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SECNAV INSTRUCTION P5212.5B

From: Secretary of the Navy
To: All Ships and Stations

Subj:

Ref:

Disposal of Navy and Marine Corps records

(a) Records Disposal Act of 1943, as amended (57 Star. 382; 44 USC 366-380)
(b} Federal Records Act of 1950 (44 USC 371-401) and related regulations of the

General Services Administration
(c) Navy Regulations, Articles 1250, 1519, and 1614
(d} The United States Criminal Code {62 Star. 795; 18 USC 2071}
{e) Department of the Navy Security Manual for Classified Information

{OPNAVINST $510. IB}

1. Purpose. This Instruction prescribes policies and procedures for the Department of
.the NavyWs records disposal program and promulgates Navy-wide authorized retention

standards for naval records.

2. Cancellation. This Instruction supersedes:

SECNAV Instruction 5212.5A of 29 May 1958, Subj: Disposal of Navy and Marine

Corps records.
SECNAV Instruction 5210.10 of 7 May 1957, Subj: Annual Report of Voldrne of

Records Held and Destroyed.
NMO Instruction 5212.2A of 30 March 1959, Subj: Effective Records Disposal In-

structions for Navy and Marine Corps Records, listing of. (NOTAL)
NMO Instruction 5212.6 of 3 June 1958, Subj: Guide to Preparing Records Sched-

ules. (NOTAL)
All other departmental instructions, including letter-type and manual instructions,

issued to the field establishment and listed in Appendix H, except as follows:

a. Records disposal Instructions for vessels of the United States Navy and
for United States Naval Ships in Service contained in OPNAVINST 5212.6A and 5212.20A
respectively, and pertinent portions of other disposal instructions applicable to records
aboard individual USN and USNS vessels shall remain in effect until publication of Part III
of this Instruction.

b. Retention standards and administrative instructions contained in Marine
Corps Order P5212. IB and in other Marine Corps directives shall remain in effect for
Marine Corps records until cancelled by the Commandant of the Marine Corps. All
provisions of this Instruction not in conflict with Marine Corps directives or adminis-
trative procedures apply to Marine Corps records.

3. Baclround. Athouh Navy’s records disposal prograrn has been in operation since

the Records Disposal Act.was passed in I743, past procedures did not in all instances pro-
vide broad, general standards to be applied throughout the Department of the Navy. Dis-

zal instructions (or schedules} general/y were developed on an individual organizational
sis. Once approved by the Secretary, they were issued by individual bureaus and by

activities and offices. This resulted in duplicate efforts and in duplicate or overlapping
instructions. In addition, it was difficult to locate quickly and easily all authorities per-
tlnent to an activity’s records. This Instruction now contains in a single document all rec-
ords disposal Instructions, consolidating more than ZOO individual disposal Instructions.
It also eliminates the need for preparation of individual organizational schedtes and their
submission to the Department for approval. Future submissions to the Navy Manasemmt
Office wilt consist on/y of recommendations for new or revised general standards for the
retention of records.
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4. Scope and Applicability. This Instruction is issued in accordance with statutory and
regulatory authority contained is references (a) through (c). It provides authority and di-
rection for the extablishrnent of a continuing records disposal program at every activity.
It is applicable throughout the Department of the Navy to all Navy and Marine Corps activ-
ities except as specifically noted herein regarding Marine Corps; and Part III, to be pub-
lished at a later date, and to be applicable and distributed only to individual USN and
USNS vessels.

5. ResponsibilitJes

a. Addressees shall be responsible for (I) properly applying retention stan-
dards and for the establishment of a continuing and effective records disposal program
and the monitoring of its effectiveness within their organization, and (2) recommending
needed changes, additions, and improvements to this Instruction to the Chief, Navy Man-
agement Office.

b. The Navy Management Office shall be responsible for (I) maintaining this
Instruction on a currect basis, and (2) conducting all liaison activities with the National
Archives and Records Service of the General Services Administration, except that Dis-
trict Commandants (District Management Assistance Offices) shall be responsible for con-
ducting local liaison activities with Federal Records Centers and regional directors Of the
National Archives and Records Service regarding the disposal of naval records.

6. Assistance. Advice and assistance in establishing local records disposal programs
and in properly applying retention standards to activities’ records may be obtained from
the Navy Management Office, cognizant bureaus or offices, and in the field from the Dis-
trict Commandants (District Management Assistance Offices).

7. Reorts Required. A biennial report showing the volume of records held in office
space and local storage areas will be submitted to the Navy Management Office prior to
15 June of each even calendar year. A notice containing procedures for submitting this
report will be issued by Navy Management Office in advance of each due date. The report
is required by regulations of the General Services Administration as an over-all check on
he effectiveness of agencies disposal programs.

8. Action. Addressees shall take steps to carry out the provisions of this Instruction
within their internal organization. Upon its receipt, each shall conduct an initial inven-

tory of its records and review its disposal instructions to determine compliance with the
procedures and standards this Instruction prescribes and the systematic and proper ap-
plication of these standards to the records each accumulates. Guidance for making this

initial review is contained in Part I of this Instruction. For the Marine Corps, current
Marine Corps records management procedures and directives remain in effect. Periodic
reviews and inspections shall be made thereafter on an annual basis.

Administrative Assistant to
the Secretary of the Navy

Distribution:
SNDL: Parts I and 2
Marine Corps List 27, less Information Addressees

Stocked at:

Naval Publications and Fores Center
5801 Tabor Ave.
Philadelphia, Pa. 19120
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prescribed, these should be transferred as

soon as they have served the activity’s im-

mediate reference needs and reference to

them has become relatively infrequent,
e.g. less than one reference per file

drawer per month.

the retention period of records of a
disestablished activity has not expired and

the records are not required either by the

cognizant departmental bureau or office or

by an activity assuming responsibility for
functions of the disestablished activity.

s records have a retention period of
more than four years.

records are inactive and are not re-

quired for local operating purposes, pro-
vided it is determined that savings can be
effected by the transfer, e.g. transporta-
tion to the Center and Center storage costs
will not outweigh local storage costs.

(Z) When Transfers to Federal
Records Centers Are Not Authorized. Ac-
tivities should not transfer records to Fed-
eral Records Centers when:

inactive files are eligible for de-
struction within a year. Handling and trans-

portation costs generally will not justify
such a transfer. An exception may be made
when the volume is large and the records
are utilizing urgently needed file equipment
and office space.

the quantity is less than one cubic
foot of records. Retain small accumulations
on board until retention period expires or
until quantity accumulated is sufficient to
justify transfer.

retention periods for the file, or for
parts of the file, already have expired.

(3) Transfer of Records to Nearest
Center. Except when categories of naval
records are designated specifically in Part
II or III of this manual for centralization at
a single Records Center for convenience of
administration and reference, activities
shall transfer eligible records to the near-
est Center servicing the area. (See Appen-
dix C.

b. Transfers to NationaIArchives. The
National Archives accessions records that
have sufficient research, legal, scientific,
historical, or other values to warrant their

permanent preservation by the Government.
Records that the Navy has appraised as hav-
ing these values are listed in Part II of this

Instruction as "permanent" records.

(I) Procedures for Recommending
Transfers. When "permanent" records be-
come inactive and are no longer eeded in
the conduct of current business, they may
be offered to the National Archives for fur-
ther preservation. Proposals for such
transfers shall be submitted in writing
through official channels to the Chief, Navy
Management Office. He will review and co-
ordinate the proposal. If the proposed
transfer is appropriate and agreed upon by
all concerned, he will arrange for the trans-
fer of the records.

Recommendations for transfers to the
National Archives shall contain the following
information:

s a brief but precise description of
the records, their nature and phymical char-
actsristic s;

security classification (if any);

quantity of the records (in cubic
feet);

how often and by whom records are
used;

name of person incharge;

physical location of the records;

any restrictions desired to be
placed on the use of the records. (However,
restrictions placed on unclassified records
over I 0 years old must fall within the pro-
visions of SECNAV Instruction 5570. -A,
Subj: Policy regarding access to and the re-

lease of unclassified Department of Defense
records requiring protection in the publicWs
interest.

Records transferred to the National
Archives may be referenced or withdrawn
in accordance with procedures outlined in

paragraph 6 below.

c. Transfers to Other Government
Agencies or to Non-Federal Institutions. It
is sometimes necessary or desirable to
transfer naval records to other agencies of
the Government other than General Services
Administration and the Department of De-
fense:

21 Ju 1961 I-I-3
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Disposal of Navy and Marine Corps Records

(I) Under Legislative or Executive
Direction. Records sometimes are trans-
ferred to another agency of the Executive
Branch in connection with the transfer of a
function. Such transfers usually are re-
quired by statute or Executive Order. Ap-
proval of the Secretary is not required for
transfers of records under these conditions;
but a Report of Records Transferred (EXOS
Report Symbol 5210-4) shall be submitted to
the Chief, Navy lanagement Office through
official channels. The report shall give the
name and location of the agency to which the
transfer was made, the authority for the
transfer, a brief description of the records
transferred, and the volume (in cubic feet)
and inclusive dates of the records.

(2) Without Legislative or Execu-
tive Direction. Transfers to Government
agencies without legislative or executive di-
rection or to non-Federal institutions re-
quire the .pproval of the Chief, Navy lan-
agement Office. If such transfers become
necessary or desirable, a request contain-
ing the following information should be sub-
mitted:

a concise description of the records
to be transferred and their volume;

reason why the proposed transfer is
in the best interests of the Government;

the current and proposed physical
and organizational location of the records;

copies of concurrences by the head
of the agency or institution to which the rec-
ords are to be transferred;

information as to agencies and per-
sons referencing the records, and the pur-
pose ani frequency of such references;

any restrictions to be placed on the
use of the records.

d. Transfers Within the Department of
Defense. Transfers of records within the
Department of Defense usually involve the
transfer of functions. In such instances, the
transfer of records is needed to assure the
continuity of functions. Such transfers are
negotiated between the activities and offices
concerned. Prior approval is not required,
but a copy of the agreement or repo’rt ac-
complishing the transfer shall be submit-
ted to the Chief, Navy Management Of-
lice. The Army and the Air Force will ap-
ply Department of the Navy|s retention and

T-! -4

disposal standards to accumulations of naval
records transferred to their custody.

e. Transfers Within the Department of
the Navy. Approval is not required for
transfers within the Department of the
Navy. Such transfers are negotiated be-
tween the organizational components con-
ce rned.

6. Access and Reference to Records Trans-
ferred. The National .rchives and Federal
Records Centers are required to provide
prompt reference service on or access to
records in their custody under the conditions
outlined in subparagraphs (a) and (b) below.

a. When Records Are Less Than Ten
Years Old. When records are less than ten
years old, the National Archives and Federal
Records Centers will furnish information or
documents only to authorized personnel of
the activity that transferred the records.
Requests for access or information from
other than authorized personnel of the trans-
ferring activity shall be honored only with
the specific approval of the activity trans-
ferring the records. This approval shall be
obtained from the cognizant management
bureau or oHice if the activity has been dis-
established.

An exception to the above rule shall
apply ff at the time of transfer the transfer-
ring activity grants blanket approval to the
General Services Administration to release
information to those properly and rightfully
concerned. Activities are encouraged to
grant such blanket authority on unclassified
files of a routine nature. The authority
should be indicated on the transfer.document.

b. When Records Are Ten or lore
Years Old. The Archivist of the United
States is authorized to grant access to or re-
lease irormation from Navy and l[arine

Corps unclassified records in the custody of
the National Archives or Federal Records
Centers that are ten or more years old, pro-
vided the Archivist determines that the re-
lease of the information will not be:

contrary to law; or

adverse to the public’s interest in
accordance with pro.visions of SECNAV In-
struction 5570.2A of 6 June 1957, Subj:
Policy governing the custody, use, and pres-
ervation of oHicial Department of Defense
information requiring protection in the
public s inter st.

1 une 1961
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c. Reference Services Provided. -Fed-
eral Records Centers and the National Ar-
chives normally provide the following serv-

ices

phone;
s furnish information over the tele-

furnish copies of documents;

furnish the documents themselves
on a loan basis;

s compile or extract information from
the records when authcrized to do so;

reply to routine requests or take

other final action based on contents of the
records, provided they are specifically
authorized to do so and provided the replies
are in connection with routine matters.

d. How to Obtain Reference Service
from Federal Records Centers or the
National Archives. Requests for reference
services from Federal Records Centers
shall be made direct to the Records Centers
by the activity involved. The requests may
be .made in writing or over the telephone.
Centers also will grant authorized personnel
access to the records at the Centers. Re-
quests for reference service from the

National Archives shall be made only through
departmental bureau and office liaison rep-
resentatives.

e. Designating Archival Representa-
tives. Bureaus and offices shall designate
liaison representatives to handle requests
for access to .and reference service from
records at the National Archives and advise
the Chief, Navy Management Office of the
names of the designees. The Chief, Navy
Management Office shall apprise the Archiv-
ist of the United States of such representa-
tives.

Withdrawal of Records from the
]ational Archives or Federal Records en-
ter..s. Records transferred to the custody of
the General Services Administration--either
to the National Archiv.es or to Federal Rec-
ords Centers--may be withdrawn for refer-
ence on a 30-day loan basis as outlined in

subparagraphs c and d above. However, re-

quests for the indefinite or permanent with-
drawal of records from the National Archives
shall be made to the Chief, Navy Manage-
merit Office. The request should include
justification for the withdrawal.

