFERENCE OR WORKING FILES. Copies of plot plans,
appraisal assignments, engineering and other reports and data,
contracts, and other working or information papers accumulated for
convenience or reference while project is in progress.

—

SSIC 11012

ITI-11-6

T ran sher

Offer to NARA when newest
records are 20 years old.
(GRS 17.3)

Destroy
when no longer needed.

Retain on board. Destroy
after—all-work-—relating

-b&—the—pfepest¥-4£hu)keﬁr
completed~ tbl**“‘ ans—
a.c¥*ion I,s COZRPha

e
Permanent. TLERESe to

nearest FRC when no Ler
rrans ke

longer needed. OGffer %o

NARA when 20 years old.

Retain on board. Destroy
l year after project is
completed.


http:rrrrC'Da.DI

8-7. FACILITIES MANAGEMENT - CLASS 1 AND 2 REAL PROPERTY
TRACKING SYSTEMS These systems are maintained, generally
on microcomputers, by Public Works Centers at major Naval
activities. These systems keep a current log of all class
1 and 2 real property at the base, identifies all tennants
occupying the property, and maintains a log of all proposed
construction of real property. Reports generated by these
systems include lists by property record number, by tennant,
by facility, by category code, and by maintenance code.

a. Discs or other file maintenance media. Retain on board. Destroy
when no longer required.

b. Input data Retain on board. Destroy
when no longer required.

c. Output data and reports Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.



istori- Perménent. Retai

‘bql, and Technological Signlificance. Includes the\historical file of board. Offer to
drawings of significant shoke facilities designed and constructed by within 5 years ter | com-
NAVFAGENGCOM and its predecessors, 1890-1978. All items to be micro- pletipn of project.
filmed on 105mm fiche cards, ope drawing per fiche. (GRS R2.la(l))
(1), Original silver negative microfiche or secopd generation Permanent. Offer to NARA
copy negativye imme&istely upon compPe—
tion off acceptable fiﬂm
. _-"of entike file and |
. completion of indexes; to
g film, I
// |
(2) Other\copies of microfNche \used for reference ~ Destroy en no longe%
/// needed.
P
(3) Hardcopi&s on paper dated before 1l Januar 921 Permanent.| Offer to NARA

immediately after |
acceptable \microfilm jis
completed. \ (These early
drawings have intrinsic
historical walue and
should be offered in
addition to the
microfilm.)

(4) Hardcopies on paper \dated after 1 Janua 1921 Destroy after \acceptable
mitxofilm copy\ is created
and pagper no longer

eeded for_refarence.

b. Specia udy Data and Other Documents. Files include Retain on boardy Desttoy
engineering in tigation reports and pxeliminary design stwydies. wheh 3 years old “ot_when
///y& obsolete, whichever
earlier.

IT1-11-7



()-Hhen-plans—beeome—obsolete—because-_structure—or—facit-

0 Dﬁ' %8

2. ADVANCE PLANNING REPORT. Preliminary schematic drawings, out-
line specifications, and cost estimates pertaining to the scope,
general features, utilities, and cost of proposed military con-
struction or public works projects.

3. DEVELOPMENT PLANNING FILES

a. General Development Plans for Major Naval Activities.
These usually form Part III, Section 2, of the Military Construction
Review Report or the Master Shore Station Development Plan Reports.

b. General {Annual) Plans. Copies of recommended or approved
irawings or plans for future development or improvements to existing

vy and Marine Corps facilities.

c. Related Case Files

4. TECHNICAL DATA REFERENCE FILES. Catalogs, charts, copies of
technical reports and data, and other background papers or master
microfilm negatives thereof used in developing plans and speci-
ficatidns.

IT1I-11-8

Retainmon—beasd. Destroy
when 10 years old.

(GR5=23~1b)

Retain on board. Destroy
when superseded or

cancelled. (GR6=22-3a)

Retain on board. Destroy
when superseded or

cancelled. (ORS—223a)

gesf-\"o? when S‘uﬁePSc a}e c[

Hy—para—4d-

Retain on board. Destroy
when superseded or when
data becomes obsolete.

(ER5—23-6



A>Y

SHORE STATION DESIGN CRITERTA RECORDS

1. THOSE RECORDS WHICH PERTAIN TO THE DESIGN PROCESS
GENERALLY CONSISTING OF PRELIMINARY AND PRESENTATION
DRAWINGS, MANUALS, AND COMPUTATION BOOKS. The drawings and
sketches are conceptual in nature, usually showing the basic
design of the structure, and include such items as the basic
design of the structure, arrangement of rooms, general
appearance of elevations, floor plans, and other details

under consideration. Include—alse-—bid—drawings—submirtted—by—
ceontractors—

a. Drawings and sketches. Original and microform
drawings and sketches including preliminary, presentation and
submittals.

b. Assignment Logs of the serial numbers assigned to
design drawings or microform copies thereof.

c. Special Study Data. Files include engineering
investigation reports and preliminary design studies.

d. Design Computations. Essential design data contained
in computation books, folders, or the microfilm negatives
thereof.

e. Design Manuals/Handbooks. NAVFACENGCOM manuals or
handbooks that specify design criteria, specifications,
safety factors, and mandatory features that are to be
included in the design of types of structures.

(1) Master silver microfilm.

Destroy when structure 1s
completed and as built or
"record" drawings are
prepared. (GRS 17.5)

Permane nt T ranske—teo NAER 120

required—for—roference b lbcKS

for all reaerds g reater

+han & ylars a/d.

Destroy when 3 years old
or when obsolete,
whichever 1s earlier.

Retain on board. Transfer
to new owner if structure
1s sold or transferred.
Destroy if structure is
demolished.

Permanent. Transfer to



po”

(2) Duplicate silver microform copy maintained at
NAVFACENGCOM Headquarters.

(3) Printed copies of design manuals.

NARA 1n 5 year blocks when
the most recent manual 1s
30 years old.

Destroy when no longer
required.

Destroy when cancelled or
superceded.



SHORE STATION DESIGN CRITERIA RECORDS

‘24!. DESIGN MANAGEMENT INFORMATION SYSTEM Information in thais
system is used to plan the engineering and design 1nvest-
ment, to organize the in-house architect/engineer contract
force, to manage staffing, and to control and direct the
execution of the total design process. The system is
maintained at FACSO, Port Hueneme and supports NAVFAC HQ
and the Engineering Field Divisions.

a. Master file and historical data tapes.
b. Input data tapes and paper record.

c. Output data_and reports-COM and paper.

d. Systems documentation to 1include description of

data elements, file layout, code books, and operators and

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



ApD B

SSIC 11013

SHORE STATION CONSTRUCTION RECORDS

1. CONSTRUCTION DRAWINGS. These include intermediate and
prefinal drawings, final working drawings, as-built drawings,
"record" drawings, shop drawings, repair and alteration
drawings, standard drawings, and specifications.

a. Drawings filmed on 105 mm or 35 mm silver film.

viTal Eecofd¢op7 ,Des ‘/"1'07 on/y

(1) Silver film copy maintained at NAVFAC Record Retﬁin~aﬁ—beafdv—6estffﬁh-“JA"CJ
Drawing Film File, Port Hueneme, CA. JﬁKHPfEF%f%ﬁFﬂ*i%fpﬂﬂ%ﬁf.J”f¢%‘
by ComNAVFRC ExGemD
(2) Silver film copy maintained by the Engineering Permanent.. Transfer to
Field Division for the geographical area in which the NARA when structure 1s
structure 1s located. sold, transferred or
demolished.
(3) Other copies of microfilm used for reference. Destroy when no longer
required.
(4) Original "record" drawings (as-built drawings, Permanent. Transfer to
if "record" drawing was not prepared) selected for NARA when structure is
architectural, historical, or technological significance. sold, transferred, or
Selection craiteria to be established by NARA in conjunction demolished, or when 20
with NAVFAC HQ and Engineering Field Divisions. years. old, whichever 1s
earlier.
Transforto AT oWaer o~
(5) Original "record" drawings and as-built structure is
drawings not included in SSIC 11013.1.a.(4). . sold® transferred, e Desvroy o~
SHructura w8 Gemolished.or—when 20—
years—old—whichaver 3s
carliexr—
(6) Intermediate and prefinal drawings, final Destroy when microfilm has
working drawings, shop drawings, repair and alteration been verified.

drawings, standard drawings and specifications.


http:o.u::::.lH

b. Original drawings that have not been filmed.

(1) Original "record" drawings (as-built drawings,
1f "record" drawing was not prepared) selected for
architectural, historical, or technological significance.
Selection criteria to be established by NARA in conjunction
with NAVFAC HQ and Engineering Field Divisions.

(2) Intermediate and prefinal drawings, final
working drawings, shop drawings, repair and alteration
drawings, standard drawings and specifications.

c. Assignment logs of the serial numbers assigned to
NAVFACENGCOM and Engineering Field Division Drawings.

(1) Microform copies.

(2) Indexes to drawings that is maintained in a
data base.

d. Blueprints or other copies that duplicate original
drawings, drawings not used in construction or alteration,

drawings used to negotiate contracts, drawings used to assign

floor space.

Permanent. Transfer to
NARA when structure 1is
sold transferred, or
demolished or when 40
years old whichever 1s
earlier.

Destroy when structure 1is
sold transferred, or
demolished or when 40
years old, whichever is
carlier.

Permanent. Transfer to
NARA in five year blocks
for all records greater
than 5 years old.

Permanent. Transfer
complete printout to NARA
annually.

Retain on board. Destroy
when superceded or purpose
is served.



5. FACILITIES SUMMARIES FOR OVERSEAS BASES OR MASTER MICROFILM
NEGATIVES THEREOF

a. One Record Copy Retained as Part of the Primary Program Permanent. tain on

Records board. -Géggﬁgfo NARA
within 5 years after
completion of project.

: )

b. All Other Copies Retain for lifetime of
. facility.
R in € Lifeti e
factiity-.
4L 7. DESIGN COST ESTIMATORS PROJECT (CASE) FILES. Detailed break- Retain on board. Destroy
down computations and data for facilities construction and design S years after completion
projects. May include basic calculations and summary labor and of project.

material cost data, detail construction material breakdowns, internal
memoranda, blueprints, and other similar data and correspondence
pertinent to project cost determinations.

SSIC 11013

ITI-11-9



Qrawings not useq > LoF : Drawlngs Used to
egotiate Con raw1ngs Us‘a‘to~Asslgp Floor Space, and All

<$gncbe—1f——
Other4D£awfﬁgs not Selected for l\rchltecturaI‘‘1'l-t4.5-t;o4:.1..g=';a_l_,__‘=;_“\~
1 S‘ 1 CARCE

teratlon,

2. CONSTRUCTION DRAWINGS WHICH ARE NOT COVERED IN PAR. 11013.1.

. INTS A 5 i t i ed
on p +OR

i A A -

3 A&, FIELD SURVEY, TEST, AND EXPLORATION DOCUMENTS. Field survey
notes or reports and other summary records of exploration data
including pile driving data, soil density data, summary concrete
and other material test and strength evaluation records, and other
exploration data having continuing scientific or technical research
value.