7. Procedures for Transferring Records
to Federal Records Centers

When transferring naval records to Fed-
eral Records Centers, these procedures
shall be followed:

a. Prepare Transmittal Document.
Complete Records Transmittal and Re-
ceipt Form (Standard Form 135) in tripli-
cate.

Prepare a separate form for each rec-
ords series to be shipped. Place one copy
of the completed form in the front of the
first box of the records series being readied
for shipment. Forward the other two copies
under separate cover to the Federal Records
Center to which the records are to be sent.

Upon receipt of the shipment, the Center
will return an acknowledged copy o the
transmittal form to the transferring activity.

Activities may prepare the form in

quadruplicate and keep the fourth copy as a

suspense record of the shipment. When
this is done, the suspense copy will be
pulled and destroyed as soon as the acknow-

ledged copy is received.

lroperly complete the form so that it

provides the Center with adequate informa-
tion for servicing and disposing of the rec-
ords. {See Appendix D. Folder by folder
listings or other elaborate descriptions as
a rule should not be necessary. But if ad-
ditional space is needed, use plain paper for
continuation sheets.

(I) Include Retention Period and

Authority Applicable. Indicate the retention

period applicable to each records series on
the transfer form; and, if the series is tem-
porary, indicate the date it will be eligible
for destruction. This may be included as

part of the description. For example:

Subject or Description: 7300, General
allotment ledgers reflecting the
status of obligations and allot-
ments under authorized appro-
priations. {FY 1762}

Retention period: I0 years after
close of fiscal year. Destroy
I July 1972.

Authority: Paragraph 7300(4) of
SECNAVINST 5-IZ. 5B
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Disposal of Navy and Marine Corps Records

Or the SECNAV authority for the retention
period may be included under "Disposal
Authority, Block 14 of Standard Form 135:

"Paragraph 7300(4) of SECNAVINST
5212. SB.

If records are to be retained permanently or
indefinitely, indicate this. For examl)le:

: 5520, Reports of Investigations
pertaining to feIonies. (Jan 1961-
Dec 1963)

Retention period: Permanent

Authority: Paragraph 5520(1), SEC-
NAVINST 5212.5B.

b. Pack Records for Shipment. Place
records in file order in standard-size card-
board cartons {15x10x12} inches}. These
cartons may be obtained from the nearest
Federal .ecords Center at no cost to naval
activities. The standard cartons hold one
cubic foot of letter or legal-size material.
Pack letter-size material on the lZ-inch
side of the carton, legal-size on the 15-inch
side. Ship odd-size records in the most
practical container available. Be careful to
place files in the containers so that their or-
iginal file sequence is not disturbed. Avoid
making shipments of less than one cubic foot,
and avoid transferring seal/quantities.
Wait until several boxes are ready for trans-
fer. Activities sometimes may find it ne-
cessary, however, to transfer small quan-
tities of classified material.

c. Mark Cartons. In addition to the
addressee, clearly stencil or otherwise
mark the name and address of the transfer-
ring activity and the sequential box number
{box I of I0, etc. on the narrow end of each
container. Standard gummed labels {Con-
tainer Label, Standard Form 398} are per-
missive, but crayon or stenciled labels are
preferred. They are more readily visible
and are easily prepared.

d. Maintai Local Record. Use the
Center-acknowledged copy of the Records
Transmittal and Receipt Form as a record
of material transferred. This eliminates
preparation of a separ,’-te inventory list and
simplifies reference to the transferred rec-
ords. Moreover, reference to the Center
job number indicated on the Center-
acknowledged copy of the transmittal form
may facilitate reference service.

e. Review Records Prior to Transfer.
Records should be reviewed prior to trans-
fer to eliminate (a} bulky duplicate and
other non-record material, (b} temporary
record categories or units on which reten-
tion periods have expired or will expire in
the near future. (These should be retired to
local storage until eligible for destruction.
This review is particularly important when
large general files--and particularly "per-
manent" files--are being transferred.’ But
the review should be limited to complete
folders or subject classification breaks and
not to individual papers.

A review also should be made prior to
actual shipment of the records to ascertain
that retention periods have been properly in-
dicated on the transmittal document, and on
folders or cartons if appropriate, i.e.,
when retention periods for portions of the
file differ substantially from that of other
portions.

Before classified records are shipped
every effort should be made to declassify or
downgrade them under the provisions of OP-
NAVINST 5500.40A, Subj: Downgrading and
Declassification of Classified Defense In-
formation. Those that cannot be declassi-
fied should be carefully inventoried and
shipped in accordance with security regula-
tions contained in OPNAVINST 5510.1 ]3.
Subj: Department of the Navy Security Man-
ual for Classified Information

8. Destruction of Records in the Custody of
Federal Records Centers

Federal Records Centers automatically
will destroy temporary records in their cus-
tody upon the expiration of their retention
periods. If in special instances an exception
to this general provision is necessary, activ-
ities should place a restriction on the docu-
ment transmitting the records. State the re-
tention period applicable to the records and
the date they normally would become eligible
for destruction, but stat.___e also that these pro-
visions are no__.t to be applied without specific
prior approval of your activity. This re-
striction appropriately may be placed on rec-
ords being transferred when:

actions are pending or contemplated
which may require the use of the records
beyond the standard retention period;

s procedural changes or actions or
events have made application of the standard
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questionable or inadequate from the activityts

viewpoint, and the activity has determined
that the standard should not be applied until

it has been reviewed and possibly revised;

the records relate to incomplete
investigations, claims, GAO exceptions, or

to fraudulent, suspect, or other actions that

are subject to possible investigation.

When the need for the records beyond
the required retention period is occasioned
after the records have been transferred,

Centers should be informed immediately.

They then wilt wlthhold the records from

destruction until specific written approval
for their destruction has been obtained.

?. Cuttin Off Files
To cut off or break files, a file series

is terminated on a given date or after a speci-

fied event or action. A new file series is then

begun. Files Shouid be cut off or broken peri-

odically in order to facilitate disposal ac-

tions and reference to current records.

a. Establishing Cut-Off Periods. Spe-
cific cut-off periods should be established
for each file series accumulated. Disposal

then can be accomplished easily in uniform

chronological blocks.

Correspondence files and most other

general files, as well as numerical files or

documents, should be broken annually at the

end of the calendar year. Fiscal and ac-

counting records should be broken annually

at the end of the fiscal year.

Case files should be cut off when action

has been completed or upon the occurrence
of a particular event or action. For ex-

ample, certain contract files are to be re-

moved frorr, the current file and placed in

the completed file when all shipments under
the contract have been made. Some person-
nel records are removed from the current
file on the occurrence of a particular event,

e. g., when an individual is separated.

If f/lee are eligible for destruction when

less than one year old, they should be cut

off at shorter intervals. For example, cut

off files eligible for destruction when six

months old at the end of six months; those

eligible for destruction when three months
old at the end of three months. Continuity,

use, and volume, as welt as the retention

period, are factors to be considered. But
volume and retention period should be the

principal criteria. A good general rule to

follow is to establish cut-off periods com-

mensurate with the retention period.

b. Retiring Cut-Off Files. Cut-off or

terminated files should be moved to lower

file drawers or to other less convenient
office space until reference has diminished
sufficientAy to permit their retirement.

Regular retirement periods then should be
estabt’Ished accordingly.

I0. Retiring Records to Local Storage
Areas

Most naval records are short-term tem-

porary records ,eligible for destruction in

less than five years, and the bulk of these

have retention periods of two years or less.

These short-term records should he cut off

at regular intervals, retired locally, and de-

stroyed by the accumulating activity as soon

as their retention periods have expired. It

generally is not economical to transfer them
to Federal Records Centers. {See paragraph
5 (a) above.

a. Establishin Local Storage Areas.
Some activities have found it advisable and

economical to establish local records stor-

age facilities for these records. Establish-
ment of such loc/facilities are permissive
under the following conditions:

{I) The r.ecords storage area is un-

attended; necessary references to the rec-

ords are provided by the file unit or other

orgsnization retiring the records.

(Z} Records are stored without the

use of specialized center-type storage equip-
ment. If specialized storage equipment is

required, storage can be more economically

provided by Federal Records Centers.

(3) Unused storage-type space is

localAy available, e.g., in basements, va-
cated warehouses, or other unoccupied space
that is not suitable for normal office use.
Usable office space should not be utilized.

b. Records Eligible for Local Retire-
ment. The following records may be retired
to local storage areas:

@ short-term records--records eli-

gible for destruction in less than five years;

s long-term records that must be re-

tained close at hand untLt frequency of



Sw-CNAVINST P5212 5B Disposal of Navy and Marine Corps RecordsPart I. Chapter 1

reference to the records will permit their
transfer to a Federal Records Center.

Specific retirement periods for records eli-
gible for local storage should be established,
taking into consideration the volume, use,
and frequency of reference to the records.

11. Marking Temporary Records Interfiled
With Other Records

Records series should be disposed as a
"block" wherever possible. Documents that
must be maintained for substantially longer
or shorter periods of time than other por-
tions of the file should be physically separ-
ated and filed as individual records series.

But while physical separation of these
records is preferable, some file series--
such as general correspondence files--may
contain material having different retention
values. When the file volume is small and
when the difference in retention periods is
not substantial, the entire file may be re-
tained as a "block" and disposed of upon ex-
piration of the longest retention period ap-
plicable. But when the diHerences are sub-
stantial, each file category should be iden-
tified and marked appropriately for disposal
as a separate records series. Moreover,
any temporary records interfiled with per-
manent records should be identL{ied and
clearly marked.

a. Position Folders and label Guides.
Position folders and label guides and folders
so that records that are temporary can be
readily removed. For example, file per-
manent and long-term temporary records
behind appropriately labeled first and sec-
ond position guides and folders. File tem-
porary material eligible for early destruc-
tion bdhind third position guides and folders.

Distinctive color labels also may be
used to identify records having retention
periods differing from other portions of the
file.

12. Microfilmin and Procedures for Dis-

Microfilming is used within the Depart-
ment of the Navy for two basic purposes:

to facilitate administrative or oper-
ating processes; and

to replace original documentation
when it has been determined that. space and

equipment savings or other benefits will out-
weigh microfilm costs.

a. Microfilmin Versus Low-Cost
S.tora’" To determme whether or not
icrotilming is economical, compute
space and equipment savings on an annual
basis for the period of time the records
must be maintained. Microfilm costs
should be computed at from $7.00 to $20.00
per thousand documents. Storage costs in.
low-cost center-type storage space average
from seventy-five to eighty-five cents per
square foot per year, and storage costs in
field office space average $I. $5 to $2. S0
per square foot per year and in the Navy
Department from $-. 50 to $3.95 per square
foot per year.

A general comparison of microfilming
and Center storage indicates that records
that are disposable within fifteen years or
less usually can be stored for the entire
period of their lifetime for less than the
cost of the microfilming operations. Con-
sequently, microfilming as a means of re-
ducing records bulk is not always an eco-
nomic solution. (See the Cost Comparison
Table on page I-! -?.

b. Disosin of Microfilmed Records.
When permanent records ax microfilmed
and the original documents are to be re-
placed by the film, the original documents
themselves may not be destroyed without
Congressional authority. When this author-
ity has been obtained, it is included in the
standards contained in this Instruction.
These standards wilt authorize the destruc-
tion of the original documents after micro-
film copies have been prepared and deter-
mined to be adequate substitutes for the or-
iginal documentation, or within a specified
time after microfilming. Requests for new
disposal authorities when microfilm is to
replace "permanent" documentation should
be submitted in accordance with paragraph 4
of chapter 2, Part I.

(1) When temporary records are
microfilmed, the film copies are eligible
for destruction when the retention period
establi hed and authorized for the original
documents has expired. The temporary
documents replaced by the film may be de-
stroyed when filmin is completed.

c. Nonrecord Microfilm Documenta-
tio__..n. When records are microfilmed for
the purpose of obtaining extra or security
copies, the film copies are nonrecord in
character.
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COST COMPARISON MICROFILM ,s. STORAGE
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d. Characteristics of Microfilm Rec-
ords.

(1) Acceptability as Evidence.
Microfilm copies of records made in accord-
ance with required standards usually are ac-
ceptable as evidence in court, provided the
original records have been destroyed.

(2) Security Classifications.
Microfilm copies of records must carry the
same security classification, if any, as the
original records from which they were made.

13. Magnetic and Fhmched Tape Records

Mechanized records, such as magnetic
and punched tapes, somethnes replace more
conventional paper documents.

a. When Permanent Records Are Taped,
When magnetic or punched tape documenta-
tion replaces paper or other documents de-
signated for permanent or indefinite reten-
tion, the original documentation may not be
destroyed until its destruction specifically
has been authorized by the Congress. When
legal authority for their destruction is ob-
tained, it will be issued in this Instruction
and will provide for destruction of the orig-
inal documents:

(I) after the tapes have been pre-
pared and verified, or

(2) within a specifieder of
time after tapes ha been prepared n-
verified.

Requests to destroy "permanent" documen-
tation to be reptaced by taped records should
be submitted as provided paragraph 4 of
chapter 2, Part I.

b. When Temporary Records Are
’Temporary retention standards are

applicable to records accumulated for the
same or a similar purpose regardless of the
physical format of the record. Consequently,
when temporary data are accumulated in’
tape format, the tapes shall be retained for
the retention period prescribed in this In-
struction for other temporary records serv-
ing an essentially similar purpose.

c. When Records Are Used As Work-
ing Media For Taping Data. When records
are used merely as working media or aids
for immediately transmitting (recording)
data information to tape, they generally are
disposahte as "nonrecord" material as soon
as the data have been converted to tape
the tapes verified.

(I) Verifying EDPM Tapes. Elec-
tronic data processing machine tapes (EDPM)
sKould be verified in accordance with ac-
cepted EDPM techniques. In some in-
stances, these techniques may require reten-
tion of the working data or aids until the tape
has been updated--or in some cases until the
second or third successive updating of the
tape. EDPM procedures will determine
which.

d. Extra or Security Copies of Tapes.
Extra or security copies of tapes are dis-
posable as nonrecord material as soon as it
has been determined that they have served
their purpose.

e. Disposal of Classified Tape Records.
Tape recoras carry the same security class
classification, if any, as the original or re-
lated paper documents; therefore security
regulations must be followed in stowing and
disposing of classified tape records.



CHAPTER 2

APPLYING RECORDS RETENTION STANDARDS

I. Records Retentio Standards

Records retention standards prescribed
for naval records are contained in Parts II
and III of this Instruction. The authorities

they contain are applicable to the records
they describe accumulated by Navy and IVia-

fine Corps activities ashore and afloat
throughout the Naval Establishment,

that Part HI is applicable and distributed

only to individual USN and USNS ships.
Limitations on the use of individual stand-
ards are indicated in the descriptions of the

records.

The records retention standards are the

basis for the establishment of activities

records disposal programs. They pre-
scribe how long records are to be kept,
whether temporarily or permanently, and

provide authority for:

The preservation of records ap-
praised by the Secretary as being indefi-

nitely or permanently valuable. Retention
periods for these records are expressed in

Parts II and III as "indefinite" or "perma-
nent. (Permanent records should be ident-

ified and earmarked by activities for pres-
ervation and eventual transfer to a Federal
Records Center or to the National Archives.)

eThe periodic destruction of tem-
porarily valuable records. Retentim
periods for these, records are expressed
either in terms of time or the occurrence
of a particular event or action. (Tempo-
r&ry records are to be held for the pre-
scribed retention period and then destroyed.

Uuless records are covered by the au-

thorities contained in the retention stand-
ards issued by this Instruction, they may nt
be destroyed.

a. Appraising Records to Determine
Retention Standards. In appraising recorIs
to determine their retention standards, it

is first determined which records have re-

search, legal, historical, or scientific
values that are worthy of preservation. The

remaining records then are temporary rec-

ords. These are appraised to determine
how long they wilt be needed in the conduct

of the Department of the Navy’s business
before they can be destroyed.

Naval records appraised as "perma-
nent" are few in volume. But these are

vital records. They are necessary to pro-
tect Navy’s interests and ensure proper
documentation of its significart experiences.

While there are some exceptions, most

"permanent" records, and particularly pri-

mary program correspondence files ap-
praised as having permanent values, are at

the departmental or field command level,

e. g., departmental bureaus and offices,

Operating Force (Flag)commands, district

commandants, systems commands and oJer
major field commands, and research ac-

tivities. This is logical since these activi-

ties normally are the ones that formulate
and prescribe policies and procedures to be

carried out by other organizations. But in-

cluded among records designated for per-
rnanent retention are the general corre-

spondence (primary program) files of
unique-type activities that may be valuable
for historical or research purposes, and

the general correspondence files of on___e of
several similar activities (retained as a

sample of the type of operations performed
by it and other similar activities). Perma-
nent files are so designated in this Instruc-
tion under the subject heading pertaining to

the activity or organization’s primary func-

tion or mission.

(I) Iocal Historical Records.
Records very briefly summarizing the his-

tory of an activity sometimes may have

continuing value to the local activity re-

gardless of the fact that they do not have

permanent values to the Department of the

Navy as a whole. Regardless of whether or

not an activity’s program file is designated
specifically as permanent in Parts II and HI
of this Instruction, these few historical
documents may be retained by the individual
activity provided the commanding officer
determines they have local historical values

worthy of further preservation.

b. Establishin Reteltion Standards.
Standardb are developed by the Navy Man-
agement Office based on recommendations
ofureaus and offices or on general
Goverrnent-wide standards pertinent to

naval records; or they are initiated by the

Navy Management Office who then obtains
the comments and/or concurrences of

1-2-I
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bureaus and offices and other agencies con-
cerned. In all cases the recommendations
are coordinated with management and tech-
nical bureaus and offices and with others
interested or concerned with the records.
The concurrences of other Government
agencies are obtained where appropriate or
required. The General Accounting Office,
for example, has concurred in our stand-
ards for disposing of disbursing and ac-
counting records.

/>roposed retention standards are for-
warded for final action via the Archivist of
the United States to the Congress. Congress
declares its action in the form of a House
Report. The authorized retention standards
are then issued by the Secretary of the Navy
in />art II of this Instruction.

c. How Standards Are Coded. Rec-
ords retention standards are classified and
arranged according to the Navy-Marine
Corps Standard Subject Classification Sys-
tem. (See SECNAVII/ST />5210. 1 I. They
are divided into thirteen chapters and ar-
ranged under the same thirteen major sub-
ject headings provided by the Standard Sub-
ject Classification System. Each chapter
is further broken down within the thirteen
major classification series; primary and
secondary breakdowns are used as needed.
In only rare instances are tertiary break-
downs used.

The appropriate retention authority for
records, therefore, normally will be found
under the same subject classification num-
ber used for filing documents and for num-
bering reports and sometimes forms. This
interlinkirg of file maintenance and disposal
codes makes it easier to locate and apply the
applicable retention standards properly.

All disposal authorities for military
personnel records, for example, are coded
under the I000-I799 series of the Standard
Subject Classification System. These dis-
posal authorities are found under the 1000-
I797 series in Chapter I, />art II of this In-
struction. All authorities for logistical
records are found under the 4000 series and
in Chapter 4, />art II of this Instruction.

For a more specific example: Naval
air activities prepare monthly reports and
other aircraft accounting records pertaining
to the status of aircraft. O/>NAV Instruc-
tion 5442 is the directive that requires
preparation of these records, among which

Disposal of Navy and Marine Corps Records

are Status of Aircraft Reports (Report Sym-
bol O/>NAV 5442), aircraft record cards
(such as O/>NAV Form 5442-9), and air-
craft /’tight work sheets (such as O/>NAV
Form 544--10). The standard subject clas-
sification number for "aircraft status rec-
ords" is 5442. Disposal authority for "air-
craft status records" is found in paragraph
5442, Chapter 5, />art II of this Instruction.

d. How Records Are Described. The
records to which retention and disposal in-
structions are to be applied are described
in most instances in broad, general terms.
This general grouping of records allows for
minor differences in terminology or the
local character of the records. It also
makes the instructions more adaptable by
each activity to its individual records
series.

e. How Standards Are Used. Since
many retention standards are broad, local
file series will not always match exactly the
general standards. Hence, records need
not always be identical to those described in
the general standards for their authority to
apply. But they must be:

similar in nature;

document the same or essentially
the same function; or

operform the same or a similar
purpose.

Moreover, the authority contained in the
standards should not be exceeded. It should
not be "stretched" to provide authority for
other "significant" records when careful
analysis would indicate that it was never in-
tended that other "significant" documents be
covered by the authority.

While, as already indicated, most
standards for naval records are broad,
some are narrower in scope and more spe-
cific. Activities should be careful, there-
fore, not to apply the broader standards to
several individual records when separate
and more specific standards actually are
prescribed. It is permissible, however, to
apply two or more standards to a single
records series, provided (a)the standards
are the same, or (b)the records are held
until the expiration of the longest retention
standard applicable to the records in the
series.

I-2 2 1 June 1963.
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If a file series is comprised of several

significant types of documents and the stand-

ard provides authority for only two or three

of the significant documents, the standard
cannot be used as the disposal authority for

the file as a whole. Its authority would be

exceeded. On the other hand, the authority

may be applied to pertinent file units or

segments of the series if the units to which

it is applicable can readily be identified and

marked.

Supporting documents and other closely

related papers generally may be disposed of

on the basis of disposal authority selected
for the basic documents. Sometimes, how-

ever, more specific authorities are provided
for supporting papers having lesser values.

Deviations from Retention Standards

Records are to be destroyed in accord-

nce with the standards contained in this

Instruction. If unforseen circumstances

make it necessary to retain records sub-

stantially longer than prescribed, advise the

Chief, Navy 1lanagement Office via official

channels to that effect, giving the reasons
and asking for an extension of the retention

period. I it appears the extension should

be a general one, recommend a change in

retention standards. Requests should not

be submitted unless the records are to be

held substantially beyond the standard re-

tention requirement,i, e. for more than one

year. Disposal of records before the re-

tention period has expired is unlawful.

Exceptions to Standards

a. When Litigation, Investigations:
and Exceptions Are Pending. Regardles
of the retention standards established by

this Instruction, records pertaining to

settled claims for or against the Govern-

ment or to other current or pending litiga-

tion, to incomplete investigations, or to

exceptions taken by the General Accounting

Office or internal auditors shall be retained

and not destroyed until the litigation is

settled, the investijation is comlete, or

the exception is cleared. However, the en-

{ire record series need not be withheld from

destruction. Remove promptly those rec-

ords directly pertinent to the litigation, in-

vestigation, or exception from.the file

series and hold them until all actions are

completed. The remainder of the file then

may be disposed of on schedule as soon as

its retention period expires.

4. Establishing New or Revised Standards

All groups of naval records should be

covered by the retention standards in this

Instruction. f in applying these standards
a category of records is found for which a

retention standard is not provided, or if a

change to a present standard becomes de-

sirable, a recommendation for a new or re-

vised retention standard should be prepared
and submitted to the Chief, Navy IVtanage-
ment Office, via official channels for their

recommendations or concurrence.

Recommendations will be reviewed and

coordinated. If new legal authority is re-

quired, requests for Congressional author-

ity will be so written that they cover simi-

lar records wherever located--unless the

records are unique to the submitting

activity.

Recommendations should not be sub-

mitted for nonrecord material; this mate-

rial is disposable at the discretion of the

commanding officer or other appropriate
official after its nonrecord status has been

determined. (See Appendix G, pars.
for definition of nonrecord material. As a

rule, recommendations for slight reduc-

tions in retention standards, such as from

one year to six months, should not be made.

Benefits generally do not justify the paper-
work. Instead, cut off files earlier and take

disposal action more frequently. Retention

periods of less than one year should be

recommended only for bulky, rapidly ac-

cumulating file series, such as EDPI4 cards.

When recommendations for retention periods

of less than a year are made they should be

fully justified by data concerning the volume

of the file and its rate of growth; they also

should give assurance that the short period
is realistic and actually will be applied.

a. How to submit Recommendations
Regarding Standards. Recommendations
or new or revised standards should contain

the following information:

(1) the name of the activity and/or

types of activities or other organizational
units accumulating the records.

(2) a brief description of the rec-

ords series. This should include informa-

tion regarding the use and purpose for which

the records are accumulated, a reference

to (or a copy of) any requiring instructions,

and an indication of the character of the



SECNAVINST P5212.5B
Part I. Chapter 2

records i.e., reports, correspondence,
charts, magnetic tapes, punched cards, etc.

(3) a retentio.- period--how long
the records should b-t and how they
should be disposed of at the expiration of
that time.

(4) a standard transfer period,
when the proposed retention period is for
five or more years or for permanent
retention. For Example:

R_etention period: permanent.
(Transfer in annual blocks to
nearest Federal Records Cen-
ter when 5 years old.

(When the retention period proposed is for
less than five years, do not recommend a
standard transfer period. Local activities
should provide for periodic file breaks and
retirement to local storage areas.

(5) justification for proposed re
period. This is particularly ira- itention

portant when recommendation is for per-
manent retention or when it may appear
from the description that records recom-
mended for early destruction may have con-
tinuing or permanent administrative, legal,
research or historical values. Local ad-
ministrative needs for the records as well
as known requirements of others Should be
indicated. Indicate the use made of the rec-
ords (by whom and how often), if pertinent.

(6) known duplication, including
the location o3 other known copies of the
records and the existence of related rec-
ords or information and their use.

(7) inclusion .of a representative
sample when establishment of a new reten-
tion period for temporary record--’s rec-
ommended. Any samples of forms submit-
ted must be completed (fiLled-in) forms.

(8) if the records are nonrecur-
ring, that is, if file is discontinued, the
volume of the records and the inclusi-
eriod of time (dates) covered should be
dicated.

5. Responsibility for Applying Standards

Each activity throughout the Depart-
ment of the Navy shall be responsible for
programming its records for orderly reten-
tion and disposal in accordance with the

Disposal of Navy and Marine Corps Records

standards and procedures prescribed in
this Instruction. EHective programming
requires:

a. Designation of specific or general
authority for administering and applying
records disposal instructions within the
activity. An overall centralized control of
each activity s disposal program generally
is desirable even though file maintenance
may be decentralized. In a large activity,
however, responsibility may be delegated
to appropriate organizational segments of
the activity provided someone within that
organizational unit is made responsible for
file maintenance and disposal.

b. The determination of the disposal
instructions to be applied to each records
series the activity accumulates, based on
the standards contained in Parts II and III
of this Instruction and on a local records
inventory. Cut-off, retirement, and--for
long-term records--transfer periods for
each records series, as well as retention
periods, should be determined.

c. Local issuance of disposal control
instructions, as defined in paragraph 5 of
Appendix G, by posting pertinent disposal
instructions on file folders, drawers, or
cabinets, as appropriate. (See paragraph
(>, Step 5. Publication of local "schedules"
or records listings is not required or
necessary.

d. An annual inspection and revew of
local disposal control instructions and of
the activity’s records to insure that:

all records accumulated are cov-
ered by retention standards;

records have been related to the
proper standard; and

instructions are current, ade-
quate, and clearly understood and are be-
ing applied regularly and effectively.

e. Establishment of a centralized dis-
posal control card or list, when needed.
{See paragraph 6, Step 8.