ITII-11-10

program,
submitted

served;
determined

Retain on board.
when purpose is served.

Destroy

Retain-on _hoard, Destroy
when—-superseded Qr_pur=.
Pose—is—servedy—e.g,,
+e—is-determined
drawings—will—hnrot—be.
needed—for—tecal—econ—~
s . yest
RUrposSes )

Rctece
Repmarnent. TFransfer-

to nearest FRC when¢72fbrsokJ

ed-os—fttes—are—no—longer
needed—for—refoerenee.

t=ﬂ¢£§1£e§,£e«NARA 20—years
aftor—transfers
Destroy Whey
Struetore 1S Sok s ranskere

red or dc’"O/‘S}ﬂCo/
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< CIVIL WORKS AND CONSTRUCTION STATUS REPORTS. Copies of
reports and related papers pertaining to status of construction
work projects.

5;51 LABOR STANDARD INSPECTION REPORTS AND COPIES OF CONTRACTORS
WEEKLY PAYROLL AFFIDAVITS

& CIVIL WORKS AND CONSTRUCTION CONTRACT RECORDS. Files include

correspondence relating to the administration of the contracts.

a. Supporting Contract or Order Files

b. All Other Files

7/8’. INSPECTION REPORTS

a. Material Inspection Coples

(1) Routine internal administration files
. (2) All other files

b. Copies Supporting Contract Files

{4‘. ALL PHOTOGRAPHS AND NEGATIVES IN THE POSSESSION OF OFFICERS
IN CHARGE OF CONSTRUCTION AND RESIDENT OFFICERS IN CHARGE OF
CONSTRUCTION. Closed construction contracts for which a
final decision of the contracting officer on a dispute has been
received, construction contracts in which a final release

II1-11-11

Retain on board. Destroy
1l year after termination
of contract.

Destroy 3 years after
completion of contract
unless contract is under
enforcement action. (6R6G-

2y (GLS 3.1)

Apply Be@ense—&ff/qpfux*ﬁ
Aegquisition-Regula= Sub 4om
tion—BAR) pnder SS1c. 4200.

Destroy when 2 years

old. (R6-3-3+ (Cres 3.2)

Destroy when 2 years old.
Destroy when 3 years old.
Apply appropriate sub-

item of par. 4200.
SSikc



reserving a claim has been received, or construction contracts
for which a decision of the Armed Services Board of Contract

Appeals has been received.

a. One Construction Progress Photograph and Negative of
Each Construction Print

(1) Officers in charge of construction

. (2) COMNAVFACENGCOM

(a) Routine construction prints
(b) Prints determined to be of continuing value
(c) Prints returned to OICC

b. All Other Photographs and Prints

? - _CONSTRUCTION (COST REIMBURSEMENT-TYPE) CONTRACT RECORDS
ADZ)I?Q;B 2

SSIC 11014

SHORE STATION MAINTENANCE RECORDS

1. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES RELATING
TO SHORE STATION MAINTENANCE PROGRAMS. Files include engineering

survey reports and related data and papers.

ITI-11-12

Forward to COMNAVFAC-
ENGCOM when 2 years old.

Retain on board. Destroy
6 years after final
decision.

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

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

Destroy when 2 years old.
Apply appropriate sub-

item of par. 4200.
Ssic

Destroy when 2 years old.



AOY

(04T, FACILITIES PLANNING MODEL This system enables automated
computation of facilities requirements. The model is an
interactive process through which planners enter data on
base loading. The system compares facility requirements
with asset records in the Naval Facilities Assets Data Base
to determine surpluses and deficiencies, and to price out
costs of rehabilitation, additional new construction and
facilities maintenance.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

‘ b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.



J{ 32, CONTINGENCY RESOURCES DATA BASE (CRDB) This system 1is
used by NAVFAC Headquarters to prepare port, airfield, and
construction capability reports for use by the Fleet
Commanders-in-Chief, CNO, and the Joint Chiefs of Staff.
System interfaces with the JOPS Port File, Fleet Intelligence
Center Port Files, and the DMA Automated Air Facilities
Information File. System is maintained at FACSO, Port

Hueneme.
a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.
b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.
c. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.
d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.



2. LOCAL CONTROL OR PROGRESS RECORDS RELATING TO SHORE STATIONS
MAINTENANCE WORK. Local equipment operation and installation
logs and other similar records.

3. EQUIPMENT UPKEEP AND PREVENTIVE MAINTENANCE LOGS AND RECORDS

a. Daily or Weekly Records

b. Detail Working Papers or Check Lists

. c. All Other Records

~

4. OTHER MAINTENANCE, UPKEEP, AND REPAIR RECORDS

S. PREVENTIVE MAINTENANCE WORKSHEETS

AGRICULTURE, FISH, AND WILDLIFE RECORDS

SSIC 11015

SOIL AND WATER CONSERVATION RECORDS. Files include erosion

ntrol, grounds maintenance, landscaping, conservation plans for
new construction, land management, aad outleasing,and Se.l c/e,,:,-l-«’tt/?or"fs,

2. FORESTRY MANAGEMENT. Files include overall management plans and

annual increments pertaining to forestry management.

3. FISH AND WILDLIFE RECORDS. Files containing management plans and

annual  increments.

IT1I-11-13

Destroy when 1 year old.

Destroy when 1 year old.
Destroy when 1 year old.

Retain on board. Destroy
3 months after work
performed or requisition
cancelled.

Destroy when 1 year old.

Retain on board. Destroy
when superseded or pur-
pose is served.

Retaimomr—beard. Destroy
when ae~Lenge&—neeéedzzo7euns
o,

Retain-on-board. Destreywhen

wheﬂ—no—%?ﬂgef—zeeded°13kin ‘S
t"jpercede Ar- w2 hen Oy ears old

hicheuver 18 Seener,
. Destroy when

when—poe—-longer—needed, CarS
Qldc /07



fio?

SS9

6. STAFF CIVIL ENGINEER WORK REQUEST TRACKING SYSTEM Thais
system or similar systems are maintained by Public Works
Departments/Centers or Offices of the Staff Civil Engineer
usually on microcomputers. System tracks work requests from
start to completion. Generates reports of completed work
requests, uncompleted work requests, and work requests be-

hind schedule.
a. Discs or other file maintenance media.

b. Input data

Cc. Output data and reports

v

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

user manuals.

Retain on board. Destroy
when no longer required.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



7. NAVY-WIDE ANNUAIL INSPECTION SUMMARY This system process
maintenance deficiencies noted on inspections of Navy Shore

es

activities. Periodic reports for each command are forwarded

to major claimants for submission to CNO (0P-44). Systenm i
maintained at FACSO, Port Hueneme.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

¢. Output data and reports-COM and paper.

~

d. Systems documentation to include description

data elements, file layout, code books, and operators and

user manuals.

S

of

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



%

PEANT—PROBERTY—RECORBS—

3. PLANT PROPERTY MANAGEMENT SYSTEMS/GOVERNMENT FURNISHED
EQUIPMENT SYSTEMS These systems, usually on micro com-
puters, are maintained at most Navy and Marine Corps activ-
ities. Systems maintain an inventory of plant property on
sub custody within the command and/or government owned
equipment on loan or furnished to contractors. Systems
allow for the inventory to be updated and a variety of

inventory reports are produced.
a. Discs or other file maintenance media.

b. Input data

c. Output data and reports

d. Systems documentation to include description of

data elements, file layout, code books, and operators and
user manudals.

Retain on board. Destroy
when no longer required.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.


http:t11.QOo.co

4., MINOR PROPERTY MANAGEMENT SYSTEMS Automated systems,

with a variety of similar names and generally maintained on
microcomputers, that provide information pertaining to minor
property within a Navy or Marine Corps activity. Information
includes National stock number, item name, sub-custodian,
responsible division, minor property tag number, and other

similar type data.
a. Discs or other file maintenance media. Retain on board. Destroy
when no longer required.

b. Input data Retain on board. Destroy
when no longer required.

c. Output data and reports Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.


http:1-'.1-'.CD

4. GENERAL CORRESPONDENCE FILES

a. Files Relating to Routine Internal Operation and Adminis-
tration

b. Other Correspondence Files Relating to the Overall Manage-

ment of Agriculture, Fish, and Wildlife

. SSIC 11016

PLANT PROPERTY RECORDS

1. GENERAL CORRESPONDENCE FILES. Files include reports and other
papers relating to the maintenance of machinery and equ{?ment and
other plant property.

2. PLANT PROPERTY ACCOUNTING CARD AND LEDGER RECORDS

a. Plant Account Cards and Ledgers

oﬁ&l‘
b. All ©hter Plant Accounting Files

&

GROUNDS OR UNPAVED AREAS (LAND) RECORDS

I, Files include Schedoling ®F /nv//.?La.rv? LS e,

and freoedu:—e_S; o<07 $‘¢heq’ul”l7‘ pub/fc
UvSe o  facdltes,

SSIC 11017

ITI-11-14

Destroy when 2 years old.

ar when—no-—longer—needed,
hicl -

Retatn—on—beards Destroy
when 5 years old.

Destroy when 3 years old.

Retain on board. Destroy
3 years after item is
withdrawn from plant

account. (6R3—8-6p(GRS B.5)

Retain on board. Destroy
when no longer needed.

Retain on board. Destroy
when no longer needed.



SSIC 11018

TESTING AREAS AND FACILITIES RECORDS

/. BePor-‘f'S and cert+ LicotioanS o S tatic, /OQJI 2 L /
cand Jynamlc. +es *s 7 C/"UCL‘/'OI‘S, Patanea'f' 4;5/‘2!‘0‘1 Ohe n O VCars
bo.‘ /81—6, Md QJCI?L\'/- A«”d/'n7 1_"“ : - ; ; /lﬁcs o

SSIC 11019
SHORE STATION SPECIAL PROJECTS RECORDS
. REQUIREMENTS ANALYSIS AND ASSET DATA

a. Records Contained in a Facility Planning System Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.

b. Special Study Data and Other Documents Retain on board. Destroy

when obsolete or 3 years
old, whichever is later.

III-11-15



SSIC 11080

NUCLEAR, BIOLOGICAL, AND CHEMICAL DEFENSE RECORDS

1. THOSE FILES THAT SERVE AS A GUIDE FOR DISASTER PREPAREDNESS
AND DOCUMENT NUCLEAR, BIOLOGICAL, AND CHEMICAL DEFENSE PLANS AND
PROCEDURES ACCUMULATED BY COMNAVFACENGCOM

SSIC 11090

DAMAGE CONTROL RECORDS

1. RECORDS INVOLVING FIRE DETECTION, PREVENTION, AND CONTROL WHICH
RELATE TO FLOODING AND DAMAGE DETECTION, PREVENTION, AND CONTROL

SSIC 11100-11199

STRUCTURES AND FACILITIES RECORDS

ITI-11-16

Re fire
Permanent. +*orward to

WNRC when phased—eut—bySyperceded

rigques. G to NARA
when 20 years old.

Destroy when 2 years old.



SSIC 11100

STRUCTURES AND FACTILITIES RECORDS GENERAL

1. NAVY INSTALLATION RESTORATION (IR) PROGRAM RECORDS

a. Primary Program Records. Correspondence, reports,

and studies relating to the establishment, development, and
accomplishments of the IR Program. Files are accummulated

by HQ NACFAC and Naval Energy and Environmental Support Activity
(NEESA) only.

b. General Correspondence files. Records relating
to the routine administration of the program.

c. IR Program Reports. Includes Preliminary Assess-
ment Site Investigation (PASI) studies, Quality Control/Quality
Assurance Reports,Confirmation Studies, Chemical Analyses, and
Remedial Action Reports.

(1) Maintained by NEESA.

(2) Maintained at inspected activity

d. Publications. Handbooks, guides, instruction
pamphlets, and report format instructions supporting the
IR Program.

Permanent. Retire to
nearest FRC in 5 year
blocks. Transfer to
NARA when 20 years old.

Destroy when 5 years
old.

Retain on board.
Destroy when 20 years old.

Retain on board. Destroy
upon completion of remedial
corrective action.

Destroy when cancelled or
superceded.



513( NAVY POLLUTION CONTROL PROJECTS REPORTING SYSTEM Source

documents for the system are proposed projects for polution
abatement funding submitted to Naval Energy and
Environmental Support Activity by activities, ssubmajor or
major claimants. A Pollution Control Report is published
twice a year by NEESA. Special reports are furnished on
request.

a. Master file and historical data tapes.

b. Input data tapes and paper record,

c. OQutput data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and
user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



4.2( NAVY AIR POLLUTION SOURCE INFORMATION SYSTEM (NAPIS)
Data on stationary air pollution sources is collected by the
Naval Energy and Environmental Support Activity and
incorporated into a computerized emission inventory system.
Information on abatement, monitoring equipment, and
emissions is accessible. File is updated monthly. A
complete master file report and a summary report are
produced annually.Provides users with data on the location,
magnitude, frequency, duration, legal 1limit, and relative
contribution of air emission sources at all DON and Marine
Corps activities. Provides information for quantifying
emissions for an activity using mass emission factors, for
predicting ambient air quality, for the design/modification
and evaluation of air polution abatement facilities, for
comparing emission data for similar sources, for determining
pollutant concentrations and dispersion by short stuck
modeling, for quantifying types and amounts of fuel
consummed, and for developing and updating air episode
plans. System supports the Naval Energy and Environmental
Support Activity and the Engineering Field Divisions.

a. Master file and historical data tapes. Retain on board. Destroy
Y after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
loncy er needec/ Fm re/(cﬁ-

USer ma nucLIS,
—_——————————— cne e,



Z/be CATEGORY CODE DIRECTORY An automated data basce contain-
ing the Department of the Navy Facility Category Codes,
category code nomenclature, and units of measure used for
identifying, classifying, and quantifying facility require-
ments and assets. The system is maintained by FACSO, Port
Hueneme and supports NAVFAC HQ, NAVFAC Engineering Field
Divisions, and all major claimants and resource sponsors.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description

data elements, file layout, code books, and operators and

user manuals.

of

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



5,19461 BASE LOADING SYSTEM Extracts and tabulates current and
projected personnel strength information to be used as the
basis for the family and unacompanied personnel housing sur-
vey systems and the shore facilities planning system. Gen-
erates reports required by 0SD to support the Navy's annual

‘ Family Housing, Unaccompanied Personnel Housing, and other
MCON programs before Congress.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

Cc. Output data and reports-COM and paper.

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

. user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



APt

q.ﬂ< DEFENSE ENVIRONMENTAL STATUS REPORT (DESR) SYSTEM. A
data base containing a wide variety of environmental
information including the provisions of federal, state,
and local laws. system is maintained by the Naval Energy
and Environmental Support Activity and supports NAVFAC

‘ and the EFD's. Data is stored at FACSO and NEESA.

a. Master file and historical data tapes.
b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



SSIC 11100

ENERAL STRUCTURES AND FACILITIES RECORDS
T—>

) 'Dr:‘s‘f‘f-‘eg,{ w? hie Shl{c o e
2 4. DRAWINGS OR PLANS. Records include blueprints, etc., of Permanent——60ffer—toe 1S Yfaaoskioa!
structures (buildings) copies of drawings or plans for each building NARA-—within-S—years v demolishes
or other structure at a naval activity or other installation after—completion—of-
including p#gns for layout, machinery, and electrical wiring. Fecords project——(6RS—22la{d))
Acavmero la. fe < bt., ANaval aectivitiey and Poplic wierks ('g,q(e.—sm/g, . '
7 STRUCTURE OR FACILITY (HISTORY) RECORDS. Master file (one Permanent. Retain on
c Py only) cards or other similar records that document the physical board until activity is
features, placemept, and nature of government structures. Recoosare disestablished, then
aCoomou lafe ¥y mowal! activifies %13. +ranskroffer to NARA.
(CRE==E22)
‘4éf. FACILITIES REFERENCE FILES. Information copies of publications, Retain on board. Destroy
photographs, charts, engineering drawings and data, brochures, plans, when superseded by later
and pther documents relating to available facilities and structures information or facility
used as a ready reference file in connection with facilities planning, is disestablished.
management control, or other similar purpose.

(SRES=23<6n)-

FPAMILY HOUSING RECORDS

. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES CONCERNED e 2etrre & peorcsT”
WITH THE PEFFORMANCE OF HOUSING MANAGEMENT FUNCTIONS. Files include

i : . . FRe wiken 3 yeors old
the maintenance and admlnlstratlgn of housing pgo?egts and relateq 7)cs‘#ro7 UJLJiu.loﬂtCQms
matters. (Exclude records relating to the acquisition, construction,

. U . old.
or disposition of housing facilities and records documenting general
housing policies or precedent setting decisions. i

IT1-11-17
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Other Correspondence Files. Files include those relating to Destroy when 2 yea;s/g;;i/
1 management of housing programs and to the alteration, (GRS 15.1)
improvement of local housing. ///

the ove
extension,

-

2. RECORDS PERTAINING TO THE DESIGNATION OF HOUSING FOR SPECIFIC
BILLET OCCUPANCY. iles include related correspondence and papers.

P
-

Retain on board. Destroy
.-after tenant vacates

.-~ unit and no litigation
o is pending. (GRS 15.5a)

a. Litigation Pendin

b. No Litigation Pending - Retain on board. Destroy
e when tenant vacates unit.
/ (GRS 15.5b)
3. TENANT (HOUSING OCCUPANCY) FOLDERS. Records relgting to rental Retain on board. Destroy
and occupancy of individual housing units (includinig puhlic quar- 3 fiscal years following
ters, rental housing, trailers, and trailer sites) and containing close of fiscal year in

papers such as applications for housing, assi
ters occupancy notices, vacating notices, memoranda and/or pro
receipts, tenant's request for permissiof to install personally-
owned equipment and replies thereto,/cfearance sheets, unit and
furniture inspection documents submitted by tenant, notices of
termination of agreements, and ated correspondence and papers.

uar- which lease terminates,
lapses, or cancellation
occurs or litigation is
concluded, whichever is
later. (GRS 15.4)

‘. HOUSING MAINTENANCE AND~ REPAIR FILES

a. Records Docu ting the Maintenance and Repair of Individ- board. Destroy
ual Rental Housing Units and of Public Quarters. Files consist of 3 fiscal years after
individual unit record cards summary records of alterations, close of fisc year in
improvements, and extensions to quarters and other related papers. which unit is c ed to
tenancy or removed
naval cognizance.
(GRS 15.2a)

II1-11-18
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2. FACILITY FILES. A facility history record must be maintained for
each facility identified on the Family Housing Property Account, For
multidwelling buildings each family housing unit must have a separate
facility history record.

a. Occupant Inf atfon. A permanert record of occupancy will be
kept for each set o ar 8. Information on each permanent

occupancy record will" ndlude the occupant's name, pay grade, date

reference.

Rermanent .

board, watid

'1 assigned, date vacated, and any remarks necessary for future WWEG—NARA:——-(-GR-S-M

b. Other Occupancy Information. In addition to the information
relating to the permanent occupancy history record, other information
pertaining to the occupancy of Government quarters. This information
will include copies of the forms for Basic Allowance Quarters (BAQ)
termination or reinstatement, notice of intent to vacate, supporting
documentation for any actions affecting that particular occupant, such
as mandatory assignment or eviction, and all individual correspondence
between the occupant and the housing organization.

3. RECORDS DOCUMENTING THE MAINTENANCE AND REPAIR AND IMPROVEMENTS OF
GOVERNMENT CONTROLLED HOUSING UNITS. Files consist of individual unit
record cards, summary records of alterations, improvements,
extensions, and major repairs to quarters.

4. WORK ORDERS, REQUISITIONS, AND RELATED PAPERS INVOLVING MINOR
REPAIR AND MAINTENANCE WORK

5. COLLECTION OF RENTS AND CHARGES. Tenant ledger account cards or
other similar records containing summaries of occupancy and rental

data for each tenant.

No QM7-
er Fciquﬁsd

Retein-on-board., Destbid
3 fiscal years following
close of fiscal year in
which lease terminates,
lapses, or cancellation
occurs, (GRS 15.4)

Retain—oen-board. Desﬂggi
3 fiscal years after close
of fiscal year in which
unit is closed to tenancy
or removed from naval
cognizance. (GRS 15.2a)

Retaetmrombeard, Dests;;
3 fiscal years following
close of fiscal year in
which work is done.

(GRS 15.2b)

Retain-en—beard. Destbiy
3 fiscal years following
close of fiscal year in
which lease terminates,
lapses, or cancellation
occurs,



o
6. FURNISHING AND EQUIPMENT INVENTORY FILES. Maintain a current ~Retain on-board., Dest;f;
inventory of family housing furniture and equipment to include all 3 fiscal years after close

items in quarters, in storage, or being repaired. The inventory of fiscal year in which
should reflect current location by building and unit number.

inventory is superseded.
Equipment should be jdentified by year, manufacturer, size, model (GRS 15.6) g
number and serial n Pr n order to preserve the accuracy of the up
total inventory. N ; P ‘Jl|



\\\BT\\WGLK Orders, Requisitions, and Related Papers Involving Retain on board./,DesEfo
Repair and Maintenmance Work 3 fiscal ¥§§;5/following
close of fiscal year in

whieh work is done.
— " (GRS 15.2b)

Retain on board. Destroy
3 fiscal years

after close of fiscal
year in which unit is
closed to tenancy or
removed from naval
nizance. (GRS 15.5b)

5. INDIVIDUAL HOUSING UNIT CARDS

6. TENANT LEDGE COUNT CARDS. Cards or other similar records con-
taining su es of occupancy and rental data for each tenant.

rd. Destroy
nt

Retain on
4 years after €
vacates.