6. Applying Standards Initially

The following steps are recommended
for initially establishing disposal programs
or initially applying this Instruction:

I-Z-4 3. June



Applying Records Retention Standards

Ste_. Inventory all records series

accumulated by each organizational unit to

be covered. Prepare a concise but identify-

ing description of each series. Determine
file arrangement, use, volume, and location

when pertinent. Obtain any other informa-

tion needed to match each records series

with the appropriate retention standard in

this Instruction.

Ste. inventory data and

appraise eachrec---s series to determine:

the proper retention standard ap-
plicable to each;

$ material that may be categorized
as nonrecord and designated by the com-

manding officer for destruction when its

purpose has been served, regardless of

whether or not it is specifically covered by
a general standard;

any records that are not covered
by the retention standards.

Use the index to this Instruction for this

matching process, but also consider care-

fully the purpose and function of each rec-
ords series anc te scope of the authority
contained in the standard. Give special
attention to general subject files. Since

these files consist of a variety of material
filed under many subjects, they generally
consist of more than one records series.
Each subject classification code in the gen-
eral files should be reviewed, therefore, to
determine any segments (subject codes)that
may comprise distinct records series.

Housekeeping and administrative operations
records, for example, always should be
identified, retired, and destroyed as sep-
arate series; they should not be treated the
same as n,ore important policy and pro-
gram files.

Step 3. Establlsh specific cut-off and
retirement periods for each records series.
Establish transfer periods for long-term or

permanent records to be transferred to
Federal Records Centers or to the 1ational
Archive s.

Step 4. Obtain an- necessary local ap-

provals for application of selected stand-
ar---c]..(Departmental approval is not re-

quired.

Step 5. Prepare local disposal control
instructs for each records series (based
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on information gathered in previous steps)
and post them on file cabinets, drawers,

file guides, or folders, as appropriate.
(The size of the records series will deter-
mine which is appropriate. Include the
followlng information in abbreviated form:

subject title, and file classification
number when used;

specific cut-oH, retirement, and
transfer periods or dates;

retention period (or disposal date);
and

paragraph reference in this In-
struction containing authority for retention

period being applied.

Accomplishment of this step notifies
files personnel and others directly con-

cerned of disposal actions to be applied to
each records series. It eliminates the need
for preparation and issuance of local records
disposal schedules or instructions contain-

ing detailed disposal information for indi

vidual records series. (See Appendix E for

sample labels.

Ste._. Take disposal action. Take
action immediately to apply the p:ovisions
of your local disposal instructions to eligi-
ble records:

e Destroy immediately records on

which retention periods have expired. When
quantities to be destroyed are large, special
procedures should be followed. Consult the
local representative of the General Services
Administration if volume to be destroyed is

suHicient to justify sale as waste paper.

Retire inactive cut-off records to

be destroyed locally to local storage area.

Include short-term temporary records and
longer-term records eligible for destruction
in the near future.

$ Transfer long-term records not

eligible for destruction in the near future
to appropriate Federal Records Center.

Step 7. any records that are

not covered byaurized disposal instruc-
tions; develop a recommended retention

period and submit the recommendation
through proper channels to the Chief, Navy
Management Office. Obtain necessary local
advice and concurrences prior to submission.

.z Jne z96z T-z-5
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Procedures for submitting proposed changes
or additions to retention standards are con-
tained in paragraph 4.

Ste__.8. Establish centralized control.
The maintenace of a centralized disposal
control record by the organizational unit
assigned records disposal responsibility is
recommended-- particularly if the activity
is large. A small organizational unit may
not require it; disposal control labels and
periodic inspections may provide adequate
control. Card records or brief listings
may be used for this control purpose. Con-
trol cards or listing should contain the fol-
lowing information in brief:

s inventory data collected (descrip-
tion or title of records series, location,
and--when needed--other identifying data);

s instructions to be applied;

s a reference to the authority in this
Instruction for retention standard selected;

file volume stated in cubic feet.
This is optional, but if obtained this figure
may be used as a disposal check. (Note
any changes in the volume figure annually
after scheduled disposal action has been
taken. If volume has increased, chances
are disposal has not been properly carried
out. In any event, the increase should be
investigated.

Prepare a control card for a new file series
as soon as the series is established, or
add the series to your control listing.

Schedule Disposal Actions.
Once your local records dxsposal program
has been established, plan for future dis-
posal actions to be taken on a regular,
periodic basis--preferably annually at the
end of the calendar year. At this time, and
within a given period, all eligible files

Disposal of Navy and Marine Corps Records

should be destroyed, retired, or trans-
ferred. For while technically records be-
come eligible for destruction.,every day, it
is not practical to destroy, or even trans-
fer, records too frequently or in too small
quantities.

Fiscal files, for example, are main-
tained on a fiscal year basis; they are eligi-
ble for disposal at the end of the fiscal
rather than the calendar year. They may,
however, be held for an extra six months
and disposed of with other eligible records
at the end of the calendar year.

Step 0. Keep local instructions cur-
rent."-’-mine retention periods Zor new

as soon as they are established. Re-
vise file labels and othe local disposal
control instructions promptly as changes
occur so that instructions being applied
will be current at all times.

Step ll. Make annual inspections.
Periodicall-y inspect files and review dis-
posal procedures (at least once annually).
Take other follow-up action as necessary.

Step l. Keep Statistics on Volume of
Record d. ]viaintenance of statistics on
volume (cubic feet) of records held in both
office space and local storage areas serves
two purposes. It serves as a check on the
eHectiveness of your local records dis-
posal program; and it facilitates prepara-
tion of statistics for your volume of records
report to the Navy Management Office which
all activities must submit biennially.

Whenever an increase in the volume of
a records series on board is shown, the
reason for the increase should be deter-
mined immediately. I/the increase is due
to non-compliance with disposal instructions,
remedial action should be taken.
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PART II

RETENTION STANDARDS FOR NAVAL RECORDS
Chapter I

Military Personnel Records
1000-1999

The records described in this chapter per-
tain to the supervision and administration of
military personnel and military personnel
afairs, including the recruiting, classifica-
tion, assignment, promotion, training, per-
formance and discipline of personnel; chap-
lains’ activities; retirement and separation.
activities; and morale and personal affairs
functions.

Retention periods prescribed in this chapter
are applicable to military personnel rec-

ords of Navy and Marine Corps activities
and offices throughout the Department of
the Navy.

1000 MILITARY PERSONNEL RECORDS
.ENERAL

(1) PRIMARY PROGRAM RECORDS:

(a) Departmental [eneral corre-

spondence files othe Bureau of Naval Per-
onne] a,d Headquarters Marine Corps
locumenting plans, policies, programs,
nd procedures relating to military person-
nel matters.

Retention period: permanent. (Trans-
fer periodica]/y to Federal Records
Center, Alexandria, Va.

(b) Records of naval districts
and river commands and Chief of Naval Air
Training: that portion of the Commandant
or Chief’s files that relate to the over-all
administration and significant accomplish-
ments of military persormel programs
within the district or command, including
a.nning, disciplinary, and educational and
trning programs.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old. Program files
of the Military Personnel Division
that are duplicated or essentially
summarized in the Commandant’s
permanent files are to be retained for
3 years; records relating to the rou-
tine internal operation of military
personnel matters are to be retained
for 2 years, as provided in para.
1 00(2 below.
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(c) Marine Corps Field Activ-
ities: that portion of the files that relates to
significant accomplishments of military per-
sormel programs.

Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when 4 years old,
except Marine Corps Schools, Quantico,
Va. and FMFLANT will transfer to
Federal Reqords Center, Alexandria,
Va.)

(2) GENERAL CORRESPONDENCE
FILES of activities and offices concerned
with military personnel (regular and re-

serve) matters and relating to the internal
operation and administration of military
personnel functions. (Exclude records
covered inpara. 1000(I} above.

Retention period: Z years.

(3) CORRESPONDENCE WITH IN-
DIVIDUALS, WITH INTERESTED THIRD
PARTIES, WITH PRIVATE ASSOCIATIONS,
OR WITH OTHER ACTIVITIES OR AGEN-
CIES concerning military personnel mat-
ters (other than correspondence to be filed
in individual’s personnel jacket or folder or

in official case files). These records gen-
era]/y are filed alpIiabetically by name of
individual concerned or by requestor, but
also may be filed by subject.

Retention period: Z years.

(4) NAVY DEPARTMENT MILITARY
PERSONNEL BOARDS AND COUNCILS
RECORDS. Subparagraphs (a) and (b) below
apply to all Navy Department Military Per-
sonnel Boards and Councils:

(a) General correspondence files:
precepts; administrative regulations, pro-
cedures and standards; reports; minutes of
meetings, docket books; organizational
papers; and other records pertaining to pro-
gram development and policies of the boards
and councils; related correspondence. (Ex-
clude records to be filed in individual case
jackets and administrative records covered
in para. I000(2) above.

Retention period: permanent. (Trans-
fer periodically to Federal Records
Center, Alexandria, Va.

Change
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{b) Correspondence (and related
papers) with individuals and interested
third parties, and activities and organiza-
tions concerning matters under the board*s
or councills jurisdiction; cases in process
or being considered; or requests for in-
formation relating to the general policies
and procedures of the board or council.
Include correspondence, forms, or other
papers used for transmitting petitions and
cases to other boards, councils, depart-
mental bureaus and offices, or other agen-
cies having proper jurisdiction.

Retention period: 2 years.

(c) Board for Correction of
Naval Records Case Files: all papers re-

Lating to each individual case, including
Applications for Correction of Naval Rec-
ords, Notices of Waiver (letter form), In-
struction Sheets, copies of the boardls
briefs and recommendations, transcripts
of proceedings, certified copies of vouch-
ers in payment of claims, and correspond-
ence with petitioners, naval activities,
veterans organizations, congressmen, and
others relating to disposition of case.

Retention period: permanent. (Trans-
fer to Federal Records Center, A.!ex-
andria, Va. when 3 years old, pro-
vided case is closed.

(d) Board of Review, Discharges
and Dismissals records: Boardts official
case files comprising all papers relating
to each individual case, including Reviews
of Discharges; Applications for Review of
Discharge or Separation from the Armed
Services; copies of discharge certificates;
correspondence with naval activities,
petitioners, veterans organizations, con-
gressmen, and other interested parties;
and other records relating to the progress
and disposition of the case.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. after case is closed, ex-

c:.aratr that docket cards summarizin--
d action and history of each re-

quest fo.r review of discharge will be
retained on board.

(e) Naval Clemency Board
records:

I. Board’s official case files
comprising briefs of relevant disciplinary,
medical and sociological histories (both
military and civilian) of appellant seeking
clemency, proceedings and decisions of the

Disposal of Navy and Marine Corps Records

Board, copies of medical and psychological
evaluation reports and civilian background
reports, correspondence with naval activi-
ties, congressmen, and others concerning
the case, and other related documents.

Retention period: permanent. (Trans-
fer to Federal Military Personnel
Records Center, 9700 Page Boule-
vard, St. Louis 32, Mo. one year
after discharge of individual from the
naval service for incorporation with
Service Record.

2. En bloc recommendations
made by the Board and approved by the Sec-
retary of the Navy (official original copy
only).

Retention period: permanent.

3. Card index or summary
records of clemency cases processed by
the Board.

Retention period: permanent.

4. Courts-martial orders,
Board of Review decisions, and Judge
Advocate General promulgations pertain-
ing to suspended punitive discharges.

Retention period: 9 months, pro-
vided record copies are filed in of-
ficial clemency case files.

(f) Naval Medical Survey Re-
view Board records:

1. Individual Case Files:
petitions of applicants; certifications of
cases by the Chief of Naval Personnel or
the Commandant of the Marine Corps; af-
fidavits and statements by petitioners or
private physicians, hospitals, or other
interested parties; copies of naval and
Veterans Administration medical records;
briefs of petitioners medical and military
service records; copies of records of pro-
ceedings; correspondence pertaining to the
scheduling of hearings, procurement and
return of records, and to the forwarding of
the original records of proceedings; and
other related papers.

Retention period: Boardts files--4
years, provided all official and
originaldocuments have been for-
warded to the Office of the Judge
Advocate General; JAGfs files are
permanent.

2. Card summary or index
records of actions taken and of the disposi-
tion of each case considered by the board.
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Retention period: permanent. (Retain
on board.

(g) Physical Disability Appeal
Board records:

I. Physical Disability Appeal
Case Files: copies of Board proceedings
and reports; work sheets containing synop-
ses of Physical Evaluation Board and Physi-
cal Review Council proceedings; corre-

spondence with appellant and council, or

with Veterans Administration or naval ac-

tivities regarding medical and service rec-

ords, and other pertinent data.

Retention period: Board’s case

files--4 years, rovided official rec-
of proceedings have been for-

warded to the Judge Advocate General;
JAG’ s files--permanent.

Z. Card summary and prog-
ress control records of action taken and of

the disposition of each physical disability

appeal case.
Retention period: 4 years..

(h) Naval Examinin Board rec-

ords: correspondence and other records
accumulated by naval examining boards re-

lating to recommendations or actions re-

ga.rding officer promotions, suspensions of

promotions, re-examinations, submission

of additional information, redetermination
of qualifications for promotion of candidates

who have failed in one or more subjects
before a Supervisory Examining Board or

whose records show matter adverse to

promotion qualifications, and other similar

matters.
Retention period: 4 years.