~ close of—fiseal-year—in.
‘HHHIIIIE'%—_;' which—inventery—is-
superseded. (GRS _15.6) .

744. LOCAL HOUSING CONTROL RECORDS. Card, log, or other records of
applicants or of housing (occupancy) assignments; waiting lists; and
other similar local control records.

Retain on board. Destroy

a. Waiting Lists and Applicant Data Cards
when appiicant—i-s—trans-
ferreds (GRS 15.7)
2R qeers oM. (g rs15.7.b)

b. Other Records

Destroy when 2 years old.

(1) Marine Corps activity log books of applicants
(625 5.7 b

II1-11-19



~EAMIEYHOUSING RECORDS .

49 A40. FAMILY HOUSING SURVEY A Navy-wide system supporting
Shore activities. System provides statistical data on
family size, composition, adequacy of current housing, and
preference. System summarizes gross assets and housing re-
quirements and projects future utilization and planning for
each activity. System maintained at FACSO, Port Hueneme.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

Jala elements, file layoudl , code books, and operalors and
user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.


http:rtl::No.l1

/0-4T. HOUSING INVENTORY UTILIZATION AND OCCUPANCY SYSTEM

System provides statistics on the utilization and occupancy
of military family housingassigned to Naval activities
including the number and rank of personnel supported. Iden-
tifies downtime, turnover rates, and occupancy rates to
assist in identifying deficiencies. System 1s sponsored by
CNO (OP-44), maintained by FACSO, Port Hueneme, and supports
NAVFAC Headquarters and the Engineering Field Divisions.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy

when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.



/'/Ac‘

11. ¥27 HOUSING DATA SYSTEM (PWC/MIS) This system family housing
managers and other housing department personnel in providing
personnel support to applicants and occupants and in managing
family housing assets at Naval activities. The system
supports assignment, referral, funds control, maintenance

' planning, and furnishings control functions.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.
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ADD

13. FAMILY HOUSING A family Housing management system usually
maintained on a microcomputer by individual shore activities
supporting family housing units. System consists of five
submodules: referral module, waiting list module, occupancy
module, maintenance module, and incident/complaint module.
System produces a variety of reports from each module.

a. Discs or other file maintenance media.

b. Input data

c. Qutput data and reports

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

user manuals.

Retain on board. Destroy
when no longer required.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



oTHER. MNouSmi & RECAPDS
SFHERHOUSING—-RECORDS —

1. UNACCOMPANIED PERSONNEI HOUSING SURVEY System processes
statistical data on the projected number of single personnel
by rank or rate and transient status. Helps determine the
adequacy of existing assets. Data is used to justify projects
for new construction or modernization of unaccompanied
personnel housing and support facilities. System is main-
tained at FACSO, Port Husneme and supports NAVFAC HQ, the
Engineering Field Divisions, and individual shore activities.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

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

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.
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(2) All other records

29-. REPORTS RELATING TO HOUSING MANAGEMENT.
public quarters, rental housing,

copies of reports submitted to higher authority.

—>

SSIC 11102

TRAINING STRUCTURES AND FACILITIES RECORDS

1. INDIVIDUAL DEVELOPMENT FILES. IZCcor—cls Con s: s+ 73

rtpor‘f's, o d C‘orﬁeSPcﬁ)deﬂCC relat
allowauce s +s,

Newus Fra(nn

FO‘CL l‘l-ges

O d SPCQA A!Ca\_\l% Mf

/Ze cord s G re ma

b‘1 actiwcties aud /Co_c./“-k.’ Spem 56 rs.

OBHER-HOUSINGRECORDS—

—T

Apo E

SSIC 11103

III-11-20

¢L+ucoﬂC""”Aﬁ

Files includepunits,
trailers and trailer sites, and

Studie S,

Ulhc‘mr‘.‘.,sz

ch‘(—tav, S
:n‘lwalne dﬁj

Retain on board. Destroy
when superseded or no
longer needed for control
purposes.

E-d
Destroy when,Z%ears old.
(GRS 15.3)

Destroy when 2 years old.



SSIC 11104

COMMUNITY FACILITIES RECORDS

l. EXPENDITURE, SURVEY, COLLECTION, AND OTHER STATISTICAL NARRATIVE
DATA REPORTS

SSIC 11107

QESALE ACTIVITIES RECORDS

1. RESALE CASE FILES. Files involving secondhand or retail activi-
ties such as thrift shops.

SSIC 11110-11119

RECORDS IN THIS (11110-11119) SERIES PERTAIN ONLY TO MEDICAL AND DENTAL

'STRUCTURES AND FACILITIES ASHORE RECORDS AND INCLUDE MEDICAL CENTER,
SPITAL, MEDICAL CLINIC, OTHER MEDICAL FACILITY/ACTIVITY, DENTAL
NTER, DENTAL CLINIC, AND OTHER DENTAL FACILITY/ACTIVITY RECORDS.

RECORDS CONTAINED IN THIS SERIES ARE NOT TO BE CONFUSED WITH MEDICINE

AND DENTISTRY RECORDS COVERED IN THE 6000-6999 SERIES (CHAPTER 6).

SSIC 11110

MEDICAL AND DENTAL STRUCTURES AND FACILITIES RECORDS

III-11-21

Destroy when 2 years old.

Retain on board. Destroy
3 years following close
of fiscal year which
lease terminates, lapses,
or cancellation occurs or
litigation is concluded,
whichever is later.



1. PRIMARY PROGRAMREGORDS

g?‘éf"c
lo o ommander ——Naval MEATTaT C COMIAUMED Master —Rermsrents to
— Project Records. Files documenting the overall planning, WNRC when 4 years old. Dcs*ﬂ‘-‘y
programming, construction, maintenance, and management of Navy Offer—to—NARA when -360-
medical department facilities ashore. F /eg M aintaine < years old. 25"
Ccommander VDaval miedicea / AoMmand?comUAumEDCom oOr /'—/ R fare
2., -br COMNAUMBEDOOM Command Activities Records Pransfer to nearest FRC
Fes documeatng The Com STrocien, pmia.ntensance 4 years after ¢completion
. and Powaqgement Wave Medica ( d Dee to | of construction or—refer—
ence—needs—are—mwmety
fac l . fres. 2e 5 ot Ma,n Yained 257 Hedice [ whichever—is—eatlier:

Gund DCU\\#Q [ Feoc. ! +l<‘s.

Destroy when .25 years
old. /0

S 5t= )
3¢2/. MEDICAL/DENTAL ACTIVITY SPACE PROGRAM# AND SPECIAL PROJECT m

71“ s sy SHem /a/cn{-,/n;s s/ca,c.c, ﬁaicwfm:at Caar St ro T ior
a——hRutomated Reeords—{Computer—Tapes)— 3 +an dords, ond ofes. g “Permenent——%franafer—to-
Speeification 1F+ems regured A yipss 730es 7/*::&:.,// y

entel fac S Fies ., T 5 addita, adores

Difer—toNARA—whenr—6—years
Anea I W . :
- ul/DM'&ATL o o 50///“5 e Mainfa, ey /'."31 e mecd eld—Maintain—back—up—

éaj ey15¢4n7 AC, //7‘/(5. 5-? S%em 50 %S W&d@d.

FAndIS mainfacned a - AW Vit Dl a By MED Cony
a.% Hard-Coepy RepriRts. DAomated reca o lod .—> Retain on board. Destroy

ordS iNncifdia a s ’4/
Ia.t'Lauv“f and S S'f“'"-s‘décumen%a\%/m’? pes, < when updated or

superseded, whichever is
earlier.

b Mord CoPy eufpust PrinS -maumtaince by MpymEDdon vnits Re finm boyid - Destroy ogpen
Disc Pack Files Retain on Boarad: - Desgroy

uke")
Cancellcd Sulotr-c,c ed .

C.

a—— COMNAVMEDCOM—Ceommand—Aetivities— Bransfer to nearestFRE—
4—years—aftecr completion
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1. CORRESPONDENCE, FLANS, AND OTHER RECORDS.

Sngxf—cms Command.

Files pertaining to the
development, design, and construction ot communication facilities.

Records are qu{-cu.thl 57 Nava. | ac {-‘u,% o - S/’mSQr*tnc/'

T

Reti e

Transter to nearest raC 4
years after completicn of
construction or when no
longer needed for
reference, whichever 1s
earl.er Destroy when 30
yearz old.



an

omman [¢] v l1es P

. GENERAL CORRESPONDENCE FILES. General office correspondence and Destroy when 2 years old.
elated non-record materials such as pictures, maps, etc., main-

tained by activity and by project at COMNAVMEDCOM and COMNAVMEDCOM
command activities.

5. DESIGN CRITERIA RECORDS

a. Blueprints and Layouts,
ME DCom
ma.ster

CO/OIC—S m&/ﬂ?‘&:ncc/ b /ﬂ.am AA L
wiy +. lod

and YNE DCoemM Actiuvities. Freclvde
rowJsing s refired cnder~ SSic /1o ] 2,

b. Technical Reference Files. Records include brochures, Retain on board. Destroy
catalogs, etc., pertaining to materials, systems, and equipment when superseded or out-
related to architectural planning and development. dated, whichever is

earlier. ( RS2

SSIC 11120

COMMUNICATIONS STRUCTURES AND FACILITIES RECORDS

=

A )

ITI-11-23



SSIC 11130-11139

AVIATION STRUCTURES AND FACILITIES RECORDS

THE RECORDS IN THIS (11130-11139) SERIES ARE RELATED TO AVIATION RECORDS
AND INCLUDE HANGARS; RUNWAYS; LIGHTING; CRASH, SALVAGE, AND RESCUE;
AND SERVICE REPA1R RECORDS.

SSIC 11130
AVIATION FACILITIES RECORDS Apply—appropriate—sub~
Correspon deace, plansS, detn aud e s /s LS item—eof—par—31100+
e L Ko it LA st g sipie pronllii By O T - (T
o Aviation fuc, lihes, Pea,ds Ma_,nyéuu:clz oM.

n (¥4
6r -Sr)anSor‘l'\t? S\,Svl-em.s Caau maad, SSIC 1114‘1) aval activites

ORDNANCE FACILITIES RECORDS

1. CORRESPONDENCE, PLANS, AND OTHER RECORDS. Files pertaining to the Apply -appropriate—sub=

development, design, and construction of ordnance facilities, includ- rtem—of—par.—11012
ing guided missile and ballistic ranges, wind tunnels, and other De.smt, tOhen 1By CorS
ballistic or aeroballistic facilities. e/,
® —
: Kpply—appropriate_sub=
= itemof~Par—310312--.

SSIC 11150

RESEARCH AND DEVELOPMENT FACILITIES RECORDS

III-11-24



1. CORRESPONDENCE, PLANS, AND OTHER RECORDS. Files pertaining to the
development, design, and construction of research and development
facilities. Recods ma,ntarred /5\, nave ! Feei/i#res o

SPon serieg  SyStemsS Sommand.

SSIC 11151

HARBOR DEFENSE FACILITIES RECORDS

velopment, design, and construction of harbor defense facilities.

i. CORRESPONDENCE, PLANS, AND OTHER RECORDS. Files pertaining to the
PO’-T' —D"fc*rs, Bose C'ammana/cr‘sl

ccﬂ"'LS Mca i iNfaine 7
or Arca Cco/‘c/:a.a_\‘a/‘s'

SSIC 11152

DRILL AND PARADE GROUNDS RECORDS

Records relating %
gr'ouna’s o Suserl oS

Cnt sTtrocttonm SN O‘\*Jpa_ru.r-"e

wTher pol 2o A rea.s,

SSIC 11153

RING AND NAVIGATION RECORDS

1. RECORDS CONSISTING OF CORRESPONDENCE, REPORTS, AND DRAWINGS.
Piles pertaining to fixed and fleet mooring and navigational criteria.
Pecards maintasned bﬁ, indivedval "aUa/ a e tochre s

SSIC 11154

OBSERVATORIES RECORDS
Recevds re l“"""? Yo e Cmstroction ok poveal

obServatetes e cords ore ﬂ?azn'f-o.lnco//a‘f’ e
C’l.c.-}—lu:*\l /cUe l.

III-11-25

Apply—appropriate—sub—

D estro ;Jucn 70
y o sL,o /L,

Betire
Permanent. %Peanefes to
neares} FRC when 4 years
old. stsﬂé’-‘;'-"to NARA when
disestablished or when 30

years old, whiever is
earlier.

D estroy whea A0 lmgerm.

ﬁeur%;g. )

Apply—appropriate—sub—
Pes +ro- L:_;L‘_e'\_ .] 9
YyCors o/

Applyappropriate—sub-

item—of—par.11166-—

-DCS‘hr*ox, wbt" o
l,:o_rs old,



—

ADD

STORAGE-RECORDS—

1. INVENTORY STORAGE SPACE REDESIGN SYSTEM This system
supplies Naval Supply Systems Command and the office of the
Assistant Secretary of Defense (Comptroller) with automated
reports containing information on storage space requirements
and space avalilability of Navy and Marine Corps alr support
shore activities.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and
user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-



SSIC 11155

P
HYBERBARIC FACILITIES RECORDS Apply—appropriate—sub—
*QI\KS' d&cmﬁf:tstm &I’ka_mbehs d—”do%c{" D¢57'/'o'7 (}J"\C"I 10

' Co- .
Wy pe baric S+rvctores., Recomds Org 177 osrdarne d Y rs ol

oV tea a.c:l-tul‘/ﬂ.l level.

SSIC 11160
STORAGE STRUCTURES AND FACILITIES RECORDS -Apply—appropriate—sub=
item—of par. 110332.
ADD A
2. lomnstruoction recod S Fen naval Storoege Dc.z;;f*fo7 CLhean 70 ¢Cars
Fosc./rl-.es “Haa¥ a_rc Ma.tﬂ%a/ncq/ a?" Tle o ld,
a /z ‘
ehooky zoel SSIC 11161
STOREHOUSES RECORDS Apply—appropriate—sub—
lnuven +OP.025, IOCLJ /I 5+S a/hJ Ss/ny, /CLI‘ C/Ocumf,’7ls E *
. relatfin 75 e Otiliza 4y DCS‘H‘Oy when 2 Ytars
! m nova. [ Stor
‘éa.c; /121@5, % e o /L.
SSIC 11162
FUEL STORAGE FACILITIES RECORDS
1. RECORDS WHICH ESTABLISH POLICY FOR CATHODIC PROTECTION OF LIQUID Permanent, Cut off
FUEL (POL) PIPELINES AND STORAGE FACILITIES AT NAVAL SHORE ACTIVITIES annually at the end
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of fiscal year. 4‘-!—&&9*25% =

-fe¥ to nearest FRC when

10 years old. Offer—te—Dastrov
when NARA—when 20 years old.

SSIC 11163
MAGAZINES RECORDS Apply-appropriate sub=
Recads relatns L Yle Castroction nava ! item—of par-—11100.~
’ /haﬁa;?.-aae_s ol d otHeer ammunition” ;1 explosive \DCJ‘*‘(‘Q\I Whew 10 yrars
hMlﬁ? o S+Wo~.?t o rees Heot gue. MN,.,#C‘\MQI o .
ot tla a_c;(-u.ruﬁg’ Jleovel.
SSIC 11170

CEMETERIES RECORDS

. . . ) Petain on boord. Destra
1. RECORDS RELATED TO CEMETERIES. Files consisting of certifications kpp'l:y—appfelp{—-i-a-Ee—SubawZC”.
of titles, deeds, site maps, or photographs; declaration of taking or i e 11T 1S
condemnations; and other related papers. di sestablished.

2.BurgsAt BEG:iSTER FILES., 2¢7,5 ters mam tame d /57 Cemertearies Contammng Permanent, Petumin on boxrd
3

11 for-mation Suveh reco-d nterments, reservations, etec +hatr . oS
Section, Plo' aujérauc nu»?él ) , ‘ Card  Lnakl facidrby 15 disestabe

k2 fermeat c Sor
’ Cx.nd 4 én "-4&107 l-nfy?—m@#-/merog{, gf«LAc 5S 6011180 QCC: eﬂil UQ%IM/ l{{\il\ ,C\JO/AQ\’L‘Z\C’) T"a.ns &l“
CHAPELS RECORDS Apply appropriat '
Becord s releh s 5 oo Con STroction z item—ofpar-—116310.
Des Wi
C‘/"“f"—/s . Masm fame <{ ‘67 e 6.67&!“1%17 -/ ‘}-\07 cn jo 7(‘&,!‘5
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SSIC 11200-11299

TRANSPORTATION FACILITIES, HEAVY EQUIPMENT, RECORDS

SSIC 11200

GENERAL TRANSPORTATION FACILITIES, HEAVY EQUIPMENT, RECORDS

. GENERAL CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES. Files
Qertaining to the performance of functions relating to the use, pro-
curement, and maintenance of transportation facilities and equipment,
including automotive vehicles and railroad equipment, and automotive,
construction, and materials handling equipment. (Exclude primary
program records covered in par. 11000.1.)

a. Construction Force Activities Destroy when 2 years old.
(GRS 10.1)
b. All Other Activities Retain on board. Destroy

wheng years old.

2. OPERATIONS AND MAINTENANCE REPORTS SUBMITTED TO HIGHER AUTHOR- Destroy when ‘;' years old.
ITY. Copies of reports relating to the utilization and performance
of operation and maintenance functions for transportation equipment

‘nd construction and other heavy equipment and motor vehicles.

3. LOCAL REPORTS AND RECORDS OF EQUIPMENT ALLOWANCES. Files for Retain on board. Destroy
construction, firefighting, railroad, utility, weight-handling, and when 3 years old or
other equipment. superseded, whichever is

later. (GRS 10.4)

4., ENGINEER EQUIPMENT (C&8f) FOLDERS FOR ENGINE OR MOTOR DRIVEN
ENGINEER EQUIPMENT. Files for wheeled, tracked, skid mounted, and
enginevor electric driven.

II1-11-28



a. Equipment Record Folders and Related Engineer, Item, Age,
and Cost Records

Transder Ko lder—us +Hh
= vipme

(1) Navy activities Retain on bo&rd.A Destroy
after disposition of
equipment.

(2) Marine Corps activities Retain on board. Forward
cost record to
Commandant of the Marine
Corps when equipment is
. ordered to redistribution
and disposal.

(3) Commandant of the Marine Corps Destroy 3 years after
receipt.

b. Unsatisfactory Equipment Report

(1) Equipment transfer before corrective action completed Retain on board.
Transfer report and
equipment record folder
with equipment.

(2) Equipment not transferred or transferred after corrective Retain on board. Destroy
action completed when 1 year old. (GRS
10.2b) ths
7
whern 3 Leess oid.
¢c. Operational Logs Destroy a@ter—cemplet;on
~Q£_nexb—qa&teefLy—pﬁe-
ventive-maintenance
servieex (GRS 10.2a)
d. Work Requests, Job Orders, and Turn-in and Issue Slips. Retain on board. Destroy
Copies used to post to engineer, 1tem, age, and cost record. when material is received

and cost data is
recorded.
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SSFE—+1+200—

CENERAL—TRANSPORTATION-"FACTLTTIES AND—HEAWY. EQUIPMENT-RECORDS

10. BEST-TRANSPORTATION SYSTEM A transportation management
system maintained by FACSO, Port Hueneme to support indiv-
idual shore activities. The fuel automated data module
provides fuel control, vehicle utilization tracking, and
preventtive mainltenance scheduling. The operations segment
of the system provides vehicle utilization information as
well as operator man-hour usage.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

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

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



11. TRANSPORTATION COST REPORTING SYSTEM The TCRPS provides
maintenance and operations costs as well as utilization
information on automotive, construction, fire-fighting, rail-
way, freight handling, materials handling, and other trans-
portation equipment owned by the Navy. Raw data are collected
and processed annually for Navy activities with at least 50
units of applicable equipment.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

C. Output data and reports-COM and paper.

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

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



e. Work Sheets Pertaining to Maintenance of Equipment

5. VEHICLE SPEED-TIME FACTOR ANALYSES, SUMMARIES, AND RELATED PAPERS

6. LOCAL VEHICLE INVENTORY AND COST DATA REPORTS AND RELATED RECORDS.
Files maintained to provide operating, maintenance cost, and utiliza-
tion information to COMNAVFACENGCOM, Headquarters Marine Corps, or
other higher authority.

a. Inventories

b. Cost and Utilization Reports

c. Other Related Records

7. AUTOMOTIVE/CONSTRUCTION EQUIPMENT TECHNICAL CONTROL EAM CARDS

8. PREVENTIVE MAINTENANCE (PM) FILES. PM service and inspection for
construction and allied equipment forms, railroad card forms, weight
lifting mechanical records, and gasoline and diesel engine records.

9. TRANSPORTATION FACILITIES FILES. Activity transportation

analyses and related correspondence.

D ALY

\ Y

ﬁ_
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cguop M ent s
Destroy when
remeved Frem

1nven +or-7
Destroy when 3 months
old or superseded, which-
ever is later.

2

Y 4
Destroy when(ZZears old.
(GRE-=3=10a) S 3.9

Destroy when 3 years old.
3

Destroy when Z years old.

Retain on board. Destroy

when vehicle is trans-

ferred or sold.
- u:p/ﬂcr)?‘ / S

Destroy when ¥—yeat recmoued

od—or—6e-moenths—after fraovv

inspeetion;—whichever 1¢°” ’("’7 .