(i) Physical Review Council
records:

1. Council’s Individual Case
Files: copies of Physical Review proceed-
ings, Physical Review Data Sheets, Coun-
cil’s recommendations to the Secretary of

the Navy, replies to rebuttals, correspond-
ence with various naval activities, boards,

and the Veterans Administraticn regarding
supplementary information to be used in

evaluating the findings of physical evalu-
ation boards, and other related papers.
(OHicial file is to retained permanently
by the Office of the Judge Advocate Gen-

eral.
Retention period: Council’s case

files-2 years, except if cases relate
to personnel placed on temporary

retirement list, retain for Z years
after individual is discharged or taken
off temporary retirement list; offi-
cial case files maintained by the Judge

Advocate General’ s office--permanent.
(Transfer to Federal Records Center,
Alexandria, Va. when file becomes
inactive.

(j) Board of Decorations and

Medals records. See para. 1650.

1001 RESERVE PROGRAM RECORDS

(I) GENERAL CORRESPONDENCE
FILES RELATING TO NAVAL RESERVE
PERSONNEL MATTERS. See paras.
I000(I and (2) above.

(Z) PAY AND NON-PAY NAVAL RE-
SERVE ORGANIZATION FILES: corre-
spondence, reports, and related papers
regarding the local administration and op-
eration of the unit. Include organizations
correspondence with commandants of naval

districts and river commands, copies of
commandants correspondence with depart-
mental bureaus and offices, intra-

organizational memoranda; personnel al-
lowances; brigade schedules; and other
similar material.

Retention period: Z years.

(3) CORRESPONDENCE WITH IN-
DIVIDUALS regarding general information

relative to the naval reserve.
Retention period: year.

(4) QUARTERLY NAVAL RESERVE
DRILL REPORTS (such as NAVPERS-IZ59)
prepared by drilling units for both officers
and enlisted personnel in pay and non-pay
status, and submitted to commandants of

naval districts and river commands, to the

Chief of Naval Air Reserve Training, and
to designated naval air stations or naval air

reserve training units, and in the case of

officer reports, to Reserve Officers Re-
cording Activity (RORA):

(a) Ori[inal officer reports.
Retention period: until microfilmed
and film is checked for legibility.

(b) Microfilm copies of original
officer reports, submitted to RORA.

Retention period: permanent.

(c) Original reports of enlisted

personnel submitted to commandants, naval
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districts and river commands, to the Chief
of Naval Adr Reserve Training, or to des-
ignated naval air station/naval reserve
training units.

Retention period: permanent. Cut off
at end of each fiscal year; hold on
board for 2 more years, then transfer
to Navy Branch, Federal Military
Personnel Records Center, ?700 Page
Boulevard, St. Louis 32, Mo.

(d) Copies of officer reports
maintained b" Commandants, naval districts
and river commands, the Chief of Naval
Air Reserve Training, or designated naval
air stations/naval air reserve training
units.

Retention period: 2 years.

(e) Copies of reports for officer
and enlisted personnel maintained by orio
inatinunits.

Retention period: I year.

(f) Copies of reports remainin[|
ater makin[ distribution required by
worksheets.

Retention period: until required dis-
tribution is completed.

(g) Work sheets used as rough
attendance records.

Retention period: until information is
transferred to smooth quarterly Drill
Reports and reports are checked for
accuracy.

(h) CertHied copies of quarterly
naval reserve drill reports forwarded to the
disbursing officer handling the pay accounts
(for reports listing individuals entitled to
pay for duties performed). See para.
750(9).

(5) NAVAL RESERVE DATA CARDS
(such as NAVPERS-3097).

Retention period: permanent.

(6) NAVAL RESERVE OFFICER AND
ENLISTED STRENGTH REPORTS. See
para. 1080(8).

(7) NAVAL RESERVE TRAINING
RECORDS. See para. 1500.

concerning routine military personnel
inspections.

Retention period: 2 years.

(2) DORMITORY OR BARRACKS IN-
SPECTION AND MAINTENANCE REPORTS;
related records,

Retention period: 6 months.

(3) INSPECTION REPORTS OF NA-
VAL AIR TRAINING COMMAND ACTIVI-
TIES AND OF NAVAl. RESERVE ORGANI-
ZATIONS.

(a) Master file of reports foP-
warded to and maintained by CNATRA an
NAVRESTRACOMD: one copy of each re-
port received.

Retention period: indefinite. (Trans-t’er CNATRA reports file to Federal
Records Center, East Point, Ga.,
when 4 years old.

(b) AI other copies.
Retention period: 2 years.

(4) OTHER INSPECTION AND SUR-
VEY RECORDS, including those relating
to administrative inspections and to on-
site surveys. See para. 5040.

1050 LEAVE AND LIBERTY RECORDS

(I) ORIGINAL LEAVE AUTHORIZA-
TIONS (temporarily filed in official Service
Record or Personnel Jacket).

Retention period: until Leave Record
entries have been verified against
original leave authorizations (at end
of fiscal year or upon separation
action).

(2) REPORTS OF DESERTION (such
as NAVPERS-2328), exclusive of copies
used for other functional purposes.

Retention period: 6 months, or until
man is apprehended, whichever is
earlier.

(3) MARINE CORPS REPORTS OF
DRILL AND ATTENDANCE.

Retention period: 3 years.

1070 MILITARY PERSONNEL RECORDS

1010 INSPECTION RECORDS

(1) INSPECTION REPORTS and re-
lated correspondence and documents

These are records relating to individual
military personnel or to the local admin-
istration of military personnel. They gen-
erally are maintained by the commanding
officer or by the military personnel office
of the activity.

II-1-4 Change 1
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(I) OFFICERS SERVICE JACKET:
Navy Officer’s Miscellaneous Correspond-
ence and Orders Jacket (such as NAVPERS-
?00), Officer’s Selection Board Jacket
(such as NAVPERS-701), and Officer’s Fit-
ness Reports Jacket (such as NAVPERS-
?76), maintained by the Bureau of Naval
Personnel; and official Officer’s Jackets
maintained by Headquarters Marine Corps.

Retention period: permanent.
{Transfer Navy Jackets to Federal
Records Center, Alexandria, Va. 0
months after officer is separated
from the Service; transfer Marine
Corps Jackets to Navy Branch, Fed-
eral Military Personnel Records
Center, 9700 Page Boulevard, St.
Louis, Mo. 4 months after officer
is separated.

(Z) OFFICER’S SERVICE QUALIFI-
CATION RECORD. This Record accompa-
nies an officer while he is on active duty
status.

(a) Nav Officer’s Record (such
as NAVPERS- 302- ):

I. When a Navy officer is

discharged, dismissed, resigns his com-
mission, or reverts to enlisted status:
Bring Record up to date and deliver to of-
ficer. But prior to deliver), review the
Record and remove and destroy letters of
reference obtained when officer first ap-
plied for commission, investigation mate-
rial, and similar pre-commissioning ma-
terial. Remove and forward closed-out
Leave Record for active-duty personnel to
the Chief of Naval Personnel for filing in
Officer’s Service "acket. If the Service
Record of an officer on inactive duty is un-
deliverable for any reason, request dis-

posal instructions from the Chief of Naval
Personnel, giving full particulars and ad-
dresses at which delivery was attempted.

2_. When a Navy officer dies
or is declared missing, forward Record to
the Chief of Naval Personnel. Mark out-
side cover of Navy Officer’s Record (boldly)
"Deceased" or "Missing", as appropriate.

* (b) Marine Corps Officer’s Rec-
or.d. Handle as provided in MARCORPS
Instructions.

(3) ENLISTED PERSONNEL SERV-
ICE JACKET (official Service Jacket) (such
as NAVPERS-807) maintained by the Bureau
of Naval Personnel and Headquarters Ma-
rine Corps.
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Retention period: permanent. (Trans-
fer to Navy Branch, Federal Military
Personnel Records Center, 9700 Page
Boulevard, St. Louis, Mo. 6
months after individual is separated
from the Service, transfer
MARCORPS Jackets 4 months after
separation.

(4) ENLISTED PERSONNEL SERV-
ICE RECORD. This Record accompanies
the individual while he is on active-duty
status.

(a) Enlisted Navy Personnel
Service Record (such as NAVPERS-60f).
Forward the Record to the commandant of
the naval district or river command in
which he will reside when a reserve or re-

tired individual is released to inactive duty.

I. Temporary material filed
on the left-hand side of the Service Record.
(This material is useful to a command whil.
a member is on active duty, but is not es-

sential to the member’s permanent Service

Jacket which is maintained by the Bureau o

Naval Personnel. Includes such papers a
Standard Transfer Orders;
Extra copies of Correspondence;
Obsolete Reports of Examinatior
for Advancement in Rating whi,

have been retained after the
member has been advanced to

higher rate;
Unofficial forms and reports de-
vised by individual commands
for temporary use;

Copies of sundry BUSANDA
vouchers and NAVCOIvIPT forn
relating to military pay, trave
and allowances, such as Mili-
tary Pay Record Orders, Sund
Expense Accounts Sheets, etc.

Classification Reports; and
Leave or Liberty requests.

Retentioneriod: until an individual
on active duty dies, retires, or is di:

charged or transferred to the Fleet
Reserve, or until jacket is cancelled
then remove and destroy.

2. Documents of a personal
nature, such as certificates (birth, mar-
riage, discharge, training course), orig-
inals of citations and commendations, etc.

Retain until separation of individual, then
deliver to individual concerned.

Change
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3. Remaining material filed
on the right-hand side of the Service Rec-
ord. Forward Navy closed-out Service
Record to the Chief of Naval Personnel in
accordance with BUPERS Manual, paras.
B-2313-14, except that when Navy enlisted
personnel are discharged and immediately
reenlisted, certain documents are to be
transferred to the new Service Record in
accordance with BUPERS Manual, paras.
B-Z31 3-14.

(b) Enlisted Marine Corps Per-
sonnel Service Record (such as NAVMC-
18(a)(PD)). Handle in accordance with
MARCORPS Instruction.

(5) TEMPORARY (LOCAL) PER-
SONNEL FILES:

(a) Temporarr command files:
individual (alphabetical by name) files es-
tablished in accordance with BUPERS Man-
ual, Article H-ZZ04(9), by commanding Of-
ficers of Selected Reserve Units and the
Chief of Naval Air Reserve Training for
officers assigned to them and used in their
administration.

Retention period: until officer is
transferred to another unit, ordered
to active duty, or detached from the
unit or the cognizance of the Chief of
Naval Air Reserve Training.

(b) Other personnel files (alpha-
betical by name) established locally for of-
ricer and enlisted personnel on board, in-
cluding MARCORPS activities individual
case files. Consist of extra copies of indi-
vidual personnel documents, local working
or processing papers, and similar papers.
Used for local operating purposes or con-
venience of reference only. (See para.
1620(1Z) for special MARCORPS discipli-
nary case files.

Retention period: until personnel are
transferred or separated, or until no
longer needed.

(c) Special Re(uests from Mili-
tary Personnel or such things as special
liberty, leave, permission to go beyond
certain limits, and special pay.

Retention period: 3 months or when
purpose is served.
(6) DUTY OFFICER, PROVOST

MARSHALL, AND STATION CHIEF
MASTER-AT-ARMS RECORDS. See
5500 series.

(7) RECEIPTS FOR SERVICE REC-
ORDS, HEALTH RECORDS, andother simi-
lar records. (See also para. 7220(5).

Change
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Retention period: 6 months, exc

7ear for MARCORPS activit’’
(8) COVERING LETTERS OR OTHER

TRANSMITTAL RECORDS for serv=e rec-
ords, health records, and pay account rec-
ords; related card or index recor

Retention period: 6 months or until
receipt is acknowledged, whichever
is earlier or appropriate, except
year for Marine Corps activites.

(9) TRACERS DEALING WITH
SERVICE RECORDS.

Retention period: until record is
located.

(I0) PERSONNEL ROSTE LIST-
INGS, CAR.S, INDEXES, and er simi-
lar record, of personnel on board.

Rete. :on period: until superseded or
,ete. (See para. 1300(6) for
Mrine Corps dut7 assignment
rosters.

(.II) CARD 0]% OTHER RECORDS OF
INDIVIDUALS whose home of record is
within the district or activity.

Retention period: until superseded
or obsolete.

(IZ) LETTERS, CARDS, OR OTHER
REPORTS OF CHANGES IN ADDRESSES.

Retention period: until change has
been recorded and verified.

(13) RECORDS OF ROOM AND MEAL
ASSIGNMENTS, including billeting slips
or logs or other similar related records.

Retention period: 6 months after
superseded or obsolete.

(14) RATIONS RECORDS, such as
commuted ration reports or lists, requests
to receive commuted rations, and daily
ration memoranda. (See also para.
10110(3).

Retention period: 6 months.

(15) SUBSISTENCE AND QUARTERS
REPORTS and related papers.

Retention period: 2 years.

(16) AUTHORIZATIONS FOR SUB-
SISTENCE AND QUARTERS.

Retention period: year after ter-
mination of authorization.

(17) LOCAL DAILY PERSONNEL
DIARIES OR REPORTS: attendance, drillor
muster reports; morning reports; other simi-
lar listings. (Exclude personnel accounting
recordscovere- in para. 1080 and Marine
Corps drill reports covered inpara. 1050(3).)

Retention period: 3 months.
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(18) PHYSICAL FITNESS, STRENGTH,
AND SWIMMING TEST RECORDS.