A-s—latesr. (GR5—T6=2bY)

Retain on board. Destroy
when 2 years old. (GRS
10.1)



SSIC 11210

HIGHWAYS AND ROADS RECORDS 55

Apply a0 012y
¢ . Oon STt on I A A e
bﬁ— /0 C’,o&l Ouc."/‘f U ‘/tes IZ:MJS s Al”d @ld.

. SSIC 11220

BRIDGES, TRESTLES, OVERPASSES RECORDS

1. RECORDS THAT ESTABLISH GEOMETRIC DESIGN CRITERIA FOR THE DESIGN
OF BRIDGES, TRESTLES, AND OVERPASSES MAINTAINED BY COMNAVFACENGCOM

- . . +,r.c
a. Files of Unique Design Permanent, iigaeée§ to

nearest FRC when 4 years
fransie”01d. BEfer to NARA when
20 years old.

b. All Other Files Retain on board for

life of structure; then
destroy.

RAILWAYS AND ROLLING STOCK RECORDS

SSIC 11230

1. CONSTRUCTION AND RAILROAD EQUIPMENT DISPATCH RECORDS. Con-
struction and railroad equipment dispatch control cards and related
records such as dispatchers' work sheets, conductors' records, and

copies of records of shipments (railroad) received and other similar
records.
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a. Records of Construction Force Activities Destroy when 3 months

old.
b. Other Records Destroy when 6 months
old.
OF

2. CORRESPONDENCE FILES OF ACTIVITIES AND OFFICES. Files relating Apply—par.—11600-2:

to the assignment, procurement, and maintenance of railroad equip- Destrsy when ts"VCkkns

ment. old .

‘ SSIC 11240

AUTOMOTIVE RECORDS

1. AUTOMOTIVE UTILIZATION, OPERATION, AND MAINTENANCE RECORDS.

Correspondence and other records relating to the utilization, opera-

tion, and maintenance of automotive vehicles. Records include:

automotive vehicle utilization summaries maintenance and running cost

reports for automotive, materials handling equipment, and construc-

tion and allied equipment transportation maintenance--overhead

analysis maintenance cost reports; materials handling equipment cost

reports; daily vehicle trip and mileage reports; records pertaining

to gasoline usage; credit cards; and other similar or related papers

and correspondence. .

‘ a. Records Relating to Individual Vehicles Destroy when 3 years old.
(GRS 10.4)
b. Operating/Maintenance Cost and Utilization Reports of Marine Destroy when 3 years old.
Corps Commercial Vehicles (GRS 10.3)
2. U.S. GOVERNMENT CERTIFICATES OF RELEASE OF MOTOR VEHICLES Retain on board. Destroy

4 years after disposition
of vehicle. (GRS 10.6)
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3. DISPATCH RECORDS

a. Requests for "Self Driven" Passenger Vehicles

uo_oc\.l
(l)AConsttuction force activities

(2) All other activities

b. Dispatcher's Logs and Work Sheets. Dispatcher's logs and
truck dispatcher's logs such as daily dispatching records of motor
vehicles, assignment logs, work sheets, and other similar logs or
control records.

(1) Navy activities

(2) Marine Corps activities

c. Operators' Inspection Guides and Trouble Reports. Vehicle
and equipment operational records and other similar operational
reports.

‘ (1) Vehicle involved in an accident

(2) Vehicle not involved in an accident

d. Operators' Permits such as U.S. Government Operators
Permits and Motor Vehicle Operators Permits

ITI-11-33

Destroy when 3 months
old. (GRS 10.2a)

Destroy 6 months after
return of vehigle or in-
spection of vehicle
dispatch card, whichever

is earlier. <(GRS—-:0=B8)

Destroy when 6 months
old.

Destroy when 1 year old.

Retain on board. Destroy
when 1 year old. (GRS
10.2b)

Destroy when 3 months
old. (GRS 10.2a)

Destroy 3 years after
permit expires or is
renewed. (GRS 10.7)



e. Dispatcher's Copies of Shop Repair Orders

f. Other Daily Operating Reports for Individual Vehicles

4. DAILY GASOLINE REPORTS

5. CORRESPONDENCE AND OTHER RECORDS RELATING TO ISSUING AND
REVOKING OF DRIVERS PERMITS

6. LIMITED TECHNICAL INSPECTION REPORTS OF MOTOR VEHICLES

l. MOTOR VEHICLE STOCK ACCOUNT RECORD CARDS

a. Plant and Organic Account Records. Cards forwarded to Navy
Department or to the Commandant of the Marine Corps when vehicle is
modified or transferred from Navy or Marine Corps custody.

b. All Other Records

III-11-34

Destroy when 1 year old.

Destroy when 3 months
old. (GRS 10.2a)

Destroy when 3 months
old or cost data is
summarized and submitted
in next cost and inven-
tory report, whichever
is later. (GRS 10.2a)

Retain on board. Destroy
3 years after separation
of employee or 3 years
after recision of auth-
orization to operate
government owned vehicle,
whichever is earlier.
(GRS 10.7)

Retain on board. Destroy
when superseded or
vehicle is overhauled or
reported as disposed of.

(oRS—1O=2b)

Retain on board. Destroy
when vehicle is transfer-
red from Navy or Marine

Corps custody.

Retain on board. Destroy
when card is superseded.



oo

11. INVENTORY AND REGISTRATION (CASE/MIS) A transportation
management system sponsored by CNO (0P-44) and maintained by
FACSO, Port Hueneme. System provides accounting, budgetary,
and management information concerning acquisition, movement,
assignment, and disposition of automotive, construction, and
specialized equipment held by all Navy activities.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user _manuals. longer needed for refer-

ence.



8. MOTOR VEHICLE ACCIDENT REPORTS.
of reports together with copies of pertinent investigating officer's

Transportation office's copies

reports and other supporting papers. (NOTE: When accident results
in death or injury to persons or privately owned property, special
care should be taken to ensure that all pertinent records are

reserved for forwarding to the legal office and the Judge Advocate

General, as required.)

9., MOTOR VEHICLE RECORD FOLDERS FOR MARINE CORPS COMMERCIAL
HICLES. Preventive maintenance schedule and record and vehicle
hintenance and cost report summary records of loans of motor

vehicles.

10. OPERATING/MAINTENANCE COST AND UTILIZATION REPORTS. Files
perta1n1ng to Marine Corps commercial vehicles.

SSIC 11250

BOAT OR WATER TRANSPORTATION RECORDS

1. GENERAL CORRESPONDENCE FILES.,

ScAca/u/c_S'. reper?S |, foad lisTs

and Simider /‘ecrﬂa/s main famed by Joco ! a otrsitres
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HEAVY EQUIPMENT RECORDS

THE RECORDS IN THIS (11260-11269) SERIES ARE RELATED TO HEAVY EQUIPMENT
RECORDS AND INCLUDE CONSTRUCTION-TYPE AND HEAVY WEIGHT LIFTING RECORDS.

\

SSIC 11260-11269

ITI-11-35

Retain on board. Destroy
6 years after case is
closed. (GRS 10.5)

Retain on board. Destroy
1l year after disposition
or 1 year after vehicle
is removed from property
account, whichever is
earlier. (GRS 10.2b)

Destroy when 1 year
old. (GRS 10.2b)

Destroy when 3 years old.
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SSIC 11260

HEAVY EQUIPMENT RECORDS

l. OPERATION AND MAINTENANCE FILES -Applyappropriate—sSub—
Destre woh€n 3. CarS
o/d. 7 7
SSIC 11261
COUSTRUET I OAMTYY PE 1iTAvY EQuiPMET
‘ /. IA!+LO-( re ,s+ro.+IM docomn entS a .o DPS *Pokf when 7
Marantfen ance haon o boorcs, Yy Ce-rm S o/d.
SSIC 11262

HEAVY WEIGH T L FTIOG @D uifm BT
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K /es.,
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SSIC 11270

ENGINEER SUPPLIES AND CONSTRUCTION EQUIPMENT RECORDS

1. INVENTORY LISTS OF ENGINEERING SUPPLIES AND CONSTRUCTION
EQUIPMENT AND STOCK STATUS

a. Serial Numbers Destroy 2 years after

discontinuance 'of item or
2 years after stock

. balance is transferred to
new card or recorded under
a new classification or 2
years after equipment is
removed from activity

control., (6RS—3-108b) CGP-53-91’)

b. All Other Files Retain on board. Destroy
when 2 years old. +<{GRS-
A0.3ar (ces 399

SSIC 11300-11399

UTILITIES AND SERVICES RECORDS

SSIC 11300
GENERAL UTILITIES AND SERVICES RECORDS
1. GENERAL CORRESPONDENCE FILES OF PUBLIC WORKS ACTIVITIES. Retain—on—beard- Destroy
Records documenting the accomplishment of their assigned respon- when 5 years old.

sibilities for the development, maintenance, and administration of

I11-11-37



5. PUBLIC WORKS M.I.S. -EMERGENCY SERVICE System provides
an automated means for managing emergency/service (E/S)
work and to identify the magnitude of E/S work in terms of
manpower requirements, craft, and responsible time required
to provide E/S support. The system identifies egquipment

and/or facilities requiring excessive ammounts of E/S support.

a. Magter file and historical data tapes.

b. Input data tapes and paper rccord.

Output data and reports-COM and paper.

9]

[ 4

d. Systems documentation to include description of

data elements, file layout, code books, and operators and

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



6. UTILITIES PROCUREMENT ANALYSIS System inventories the
utility procurement of the Navy Shore Establishment and
provides a review and audit capability. System complements

‘ the official record of actions under utility contracts,
which is kept in accordance with DAR 1-308.

a. Master file and historical data tapes.
b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

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

‘ user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



7. COMPUTER-ASSISTED UTILITY SYSTEM A system used by
Engineering Field Division Utilities Engineers to plan
utilities systems for new construction and major modifications
to exi1sting structures. The system analyzes the operation
and efficiency of power distribution and generating systems,
‘ evaluates the operational energy requirements for existing
buildings, and analyzes natural gas, compressed air, steam,
and water distribution systems.

a. Master file and historical data tapes. Retain on board. Destroy
after 3rd system backup.

b. Input data tapes and paper record. Retain on board. Destroy
when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.

d. Sysblcwms Jdocumentation to include _description  of Rekain on board. Destroy
‘ data elements, file layout, code books, and operators and when superseded or no
user manuals longer needed for refer-
ence.



8. BEST-MAINTENANCE AND UTILITIES SYSTEM A utility plant
management system which provides information on the perfor-
mance and conditions of the utility system as well as the

effectiveness of service utilization and operation efficiency.