Retention period: 1 year, except re-
tain records relating tc training of
enlisted recruits for - years.

(19) PASSENGER TRANSPORTATION
RECORDS. See pars. 4650.

(20) REQUESTS FOR CHANGES IN
PAY STATUS.

Retention period: 6 months.

(21) CERTIFICATIONS OR ORDERS
TO OPEN, ADJUST, TRANSFER, OR CLOSE
ACCOUNTS (such as Military Pay Orders,
DD-II4 and 115, and other records used for
similar purposes); related logs. These are
certifying offices or commanding officers
administrative copies. {Certified copies
forwarded to disbursing officers are covered
in para. 7250(9}.)

Retention period: year, as provided
in para. 7430{4)’, and year or until
disestablishment for MARCORPS
activities.

1080 PERSONNEL ACCOUNTING RECORDS

(1) GENERAL CORRESPONDENCE
FILES and related papers pertaining to the
operatioh of personnel accounting/manRower
information functions;

Retention period: 2 years for pre-
parin activities; year for personnel
accountinj/manpower information and
processing installations.

(2) PERSONNEL ACCOUNTING
CARDS:

(a) Personnel Accountin Cards
for Navy personnel:

I. Personnel Accounting
Cards for Inactive Duty Per sonnel (such as
NAVPERS-500 or superseding form):

Ori[inals Part I,
muster cards arranged alphabetically and
used as Iocator ffles after personnel are
transferred-- year after individual’s
transfer.

(22) CLOTHING ISSUE RECORDS,
such as clothing issue slips, maintained by
militar7 personnel departments or offices.
(Include NAVMC-604-SD and 604b-SD filed
in service record books.) (Exclude indi-
vidual personnel clothing records (such as
NAVMC-631-SD and 631a-SD) to be retained
with individual’s service record as provided
in BUPERS Manual or MARCORPS Individ-
ual Clothing Regulations.)

Retention period: for re[ular person-
nel until information is entered in
official Service or Clothing Record
and, for initial issues, until initial
issue is completed; for reserve.per-
sonnel 2 years.

(23) RECORDS OF BOARD FOR COR-
RECTION OF NAVAL RECORDS, Navy De-
partment. See para. 1000(4).

Duplicates, Part II, sub-
mitted to personnel accounting installations--
until information has been recorded on ma-
chine records (punched cards or tapes).

Triplicates, Part III, sub-
mitted to appropriate disbursing officer for
all personnel in a drill-pay, associate-pay,
or appropriate duty-pay status or in any
other status where disbursement will be
made to an individual, assigned to all units
or programs, including Naval Reserve Offi-
cer School and authorized appropriate duty
pay. Apply para. 7250, except if not re-
quired by disbursing officer use as desired
and destroy when no longer needed.

uadrup1icate s, Part IV,
used as an additional file as desired--until
no longer aeeded.

(24) PROFESSIONAL JACKETS OF
MEDICAL DEPARTMENT PERSONNEL
maintained by Bureau of Medicine and
Surgery.

Retention period: indefinite. {Retain
on board until year after separation
from service, then transfer officer
jackets to Federal Records Center,
Alexandria, Va., and enlisted men’s
jackets to Navy Branch, Federal
Military Personnel Records Center,
9700 Page Boulevard, St. Luis, Mo.)

2. Activities Personnel
Records for Active Duty Personnel (such as
NAVPERS-500 or superseding form):

a. Muster Cards (such
as Part I of NAVPERS-500)--until year
after detachment of individual.

b. Allowance Cards
(such as Part II of NAVPERS-500)--forward
with individual; receiving activity will de-
stroy when new card is made.

Change
II-I-7 27 August 1964



SECNAVINST P5215.5B
Part II. Chapter

Disposat of Navy and Marine Corps Records

(b) Individual Accountin[ Cards
for Marine Corps Personnel (suchas NAVMC-
980-PD and NAVMC 10Z37 -PD).

Retention period: Locator file copies--
year after transfer or separation of

personnel; suspense file copies--until
notified that cards have been received
by data processing installations or
Headquarters Marine Corps, as ap-
propriate; history file copies--I
month, retain summary cards
for I month or until preparation of
new report, but do not retain for
longer than 3 months.

(c) Individual Record Cards (such
as NAVMC-976-PD) for Marine Corps per-
sonnel:

I. Data processing installa-
tions copies--until data has been recorded
on punched cards.

Z. Reporting units retained
copies--I year after individual is trans-
ferred or separated.

(3) PERSONNEL DIARIES (such as
NAVPERS-501) for active-duty or inactive-
duty Navy personnel:

(a) Originals, for active-duty
personnel, forwarded monthly via appropri-
ate personnel accounting/manpower infor-
mation installations to the Chief of Naval
Personnel.

Retention period: until microfilmed
and film is verified.

(b) Microfilm master ne[atives
of ori[inals for active-duty personnel,
maintained by the Bureau of Naval Per-
sonnel.

Retention period: permanent.

(c) Personnel accountin/man-
power information installations copies, in-
cluding originals for inactive-duty per-
sonnel.

Retention period: year or until
disestablishment.

(d) Copies submitted (in lieu of
certain pay record order vouchers) to dis-

bursin[ office servicing the reporting ac-
tivity. See para. 7250(9).

(e) Preparin[ activities copies.
Retention period: 2 years, or until
disestablishment.

{f) All other copies.
Retention period: untit purpose has
been served, except do no._.t retain
longer than 2 years.

(4) MARINE CORPS UNIT DIARIES
(such as NAVMC-970-PD), and MONTHLY
PERSONNEL ROSTERS (MPRs) and AUDIT-
ING PERSONNEL ROSTERS (APRs) for
Marine Corps personnel.

* (a) Ori[inals, forwarded in ac-
cordance with Marine Corps instructions to
Headquarters Marine Corps.

Retention period: Until microfilmed
and ITlm is verified.

(b) Microfilm ne[atives of orii-
nal.___smaintained by Headquarters Marine Corps.

Retention eriod: permanent.

(c) Preparin[ or reportin[ units
co_eSo

]’tention riod: I year, or til dis-
establisenL

(d) procssin inslations

Retenon riod: 3 monks.

(e) Coies submitted to sbursing
office servicin e reortin activity: copies
suitted in lieu of pay record vouchers or
orders--see ra. 7Z50(9); working copies
used by sbursing officers to make entries
on raillery y record--unl expiration of
y record cycle to which e Diary perkins.

Retention eriod: 3 monks or until
esblisent, whichever is earlier.

(5) DLY AVBITY REPORTS
DSTEDAVBITY CDS:
used by receiving stions to report avail-
able men awaiting furer assignment,

Retention eriod: 6 monks.

(6) MANPOWER AUTHORIZATIONS
(such as NAVPERS-576): received by per
sonnel accounting/manpower information in-
sllations from e Bureau of Naval Per-
sonnel for recording purposes.

Retenon eriod: until superseded.
(7) MISCELLEOUS CONTRO

CHECK STINGS TABUTIONS AND
REPORTS prepared for specific local re-
quirements.

Retention period: Z years or til
scific local purpose for which prered
has been served, whichever is earlier.
* (8) OTHER REPORTS togeer wi
related correspondence and pers, pre-
pared by Navy personnel accounting/man-
power information installations and by
MARCORPS processing installations:
copies of reports submitted to Chief of
Naval Personnel or Cmandant Marine
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Corps, and not specifically authorized else-
where in this chapter for other disposition.
Include such reports as officer and enlisted

strength reports; naval reserve reports;
fiscal reports; compliance reports; tran-

sient enlisted personnel reports; enlistment,

reenlistment, discharge, and extension re-

ports. Include also copies of special re-

ports prepared for or at the request of the

Chief of Naval Personnel.
Retention period: naval activities--
months; Marine Corps activities--3
months for MC nonrecurring reports,
month for MC recurring reports

held by data processing installations,

and 3 months for others, except
year for MC monthly strength and dis-
tribution reports and MARCORPS
Districts Gain and Loss (G&L)
statements.

II00 RECRUITING RECORDS

(I) GENERAL CORRESPONDENCE
FILES relating to the recruiting of officer
and enlisted personnel. Include papers re-

lating to the local administration of re-

cruiting programs, including those concern-

ing the officers aviation program and direct
and service appointments; recruiting reports
not specifically authorized for other dispo-
sition; and correspondence with civilian
committees or organizations or with other
activities or offices.

Retention period: 2 years,
that IVIarine Corps activities will re-
tain for 3 years and will retain files
within the Marine Corps District

until eligible for destruction if

recruiting is disestablished.

(2) RECRUITING REPORTS: copies
of reports submitted to higher authority and
not specifically covered by other authoriza-

tions in this manual. Include MARCORPS
weekly recruiting statistical reports. (See
alsopara. 1080(8).)

Retention period: 2 years.

I120 OFFICER RECRUITING RECORDS

(I) CONTROL CARD RECORDS OR
SUMMARY RECORD FORMS showing status
of applications and their dispositions.

Retention period: until applicant is
commissioned or 5 years after appli-
cant is rejected.

SECNAVINST P5212.5B
Part H. Chapter I

(Z) WITHDRAWN OR REJECTED
APPLICATIONS FOR COMMISSIONS, in-

cluding those of individuals found disquali-
fied by the local recruiting officer as well
as those forwarded to the Chief of Naval
Personnel or the Commandant of the Marine
Corps for final action and rejected; related
correspondence and papers.

Retention period: 6 months,
that birth certificates, transcripts
of college credits, letters of endorse-
ments, and other material of value
to the applicant should be returned
to applicant whenever possible.

(3) CORRESPONDENCE WITH IN-
DIVIDUAL APPLICANTS FOR COMMIS-
SIONS, OR WITH PROSPECTIVE APPLI-
CANTS, or with other interested individuals.

(Filed alphabetically by name.
Retention period: 6 months.

(4) OFFICER RECRUITMENT
STATUS AND PRODUCTION REPORTS.

Retention period: 6 months.

I 130 ENLISTED RECRUITING RECORDS

(I) CORRESPONDENCE WITH INDI-
VIDUALS requesting general information

regarding enlistment or re-enlistment in
the naval service. (Filed alphabetically by
name.

Retention period: year.

(2) PRE-ENLISTMENT AND EN-
LISTMENT PAPERS for enlisted person-
he1: correspondence, and related papers,
including copies of investigations, reports
of medical examinations, age or birth
certificates, consents of parents, waivers,

police record checks, and other enlistment
data or papers. (Official record copies of
birth certificates, endorsements, consents
of parents, or waivers are to be filed in in-

dividuals official Navy Service Record
folder or Marine Corps Enlisted Personnel
Jacket when applicant is enlisted.) Return
any original personal papers of personal
value to the rejected applicant whenever

possible.

(a) Navy applicants.
Retention period: 2 years after ac-

ceptance or rejection of applicant.

(b) Marine Corps applicants.

II-1-9 Change
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Retention period: when applicant is
ejected--6 months or upon disestab-
lishment; when applicant is enlisted--
2 years (retain within Marine Corps
District for two years if station is
disestablished.

(3) CARD (SUMMARY) RECORDS OR
INDIVIDUAL DATA CARDS OF ACCEPTED
AND REJECTED APPLICANTS for enlist-
ment in the naval services.

Retention period: 5 years, except
that if a recruiting station or sub-
station is disestablished, send Navy
applicants cards not yet 5 years old
to the main or other recruiting station
that will assume responsibility for the
recruiting program formerly admin-
istered by the disestablished activity.

(4) REPORTS OF ENLISTMENTS
AND RE-ENLISTMENTS: copies of daily
reports, such as daily reports of enlist-
ments and inductions (NAVMC 5022a-PD).
(See also paras. 1080(8), 1100(2) and
123o(4).

Retention period: 3 months.

ll40 SELECTIVE SERVICE, CONSCRIP-
TION, AND DEFERMENT RECORDS

(1) MILITARY STATUS OF INDI-
VIDUALS (such as DD-44). (Copies only;
originals are submitted to Selective Service
Administration.

Retention period: 2 years or upon
separation of individual.

1200 CLASSIFICATION AND DESIGNATION
RECORDS GENERAL

(I) QUALIFICATION (SELECTION)
PUNCHED CARDS, showing name, service
number, classification, billet recommenda-
tion, etc.

Retention period: until individual
cards are superseded or obsolete.

(2) QUALIFICATION RUNS OR
CHECK LISTINGS (prepared from qualifi-
cation cards) developed for specific local
purposes or information.

Retention period: 6 months or until
manWs separation, whichever is
earlier.

(3) ACTIVITIES CLASSIFICATION
OR DETAIL CARDS.

Change
27 August 1964

Retain. To be carried by man to new
duty station upon change of duty.

1220 ENLISTED CLASSIFICATION
RECORDS

(1) CLASSIFICATION RECORDS:
documents used for obtaining qualification
and classification data for individual en-
listed personnel, active and reserve (such
as Naval Reserve Enlisted Classification
Questionnaires, NAVPERS-2490).

Retention period: until superseded.
(Retain related work sheets only
until Questionnaire has been com-
pleted and filed in field Service
Record.

(2) ENLISTED EVALUATION WORK
SHEETS (such as NAVPERS-79Z), AND
ENLISTED EVALUATION REPORTS (such
as NAVPERS-1339), exclusive of copies in
official personnel jackets.

Retention period: until individual is
separated from the service,
when individual reenlists immediately
after discharge, transfer to new
Service Record folder.