A history file is maintained to provide information on the
extent to which a utility service has been utilized.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

Cc. OQutput data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and
user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



™

9. MASTER ACTIVITY GENERAL INFORMATION CONTROL (MAGIC) SYSTEM

The MAGIC system provides a single data base of information on

Navy and Marine Corps shore activities and units of the oper-

ating forces that require logistics support from shore activ-
. i1ties. Activitiy related information and requirements are

in a standard format and verified for accuracy through a

rigorous quality control program.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

Cc. Output data and reports-COM and paper.

d. Systems documentation to include description of

. data elements, file layout, code books, and operators and
user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



S5Ic—300

10. DEFICIENCY ABATEMENT PROJECTS MANAGEMENT INFORMATION
SYSTEM describes facility deficiencies and contains
recommended corrective measures to eliminate them. Manage-
ment personnel use this system to assess risks associated
with each deficiency and to assign priorities to each pro-
ject. System is maintained at FACSO, Port Hueneme and
supports NEESA and the EFD's.

a. Master file and historical data tapes.

b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

v

d. Systems documentation to include description of

data elements, file layout, code books, and operators and

user manuals.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



//.SZT MOBILE UTILITIES SUPPORT EQUIPMENT (MUSE) PROGRAM RECORDS
Correspondence, studies, reports, equipment inventories,
maintentence, repair and overhaul records, schedules and
similar records relating to the providing temporary
utilities support to naval activities in the form of
generators, electrical substations, and steam plants.

a. Records maintained by OP-44 and NEESA Destroy when 5 years old

b. Records maintained by other activities Destroy when 1 year old



utilities and services. Include records of essential transactions
and summary records of the activity's utility programs. (See also
pars. 11000.1 and 11000.2.)

2. RECORDS RELATING TO THE ROUTINE INTERNAL OPERATION OF UTILITIES Destroy when 2 years old.
SERVICES AT NAVAL ACTIVITIES N

3. SPECIAL CONSOLIDATED UTILITY COST REPORTS. Copies accumulated Retain on board. Destroy
by public works activities or offices. (See Chapter 7 for other when 3 years old. <{6RS
ost accounting rtecords.) |71 (GRS ®&.6b)

‘. SANITATION RECORDS. Correspondence, reports, and other records

pertaining to sanitation matters.

a. Records of Public Works and Other Activities. Files docu- Retain on board. Destroy
menting the development and accomplishment of their program respon- when 5 years old.
sibilities for sanitation matters within the area or command. Include
correspondence with local or federal health departments, U.S. Geolog-
ical Survey, and others concerned with sanitation problems within the

area.
b. Sanitation Reports Destroy when 3 years old.
c. Other Files Destroy when 2 years old.
SSIC 11310
POWER PLANT RECORDS
1. BOILER INSPECTION CERTIFICATES AND TEST REPORTS. Boiler Destroy when 2 years old.

inspection certificates, summary boiler inspection reports,

reports of boiler water check samples, boiler water test and
treatment records, and boiler reports. (Exclude boiler survey
reports covered in par. 11310.2.)

III-11-38



SSEC—TA0

POWER—RECORDS™

4. SHIP-TO-SHORE POWER OUTAGE SYSTEM Input data on shore
supplied electric power outages to nuclear ships over time
at various port facilities is used to provide reports to
NAVSEA, and Fleet and Force Commanders relating to trends
and patterns of ship-to-shore power failures, shipboard
power problems, and to correlate similar problems at differ-
ent locations. The system is managed by the Naval Energy
and Environmental Support Activity, Port Hueneme and main-
tained at FACSO.

a. Master file and historical data tapes. Retain
after
b. Input data tapes and paper record. Retaln

on board. Destroy
3rd system backup.

on board. Destroy

when no longer required.

¢ Oulput data and reports COM and paper. Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no
user manuals. longer needed for refer-

ence.


http:enf-'.rt
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2. BOILER SURVEY REPORTS. Reports relating to boiler feedwater
conditioning showing design data for boilers and related equipment.

3. TREATMENT RECORDS FOR BOILER WATER. Records of check analyses
by Bureau of Mines and public works offices including comments and
recommendations concerning the operation of boiler water treatment
facilities at activities and other related data.

SSIC 11320

FIRE PROTECTION AND FIRE FIGHTING RECORDS

THESE RECORDS ARE MAINTAINED BY BUREAUS, COMMANDS, ACTIVITIES, AND
OFFICES THAT CREATE OR ACCUMULATE FIRE PROTECTION AND FIRE FIGHTING
RECORDS

1. PRIMARY PROGRAM RECORDS OF THE OFFICE OF THE CHIEF OF NAVAL OPERA-
TIONS. 6&enesal Eorrespondence files and other records relating to the

development and execution of Navy's fire protection plans, policies,
programs, and procedures.

2. ACTIVITIES GENERAL CORRESPONDENCE FILES. Correspondence,
reports, and other records of commands, activities, and offices.
(Exclude primary program records covered in-g?fb.11320.l.)
s )
‘ a. Files that Document the Development, Execution, and
Accomplishment of Significant Transactions or Projects and of
Plans, Policies, and Programs

b. Files Relating to the Routine Internal Operation and
Administration of the Activity or Office. Files include copies of

periodic reports submitted to higher authority and not specifically
authorized for other disposal in this series. sSection,

IT1-11-39

Retain on board. Destroy
when superseded.

Destroy when 2 years old.

Retre
Permanent. Transfes
to WNRC w 4 years
old. Té@é‘%?g'éo NARA
when 20 years old.

Retain=cn-boasrd. Destroy
when 5 years old.

Destroy when 2 years
old.



3. BUILDING AND VESSEL (CASE) FILES. Jackets containing records
relating to a particular building or vessel such as copies of
inspection reports, drawings, correspondence, and other papers
regarding the condition of the building or vessel, etc.

4. DRAWINGS SHOWING WATER DISTRIBUTION, SUPPLY SYSTEMS, TEST LOCA-
TIONS, RECOMMENDED ADDITIONS, FIRE ALARM CIRCUITS, BOXES, AND CODE
NUMBERS AND GENERAL AND TECHNICAL INFORMATION REGARDING FIRE

.ROTECTION

5. BUILDING RECORDS CARDS. Summary records of building fire
inspections and of deficiencies uncovered.

6. DAILY LOG RECORDS OF OPERATIONS. Files showing personnel
assignments, drills, inspections, alarms, and responses,

7. FIRE REPORTS. Copies of incoming fire reports with accompanying
fire prevention EAM transmittal sheets.

8. REPORTS OF FIRE PROTECTION AND RESURVEYS

.. REPORTS OF FIRE INVESTIGATIONS

10. FIRE PROTECTION AND FIRE FIGHTING TRAINING REPORTS. Reports,
correspondence, and related papers regarding the operation and
administration of programs. Include correspondence and other papers

pertaining to student training classes, demonstration and training
materials, issuance of training certificates, and other similar or

related matters.

IIT-11-40

Retain on board. Destroy
when 5 years old or after
building or vessel is
surveyed, demolished, or
scrapped, whichever is
earlier.

Retain on board. Destroy
when superseded by more

current data or structure
or facility is demolish-
ed, whichever is earlier.

Retain on board. Destroy
when superseded by new
card.

Destroy when 3 years old.

Destroy when 3 years old.

(GRE—18-+164

Retain on board. Destroy
when 3 years olad.

tSRE—18- 1) CC 2S8.9)

Destroy when 2 years old

(GRS—I8-I2y Ccrs /S /!

Destroy when 5 years old.
(6RS—31-30bH3))
(GRS 1. 29a.(1))



EERE PROTECTION AND—FIREP—FIGHTING RECORDS—

21. FIRE MANAGEMENT INFORMATION SYSTEM The FIREMIS system
tracks manhours expended by the fire division, number of
fire-related exercises, i.e. training drills, classroom
training, emergency fire runs, fire drills, and fire losses.

It combines all this information into a monthly status report.

System will also produce statistics related to type of
emergency, fire runs and number of arrested landings for a
particular runway or a particular type of aircraft. System
is maintained by Naval Air Stations on micro computers.

a. Discs or other file maintenance media.

b. Input data

c. Output _data and reports

d. Systems documentation to include description of

data elements, file layout, code books, and operators and
user manuals.

Retain on board. Destroy
when no longer required.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



(2>

22. BUILDING INFORMATION SYSTEM A fire safety system usually
maintained on micro computer by shore activities. The system
retains information relating to building specifications for
. all buildings and structures on the station. System produces
reports of those buildings scheduled for inspection on a selected
date. Reports can be produced of hazardous materials stored
in a particular building or potentially hazardous areas.
The system keeps track of the number and location of fire
extinguishers. A report of pertinent fire information, such
as location of main gas shut-off, main electric switch, etc.,
can be readily produced.
a. Discs or other file maintenance media.

b. Input data

Cc. Output data and reports

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

Retain on board. Destroy
when no longer required.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



11. FIRE ALARM RECORDS. Files include fire alarm ledgers, voice
recordings of conversations between switchboard operators at fire
alarm headquarters and callers, and punched tape records of alarms
and times of signals.

12. REPORTS OF STANDBY OPERATIONS DURING HAZARDOUS WORK

13. FIRE HOSE RECORD CARDS. Cards or other similar records
reflecting the age and serial number of each piece of hose and the
‘esults of periodic tests.

14. HYDRANT AND AUTOMATIC SPRINKLER SYSTEM INSPECTION REPORTS

15. FIRE APPARATUS INSPECTION RECORDS. Card summaries reflecting
periodic inspections of fire department vehicles.

16. HOT WORK PERMITS. Copies of permits to perform work involving
heat applications (welding, cutting, burning, etc.).

17. SUMMARY RECORD OF TRAINING CLASS ATTENDANCE AND OF TRAINING
CERTIFICATES ISSUED

18. LEDGER RECORDS OF FIRE FIGHTING AND PROTECTIVE CLOTHING ISSUES
(BOOTS, HELMETS, COATS, ETC.) TO FIRE DEPARTMENT PERSONNEL

‘9. CUSTODY RECEIPTS FOR FIRE FIGHTING CLOTHING ISSUES

20. EQUIPMENT INVENTORIES. Stock cards or other records of
materials and equipment on hand in fire department shops.

—>
of’ﬂg
AD

ITI-11-41

Destroy when 1 year old.

Destroy when 1 year old.

Retain on board. Destroy
when hose is rémoved from
service.

Destroy when 1 year old.

Retain on board. Destroy
when card is filled.

Destroy when 1 year old.

Retain on board. Destroy
when 5 years old.

Retain on board. Destroy
when 5 years old.

Retain on board. Destroy
when clothing is
returned.

Retain on board. Destroy
2 years after superseded
or reconciled with cur-

rent inventory, whichever
is earlier. (GRS 3.10Db)



WATER SUPPLY RECORES

4. NAVY ACCIDENTAL OIL SPILL REPORTING SYSTEM Source
documents for the system are messages issued by ships,
aircraft, and shore installations at the time of an
accidental o0il spill. Messages are sent to Naval FEnergy and
Environmental Support Activity where information is entered
into the data base. Updates are entered monthly. Two
annual reports are produced by the system: one report
addresses the size, type, and location of the spills for the
proceeding calendar year and the other providesa detailed
study of the causes of the spills.

a. Master file and historical data tapes.
b. Input data tapes and paper record.

c. Output data and reports-COM and paper.

d. Systems documentation to include description of

data elements, file layout, code books, and operators and
user mahudls.