1230 TESTING AND INTERVIEWING
RECORDS

(I) INTERVIEWERS APPRAISAL
SHEETS: aids (questionnaires with inter-
viewers notes) to interviewers in classify-
ing personnel.

Retention period: year.

(2) EXAMINATION ANSWER OR
SCORE SHEETS for classification tests.

Retention period: until all scoring
and processing operations have been
completed and score has been re-
ceived; or 6 months, provided all ac-
tion has been completed.

(3) MARKSMANSHIP TESTING
RECORDS. (See also para. 3591.

Retentionperiod: year.

(4) REENLISTMENT INTERVIEW
REPORTS (such as NAVMC 10213-PD)

Retention period: I year or until
submission of Consolidated Report.

1300 ASSIGNMENT AND DISTRIBUTION
RECORDS- GENERAL

(1) CORRESPONDENCE AND RE-
LATED PAPERS CONCERNING THE
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DETAILING OR ASSIGNMENT OF OFFICER
AND ENLISTED PERSONNEL, including
detailing to activities within naval districts,

bureaus and offices.
Retention period: Z years.

(Z) REQUISITION SHEETS FOR
CREWS (working parties).

Retention period: year.

(3) ASSIGNMENTS TO NAVAL RE-
SERVE PAY UNITS OR PAY STATIONS
(such as NAVPERS-998), other than offi-
cial copies filed in officers Service Records.

Retention period: until assignment is

terminated.

(4) PERSONNEL ALLOWANCE
LISTS, copies of,

Retention period: until superseded
or cancelled.

(5) INTRA-ACTIVITY ASSIGNMENT
RECORDS for officer and enlisted personnel:

(a) Intra-center assignments of
recruits and related assignment authorities.

Retention period: Z years.

(b) All others
Retention period: Z years, untii su-

perseded, or until personnel is de-
tached, whichever is appropriate.

(6) MARINE CORPS STRENGTH AND
DISTRIBUTION AND ROSTER REPORTS:
copies of reports, such as monthly reports
of strength and distribution, reports of
commissioned and enlisted personnel,
semi-monthly duty rosters of officer and
enlisted personnel.

Retention period: I year.

1301, OFFICER ASSIGNMENT AND DIS-
TRIBUTION RECORDS

(I) COPIES OF OFFICER DISTRIBU-
TION CONTROL REPORTS (such aS
NAVPERS-Z6Z7) showing active-duty officer

assignments, prepared by the Chief of Naval
Personnel and furnished monthly to activi-
ties.

Retention period: verified or cor-
rected copies--2 years; other copies--
month, until superseded, or until

no longer needed for reference,
whichever is earlier.

(Z) ROSTERS OF OFFICERS (such as

NAVPERS-353) submitted by all pay units of

SECNAVINST P5212.5B
Part II. Chapter

the naval reserve to the Chief of Naval
Personnel quarterly.

Retention period: originators copies--
2 years; other copies--3 months or

until superseded.

(3) MARINE CORPS SEMI-MONTHLY
DUTY ROSTER REPORTS. See pars. 1300
(6) above.

3Z0 ORDERS TO PERSONNEL

(I) ORDERS TO OFFICER AND EN-
LISTED PERSONNEL: transfer, duty,
flight, training, and other orders. (See
also pars. 1900 (Z) for separation orders

andpara. 1570 (2) for reserve personnel
training duty orders.

Retention period: Z years.

(Z) CARD RECORDS, LOGS, OR
OTHER SIMILAR RECORDS OF TRANSFER
ORDERS, DUTY ASSIGNMENT ORDERS,
OR OTHER ORDERS.

Retention period: I year after indi-
vidual is reassigned or detached.

(3) INTRASHIP OR STATION DUTY
AND DETAIL ASSIGNMENT OR REASSIGN-
MENT ORDERS; related card, log, or other
local control records.

Retention period: until individual is

reassigned or detached.

(4) CLEARANCE SLIPS FOR OFFI-
CERS AND ENLISTED MEN indicating
clearance on transfer.

Retention period: 6 months.

1400 PROMOTION AND ADVANCEMENT
RECORDS- GENERAL

(I) GENERAL CORRESPONDENCE
FILES relating to the promotion and ad-
vance of naval personnel.

Retention period: Z years.

(Z) RECOMMENDATIONS FOR
PROMOTIONS OR ADVANCEMENT IN
RATING, and related card or other
progress records.

Retention period: 6 months after
promotion or advancement.

(3) SCREENING FORMS AND RE-
PORTS used in promoting or advancing
personnel.

Retention period: year.
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(4) NAVAL EXAMINING CENTER
RECORDS:

(a) Research and statistical
studies.

Retention period: permanent. (Trans-
fer to Federal Records Center, 7201
So. Leamington Avenue, Chicago,
Illinois when no longer needed locally.)

(b) Collusion studies, other than
district inteLligence offices studies that are
to be returned to appropriate district inteLli-
gence office upon completion of require-
ments for studies.

Retention period: 5 years.

(c) Ratin lists.
Retention period: permanent. (Trans-
fer to Federal Military Personnel
Records Center, 9700 Page Boulevard,
St. Louis 3Z, Mo, when 3 years old.

(d) Shippin trends reports and
related cards or other records, used to
estimate examination requirements and for
comparison purposes.

Retention period: 3 years, provided
compilations are prepared.

(e) Accountin summary reports
of the Naval Examinin Center: complete
accountings for each examination series.
Include close-out reports--final accounting
reports for examination series; shipping
cut-off reports--reports of examinations
shipped and number burned; printers’ rec=
onciliation statements--reports balancing
receipts and reorders against total shipped
and burned.

Retention period: 2 years, provided
compilations are prepared.

(f) Summary compilations and
.of subparas. (d) and (e} above.

Retention period: permanent.

(6) NAVAL EXAMINING BOARD,
Navy Department, records. See pars.
I000{4).

1410 REQUIREMENTS AND QUALIFICA-
TIONS RECORDS

(1) REQUESTS TO BE EXAMINED
FOR RATINGS, with recommendations.

Retention period: 2 years.

(2) REQUESTS FOR EXAMINATIONS
TO ENTER THE MILITARY ACADEMY
PREPARATORY SCHOOL.

Retention period: year.

(3) ROSTERS OF GRADES MADE ON
QUALIFYING EXAMINATIONS.

Retention period: rosters for Naval
Academ}, entrance examinations--
permanent (transfer to Navy Branch,
Federal Military Personnel Records
Center, 9700 Page Boulevard, St.
Louis 32, Mo. upon disestablishment);
rosters for interim and other quali-
lying examinations--1 year.

(4) EXAMINATION PAPERS AND
ANSWER SHEETS to examination papers.
{See pars. 1531 for Naval Academy en-
trance tests; see also para. 1418(1) for
enlisted examination score sheets.

Retention period: 30 days after ex-
amination or until graded or scored,
provided grade or score has been
recorded on appropriate document.

(5) PITYSICAL EAMINATION AND
FITNESS QUALIFICATION RECORDS.
See paras. 6120 and I070(18).

1418 ENLISTED EXAMINATION RECORDS

(I) ENLISTED EXAMINATION
SCORE SHEETS.

Retention period: until scoring or
other processing actions have been
completed and the score has been
recorded on service record book
pages or other appropriate record,
except retain for I year those origi-
nating from Headquarters Marine
Corps.

(2) CLASSIFICATION TESTING
RECORDS. See pars. 1230(2).

(3) RECRUIT TRAINING TEST REC-
ORDS. See pars. 1510.

(4) OTHER ENLISTED STUDENTS
EXAMINATION PAPERS or answer sheets
to examination papers. Apply pars. 1410(4).

1430 ADVANCEMENTS IN RATE OR
RATING RECORDS

(I) GENERAL CORRESPONDENCE
FILES relating to advancements of recruits.

Retention period: l year.
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(2) REQUESTS TO BE EXAMINKD
FOR RATING, with recommendations.

Retention period: 2 years.

(3) REPORTS OF EXAMINATION
FOR ADVANCEMENT OR CHANGE IN
RATING.

Retention period: 3 months or until

beginning of fisc’al year following ad-
vancement, whichever is earlier.

1500 TRAINING AND EDUCATION
RECORDS GENERAL

(l} PRIILRY PROGRAM RECORDS:
that portion of the general correspondence
files and other records maintained by the

organizations listed below that document the

over-all management and organization,
planning, procedural development, and

complishments of military personnel train-

ing and education programs (but exclusive

o_f administrative and operational records
covered by paras. IS00(Z) and 5000(2)):

(a) Bureau of Naval Personnel
and Headcuarters Marine Corps,.

Retention period: permanent.

(b) Naval District and River

Command Headquarter s, Headquarters

Naval Air Trainin8 Command and Head-

cuarters NATC functional commands, and

Naval Reserve Trainin Commands.
Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when Z years old.)

(c) Marine Corps activities.
Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when 3 years old,

that Marine Corps Schools,
co, Va. and Headquarters,

Fleet Marine Force, Atlantic will

transfer to Federal Records Center,
Alexandria, Va.)

(d) Records of Navy and Marine

Corps schools and other academic installa-
tions or departments (.other than training
activities covered in subparas. (e) through
(g) below): histories of academic training
at the installations only, consisting of class

standing and school rosters; .summary aca-
demic and faculty board r.eports not sub-

mitted to higher authority; and copy of

school publications, training syllabus, orig-
inal coursd materials, school curricula, and

similar material pertaining to overall train-

ing programs. (Apply para..1500(Z) for

other correspondence files.)

SECNAVINST P5212.SB
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Retention period: permanent. (Trans-
fer to Navy Branch, Federal Military
Personnel Records Center, 9700 Page
Boulevard, St. Louis, Mo. upon
disestablishment, excep Marine

Corps Schools, Quantico, Va. will
transfer to Federal Records Center,
Alexandria, Va.)

(e) Naval Trainin[ Centers

I. Great Lakes and San Diego
only.

Retention period: permanent. (Trans-
fer to nearest Federal Records Center
when 4 years old.)

2. Other Naval Training Cen-
ters, including Naval Reserve Training Cen-
ters: I copy of any annual inspection and

progress reports or other similar papers
that reflect the history of the Center or doc-
ument special significant transactions or

accomplishments. (Apply para. 1500(2) for

correspondence files of these activities.)
Retention period: permanent. (Trans-
fer to nearest Federal Records Center
when 3 years old.)

(f) Marine Corps Institute: orig-
inal course materials for correspondence
courses. (See para. 1590 (7) for student rec-

ords.)
Retention period: permanent.

(g) Naval War College, A__rmed
Forces Staff College, and Naval Academy..
See paras. 150 and 1551.

(Z) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: files of all training
activities other than those covered in para.
1500(I) above. Include files of training
offices, centers, activities, naval schools,

and of departments or other organizational
units, relating to the operation and per-
formance of their training and educational
functions. (See also para. 1533 for naval
reserve officer training corps (NROTC)
records.) Consist of correspondence and
other documents relating to curricula plan-
ning and changes in curricula; student

quota records, service school data; corre-

spondence with interested parties in regard
to naval training schools, courses, or other

educational facilities; reports, such as

student and instructors’ reports, attrition

reports, training duty progress reports,
and other training or school reports not

specifically covered by other authorizations

in this manual. Include records relating to

postgraduate in-service training and other
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records relating to the internal operation
and administration of the training function.

Retention period: 2 years.
{:) PERIODIC REPORTS OF EDUCA-

TIONAL SERVICES FUNCTIONS (such as
NAVPERS--418); other similar training re-
ports. (See also para. 1560(I).)

Retention period: 2 years.

(4) ATTENDANCE RECORDS FOR
INDIVIDUAL COURSES.,

Retention period: until completion of
raining course.

(5) MONTHLY REPORTS OF STU-
DENTS ON BOARD.

Retention period: year.

(6) DAILY OPERATIONS SHEETS
OR LOGS; other records used as office aids
for local purposes only.

Retention period: year, until spa;
ration or transfer of individual, or
until completion of training course,
whichever is appropriate.

(7) ENROLLMENT AND PROGRESS
RECORDS for individual students, including
training (case) folders for indi.vidual stu-
dents when used. Consist of records docu-
menting.individual student’s progress, and
related material such as enrollment and
disenrollment papers, biographical data,
records of past service or assignments, re-
ports of unauthorized absences, instructors
remarks, copies of authorizations for train-
ing duty, conduct and minor disciplinar7 re-
ports, reports from academic authorities
concerning failings, and other records used
for local purposes only. (Exclude students
official record cards showing grades and
completion of courses covered in pars.
1500(9) below.)

Retention eriod: until completion of
’ndividual’s training, transfer, or dis-
charge, pro.vialed required data has
been recor-m individual’s Service
Record or on student’s record card,

as follows:

(a) CNATRA Aviation Trainin
Jackets. (consis’ing of aviation training sum-
maries and ATJ/NAO or equivalent forms)
are permanent records; forward jackets"
covering refresher, postgraduate, and other
flight training to Federal Records Center,
East Point, Ga. upon completion or termina-
tion of tra.ining; forward jackets for students
taking the standard pilot training syllabi and
for foreign students undergoing .pilot train-
ing to the Chief of Naval Air Training not
later than one week after completion or

Change
Z7 August 1964

Disposal of Navy and Marine Corps Records

termination of training for processing and
further transfer after 6 months to Federal
Records Center, East Point, Ga.

(b) Marine Corps Institute stu-
dent records:

1. Card records of each dis-
enrolled student’s activity in each course,
showing number of lessons completed and
grades received.

Retention period: 6 months,ear for Marine Corps reservists not
on active duty disenrolled for comple-
ion of course.