Retain on board. Destroy
after 3rd system backup.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.
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SEWERS—AND—SEWERAGE-REGORBS~

<

data system provides for the central storage and processing
of Navy water quality data transactions. Provides Navy and
Marine Corps activity users with an effective means for eval-
uating water quality problems. the data system contains in-
formation on wastewater discharges permitted by state and
federal regulatory agencies. Water quality data include
permit requirements for sampling and analysis and the status
of compliance by various naval activities. System is main-
tained at Naval Energy and Environmental Support Activity
Headquarters, Port Hueneme and suports NEESA and the
Engineering Field Divisions of NAVFAC.

. 2. NATIONAL POLLUTANT DISCHARGE ELIMINATION SYSTEM This

a. Master file and historical data tapes. Retain on board. Destroy

after 3rd system backup.

. b. Input data tapes and paper record. Retain on board. Destroy

when no longer required.

c. Output data and reports-COM and paper. Retain on board. Destroy
when no longer required
for reference.

d. Systems documentation to include description of Retain on board. Destroy
data elements, file layout, code books, and operators and when superseded or no

longer needed for refer-
ence.

user manuals.




SSIC 11330

WATER SUPPLY RECORDS

1. RECORDS RELATING TO THE DEVELOPMENT AND IMPLEMENTATION OF RULES
FOR EFFECTING ENVIRONMENTAL LEGISLATION. These files consist of the
development of policy regulations concerning water supply planning,
health criteria, national register of public water supply, and train-
ing and technical assistance in the water supply field.

. REGULATIONS, STANDARDS, AND GUIDELINES

3. OTHER RECORDS. Files documenting routine internal operation and

admilistration of environmental quality.

DRAINAGE RECORDS

SSIC 11340

1. REPORTS COVERING SEWER AND PLANT CONTRACT AWARDS FOR CONSTRUCTION
ON NEW PLANTS, INTERCEPTORS, OUTPUTS, ETC. Include data maintained on
drainage basin population, state, etc.

!. INFORMATION COPIES

SSIC 11345

SEWERS AND SEWERAGE RECORDS
/- ﬁ;;fkr*ff and oThe~ rccomrd s re k,%Tne,}g Qam-sfq”Jc$lﬂzf
malﬂ%CnadCe‘a&d O/CF@-\'LLGY\ @ ‘SCLutra?Q S‘TS?(CMS
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Re4t~—~e
Permanent. Transfer to

nearqg; Fgg”yhen 4 years

old. to NARA when
20 years old.

Retain on board.
when superseded.

Destroy

Destroy when 2 years old.

Le +1re
Permanent. Tesansfer to

nearest FRC when 4 years
old P& hen
20 years old.

Retain on board.
when 3 years old.

Destroy

S
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SSIC 11350

REFUSE COLLECTION AND DISPOSAL RECORDS
|, ITnfernol o/era:/‘l"-‘i Recerds. Schealules,
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SSIC 11360

LIGHTING RECORDS

l. FILES THAT DOCUMENT THE OVERALL OPERATION OF THE ACTIVITY OR
OFFICE AND THE ACCOMPLISHMENT OF ITS ASSIGNED PUBLIC WORKS MISSION

2. ROUTINE INTERNAL ADMINISTRATION FILES

SSIC 11370

%AT ING RECORDS .

[. Files Ttot decomena?d The overcais operatton
o hea_:/-lnci- bO/an_‘f-s as part g an &ssishe <
P“’b [te (GoaEs ms5Ssiom

2. Kootine infernal o 1 er) cs TraTtor Kiles

III-11-43

Apply par-—331330—+
Des%ny(uum»
A Y<o.~S o /o

Retain—oen—board. Destroy
when 5 years old.

Destroy when 2 years old
or when no longer needed
for reference.

Apply _par. 11366-—
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o /d- 1 !
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SSIC 11380

REFRIGERATION AND AIR CONDITIONING RECORDS
I.F-IC):. docom cnrtrag Flee MCL[/ o cra_ﬁm
c’“**“** axm’'d air Conn '*4an, /auwts S
g AN eSS Stegped public j M iSStom,
»<c.tu emainterandt oud ~fCPa~ $sIc 11390
’"CCOY S fAiled vAder SsS I 1O200.

CABLE TELEVISION FRANCHISE MANAGEMENT. These consist of bids, success-
‘ and unsuccessful and purchase documents (contracts, orders, leases,

annual or other purchase requisitions or request); related
correspondence and other pertinent documentation.

a. Case Files Relating to Transactions of $2500 or Less

b: Case Files Relating to Transactions of more than $2500

SSIC 11400-11499

FLEET FACILITIES RECORDS

SSIC 11400

GENERAL FLEET FACILITIES RECORDS

III-11-44

Apply-—pars.—10200—and
Cij—rzgc., Gl €an gq ca ™S

Retain on board. Destroy
3 years after completion
of action.

Retain on board. Destroy
6 years after completion
of action. Transfer to
FRC when 1 year old or
when no longer needed for
reference purposes.



1. THAT PORTION OF THE FILES THAT DOCUMENT THE OVERALL DEVELOPMENT

AND ACCOMPLISHMENT OF THE ACTIVITY'S PRIMARY MISSION, ITS ORGANIZA-

TION, GENERAL PROCEDURES, ESSENTIAL TRANSACTIONS AND IMPORTANT LOCAL
POLICIES AND PROCEDURES/DECISIONS

At o‘l':k.ch AMNavy and Marmne (.’0,\’/35 §A.or~c a;c?LtugL‘Q'\g

L

Boses, Maval Air s totions, Marine Corps Bases Ha ring Corps
- Ar 5-+a.+lans and CQer .S‘/ﬁfucflm B aralion C'en_ Yers

2. REMAINING PORTION OF ACTIVITY'S GENERAL CORRESPONDENCE. Records
including reports and papers pertaining to the internal operation
and administration of the station or facility.

a. Navy

b. Marine Corps

(1) Standard reports of operations and activities submitted
to the Commandant of the Marine Corps that are no longer essential
for the performance of the activity's missions

(2) Upon disestablishment for Fleet Marine Force Activities
.atside CONUS

(3) All other related records

SSIC 11410

WATERFRONT RECORDS

ITI-11-45

chb’. other Naval Stations, ard—PFaeiditiT®S wava/ Bases, /‘*b'th/c/cmfntf

Retarm—or—beoasd. Destroy
when 6 years old.

Ra Tir€
ermanent. Transfer to

neares when 4 years
old. ggger “to NARA when
20 years old.

Destroy when 2 years old.

Destroy when 2 years old.

Destroy when 2 years old.

Destroy when 2 years olad.


http:i-....tt

AP

2. WATERFRONT MANAGEMENT INFORMATION SYSTEM System provides
pertinent information to assist waterfront personnel in making
ship berthing assignments. System maintains the status of all
ships currently berthed or scheduled to be berthed. A
statistical subsystem maintains data related to harbor tugs,
support craft, pusher boats, daily port operations, homeport
gains and losses, o0il spills, waste oil, etc. Monthly,
quarterly, and yvearly statistical reports are produced.
a. Discs or other file maintenance media.

b. Input data

c. Qutput data and reports

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

user manuals.

Retain on board. Destroy
when no longer required.

Retain on board. Destroy
when no longer required.

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

Retain on board. Destroy
when superseded or no
longer needed for refer-
ence.



1. CORRESPONDENCE FILES, REPORTS, AND RELATED RECORDS. Files per-
taining to engineering and design of waterfront structures and

moorings. Repnds mMaintauned py acriohies.Exclvde recends
(.FD 2y POt Prydocics, Regae Mdriae rap loays aadsh,p waysS.
; SSIC 11420

DRYDOCK RECORDS

1. CORRESPONDENCE FILES, REPORTS, DRAWINGS, AND RELATED RECORDS.

Piles pertaining to the engineering, design, and maintenance of dry-
locks.

a. Original "As-Built" Drawings

b. Dc&;n a/f-a.wvmiS, rc/a”TS/ ConS7recfren /4‘/«':.5,

trogrtrre. Xest aun<{//1§/ﬁec79br7 /quaf7ﬁS and
Vs
7Cﬂefa / )haloyét‘”a_ nce  VCOpSS:

SSIC 11430

MARINE RAILWAYS RECORDS

1. CORRESPONDENCE, REPORTS, DRAWINGS, AND RELATED RECORDS.

Files
pertaining to the engineering, design, and maintenance of marine
railways.

ITI-11-46

Retain on board. Destroy
when S years old.

PermancnT Retvre Fo

NCaresT FRC oo hen 6—7(‘.&/‘5
O/fed. Trennsier & WVALAR (shen
z&ffc"au‘s c‘//

’Dc.:-/—ro7 LA En 5‘9@,_/:5
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a. Original "As-Built" Drawings Permanca? £P.Frre &

Ne€orestr ALC (hen
=2 (7fa’_& 0/4/‘ 7“r'a./7$/<‘/

b K ASA Ohess 2oy s
o /.

‘ b. Dfs:yﬂ o//‘a_r_u/nc; S, /C/;/%S, Com S ruc T A /(.'5,
Foutine %CS‘/‘ e 1 5/&(‘7‘7@4 /Z/ar*._sj
and §7€ACUQL/ ﬂ%ﬂﬂ?#fda11€é’ /zzkyqjg. 5/€GVAS s /o

SSIC 11440

SHIPWAYS RECORDS

1. CORRESPONDENCE, REPORTS, DRAWINGS, AND RELATEQ REQQRDS. Files
. . . . . TNS k. .
pertaining to the engineering, design, and maihtenance of shipways,

ar— Ortginal—"As—-Built" Drawings— \\\§>~chuﬂ’aﬂ baaf<%.bfs+ﬂH7
‘ whe Syrars ord oz
When Stcaasta, 3,‘/,,/
L5 a'tsma,q%{ecf UA/CAeuep
!'S Sagovier,

ITII-11-47



SSIC 11450

WEIGHT HANDLING RECORDS

Petire
1. INSPECTION SHEETS FOR WEIGHT HANDLING EQUIPMENT AND UNFIRED Pransfer to nearest FRC
PRESSURE VESSELS. Files include control sheets for inspection when 3 years old.
summaries. : Destroy when 6 years old.
2. GENERAL CORRESPONDENCE FILES AND RELATED REPORTS FOR CRANES Retain—on—beards Destroy

when 5 years old.

‘ SSIC 11460

DREDGING RECORDS

1. CORRESPONDENCE FILES, REPORTS, AND RELATED PAPERS FOR VARIOUS Retain-oen—beasd. Destroy
DREDGING SITES when 5 years old.

SSIC 11470

PONTOONS RECORDS

1. CORRESPONDENCE FILES, REPORTS, AND RELATED PAPERS, Betaia—on—boasrd~ Destroy
Exelude dcs“,-,, and Constroctwon records Filed when 5 years old.
Ghpder—~ s sicas o2 awd 11013,

9 £8I0—Fi+00- '
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