2. Correspondence and papers
relating to the individual student.

Retention period: year.

(8) APPLICATIONS OR REQUESTS
FOR ENROLLMENT in training courses or
schools (other than those covered in para.
1500(7} above).

Retention period: year or until ac-
tion is completed, whichever is
earlier.

(9) INDIVIDUAL STUDENT OFFICIAL
SCHOOL OR TRAINING RECORD CARDS
(or other equivalent forms), or official
statements or transcripts of academic rec-
ord. Applicable to all naval schools, exclu-
sive o...__ Marine Corps Institute. Should con-
tain information as to courses attended,
length .of course and whether or not com-
pleted, and grades or marks attained.

Retention period: permanent. (Trans-
fer to Navy Branch, Federal Military
Personnel Records Center, 9700 Page
Boulevard, St. Louis, .Mo. 6
months after completion of training,
discharge, or transfer of individual,

that Marine Corps activities
nsfer them when year old.)

(10) STUDENTS EXAMINATION REC-
ORDS:

(a) Students examination papers
or answer sheets to examination papers.
(See also paras. 1418 and 1510(3)(a).)

Retention period: month, or until
graded and grades have been recorded
on students’ official record cards, or
at the expiration of the class, as ap-
propriate.

(b) Periodic mark slips, cards,
or lists summarized at end of course--daily,
weekly, .or other.

Retention period: until recorded, or
until summarized in recorded term or
course grade, as appropriate.
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(I I) GRADUATION REPORTS; CLASS
STANDING OR ACADEMIC GRADE
ROSTERS: lists or other records showing
grades made on examinations and/or class

standing.
Retention period: I year or until in-
formationhas been recorded on stu-
dent’s oHicial record card or.on other
academic record listed in para.
1500(9) above, exc___that the Naval
Academy, the Naval War College, and
the Armed Forces Staff College will
retain these records.

(12) TRAINING PROGRA REPORTS
(relating to regulars and reserves) that are

not specifically covered by other authoriza-

tions in this chapter; reated papers.
clude training program reports (such as

Navy and Marine Air Program Summary
Reports ):

(a) Summary or composite re-

prepared at the Navy Department level,
district and river commands, or by

the Chief of Naval Air Reserve Training, or

by other major training commands (I copy
of each).

Retention period: permanent.

(b) All others including copies
of reports submitted to higher authority.

Retention period: 2 years.

(13). ANNUAL RETURN OF BOOKS by
ROTC and ROS students.

Retention period: I year.

(14) QUESTIONNAIRES, or other sim-
ilar records, completed by students or
others for evaluating program courses or
schools; related papers.

Retention period: I year, or until
data becomes obsolete as a result of
summarization or other utilization
for statistical or other training
purposes.

(I 5) FLIGHT TRAINING REPORTS
submitted to the Chief of Naval Air Training:

(a) Flight training reports con-

taining data such ae student input attrition,

completion instructor and aircraft avail--, andfli hthour data; Naval Air Re-
serve an ar r eserve Program
summary reports containing data relating to

9ersonnel categories, aircraft hours flown,
aircraft in custody, and utilisation of
training facilites.

Retention period: 2 years.

(b) Summary fli[ht training re-

ports prepared and maintained by CNATRA:
summary reports received from training
activities, including Naval Air Reserve and
Marine Air Reserve activities.

Retention period: permanent. (Trans-
fer copy of each with general corre-

spondence files to the FeAeral Rec-
ords Center, New Orleans, La. when
2 years old.

(16) LOCAL (CARD OR OTHER) REC-
ORDS OF APPLICATIONS FOR COURSES
(such as correspondence courses) or other
training.

Retention period: 6 months or until
purpose has been served, except that
Marine Corps activites (other than
Marine Corps Institute) will retain
card records-of applications for Ma-
rine Corps Institute Correspondence
Courses until 3 years old.

1510 ENLISTED TRAINING RECORDS

(I) GENERAL CORRESPONDENCE
FILES relating to training of enlisted re-
cruits and recruit training reports not
specifically covered by other authorizations
in this chapter. (Exclude primary pro-
gram records covered in para. 1500(I).

Retention period: Z years.

(2) RECRUIT TRAINING RECORDS:

(a) Forming data of recruit

companies, including company rosters, re-

cruit company logs, instructors logs and
records of required subjects completed.

Retention period: 1 year.

(b) General correspondenee files

relatln to exarninin for advancement in

rating, for applications for commissions,

or for educational courses.
Retention perio.d: 1 year.

(3) TEST RECORDS:

(a) Answer sheets of selection
tests and test musters.

Retention period: 6 months, provided
scoring and other processing actions
have been completed.

(b) Reorts of administration of
recruit trainin erminations.

Retention period: 0 months.
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(c) Ph)sical fitness, strength,
and swimming test records. See pars.
11o7o(18).

(4) IN-SERVICE TRAINING PRO-
GRAM RECORDS: general correspondence
files and related records pertaining to in-
service training for enlisted personnel.

Retention period: 2 years.

15-0 OFFICER TRAINING RECORDS

(I) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES RELATING TO OFFI-
CER TRAINING. See paras. 1500(I) and(Z).

(2) ARMED FORCES STAFF COL-
LEGE RECORDS:

(a) Records reflecting the or-

ani.ational history of the College: general
policy agreements; copies of Joint Chiefs of
Staff Memoranda; organization charts; and
other similar papers.

Retention period: permanent.

(b) General correspondence files
pertaining to the primar mission and over-
all management of the College. Include 1
copy of comprehensive annual reports of the
College covering all phases of its organiza-
tion and operation (original is sent to the
Joint Chiefs of Sis/f, with copies to the Sec-
retary of Defense and the Secretaries of the
Navy, Army, and Air Force).

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Vs. when 2 years old.

(c) Records of Armed Forces
Staff Collee s’dents past services and
duty assignments prior to reporting to the
College.

Retention period: until graduation of
student.

(d) Theses of Armed Forces
Staff Collee students.

Retention period: until obsolete and
no longer needed, except retain se-
lected theses.

(e) Other Armed Forces Staff
College recordb. Apply pertinent subject-
matter instructions throughout this manual

(3) NAVAL WA COLLEGE
RECORDS:

Disposal of Navy and Marine Corps I1ecords

(a) General correspondence files
that reflect the overall management and or-
ganization of the College, and the planning,
procedural development, progress, and
significant accomplishments of its academic
and naval personnel training programs.

Retention period: permanent. (Trans-
fer to Federal Records Center when
5 years old.

(b) Official student record cards
of officers under instruction at the Naval
War College. See para. 1500(?).

(c) Department logs, and grad-
uate disenrollment logs.

Retention period: permanent.

(d) Naval War Collese lectures.
Retention period: permanent. (Trans-
fer to Federal Records Center when
I0 years old.

(e) Individual student jackets
(case file for each Naval War College
graduate and disenrolee).

Retention period: permanent. (Trans-
fer to Federal Records Center when
5 years old.

(f) Techr ’cal intelligence files
of the Naval War College.

Retention period: permanent. (Trans-
fer to Federal Records Center when
5 years old.

(g) Class (course instruction)
records, including presentations, confer-
ence reports, records regarding class
problems, and related records prepared by
the College.

Retention period: I copy of each--
permanent; aLtther copies--until no
longer needed.

(h) Other Naval War College
records. Apply pertinent subject-matter
instructions throughout this manual.

1531 NAVAL ACADEMY RECORDS

(I) GENERAL CORRESPONDENCE
FILES REFLECTING THE OVERALL
MANAGEMENT AND ORGANIZATION OF
THE ACADEMY and the planning, proced-
ural development, progress, and signifi-
cant accomplishments of its academic and
naval personnel training programs; and
graduation reports and class standing ros-
ters. (Exclude records covered in para.
1531(2) below.
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Retention period.i permanent. {Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.

{2) CORRESPONDENCE FILES AND
OTHER RECORDS RELATING TO THE IN-
TERNAL ADMINISTRATION AND OPERA-
TION OF THE OFFICE.

Retention period: - years for records

relatin$ to routine internal operating
matters; 4 years for records relating
to other administrative matters, such
as use of boats, drills and dress pa-
rades, and regimental organizations.

(3) RE(UESTS FOR EXAMINATION
TO ENTER MILITARY ACADEMY PRE-
PARATORY SCHOOL. See para. 1410(2).

(4) NAVAL ACADEMY ENTRANCE
EXANIINATIONS, placement and aptitude
tests, and related card or other records.

Retention period: year, provided
grades have been recorded.

(5) OTHER NAVAL ACADEMY REC-
ORDS. Apply pertinent subject-matter in-
structions throughout this manual.

1533 RESERVE OFFICER TRAINING
CORPS (ROTC) RECORDS

(l) GENERAL CORRESPONDENCE
FILES relating to the operation and admin-

istration of ROTC units, ships companies,
and trainee personnel. Include correspond-
ence with other ROTCs, V-IZ or other
training units, copies of statistical and
status or progress reports submitted to

higher authority, and instructor reports.
(Exclude records covered in para. 1533{Z)
below.

Retention period: Z years.

() SUMMARY ACADEMIC OR FAC-
ULTY RECORDS OR REPORTS that docu-
ment the history of the ROTC program at

any particular installation, including one
copy of school publications, and school
rosters or graduation reports listing all
graduates who are commissioned (such as
Class Standing of ROTC Students Commis-
sioned).

Retention period: permanent. (Trans-
fer to Navy Branch, Federal Military
Persormel Records Center, 9700 Page
Boulevard, St. Louis, Mo. when Z
years old.

SECNAVINST P5212.5B
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(3) INDIVIDUAL STUDENTS OFFI-
CIAL RECORD CARDS (or forms) or trans-
scripts or statements of academic records.
Must contain information as to courses
attended, length of courses, whether or not

completed, grades attained, class standing
(if completed), and pertinent remarks, such
as reason for diserrollment or failure to
complete courses.

Retention period: permanent. (Trans-
fer toNa Branch, Federal Military
Persormel Records Center, 900 Page
Boulevard, St. Louis, Mo., 6
months after completion of training or
disenrollment. Upon transfer of indi-
vidual from one ROTC unit to another,
a copy of the studentts individual rec-
ord must be submitted to the ROTC
unit to which transfer is made.

(4) INDIVIDUAL ROTC STUDENTS
FOLDERS (CASE FILES), comprising rec-

ords maintained by individual units and ac-
cumulated during the course of studentts
enrollment. Include enrollment and prog-
ress records (such as questionnaires, en-

dorsements, cruise records, applications
for extensions of time to complete academic
requirements; clothing requisitions and re-
lated papers; reports of substitutions of
coLtege courses for ROTC courses; trans-
fer approvals between ROTC units; unau-
thorized absence reports); dlsenrollment
records; commissioning records; other
stm--l--x- records, and related correspond-
ence. (Exclude documents to be filed in
official Service Record folders upon com-
missioning, and copies of documents for-
warded to and maintained by the Navy
Department, commandants of naval dis-

tricts or river commands, or other au-
thorities specified under current instruc-

tions for ROTC administration and traLuing.)
Retention period: 6 months after in-

dividual is disenrolled, completes
training, is transferred, or is com-
missioned.

(5) SUBSISTENCE ROLLS (such as
NAVCOMPT-2042): copies of Rolls sub-
mitred by units to accounts disbursing

s.
Retention period: 6 months, or until
subsistence checks have been re-
ceived, as appropriate.

1540 FUNCTIONAL TRAINING RECORDS

(I) HEADQUARTERS, CHIEF OF
NAVAL AIR TRAINING RECORDS: general

Change I
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correspondence files (other than operating
and administrative records covered in para.
1500(Z)).

Retention period: permanent, as pro-
vided in para. 1500(1)(b).

(2) AMPHIBIOUS TRAINING BASES
RECORDS. See para. 3340.

1541 FLEET TRAINING RECORDS

(I) FLEET TRAINING RECORDS, in-
cluding those of fleet training centers. Apply
authorizations for similar records contained
in this and other chapters of this manual.
See para. 1500 for general correspondence.

1550 INSTRUCTION COURSES AND TRAIN-
ING MATERIAL RECORDS

(I) ACTIVITIES TRAINING MATE-
RIALS, including syllabic and technical in-
structional (course or other) material
(other than program material covered in
para. 1500(1)).

Retention period: until superseded,
cancelled, or no longer needed for
training purposes, or as research
material, or for reference in develop-
Ing future training courses.

(2) STOCK RECORD CARDS and other
records of training material on hand. See
paras.4400(3) and 4440.

1551 TRAINING FILMS AIDS AND SPE-
CIAL DEVICES RECORDS

(I) TRAINING FILM:

film.
(a) Originators master negative

Retention period: permanent. (Trans-
fer to Naval Photographic Center,
Washington D. C. See para. 3150.)

(b) All other copies.
Retention period: until obsolete or
no longer usable.

(2) RECORDS RELATING TO PRO"
CUREMENT, CUSTODY, DISTRIBUTION,
UTILIZATION, AND DISPOSITION OF
TRAINING AIDS, including those at training
aids centers. Include related card records.

Retention period: 2 years, except
retain records of training aids still
outstanding.

Change
Z7 August 1964
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(3) SURPLUS COPIES OF TRAINING
AIDS AND TECHNICAL INSTRUCTIONAL
MATERIAL.

Dispose of in accordance with latest
instructions from the Bureau of Naval
Personnel (Training Division), the
Commandant of the Marine Corps, or
other cognizant authority.

155- TRAINING PUBLICATIONS RECORDS

(I) ALL NAVY TRAINING PUBLICA-
TIONS, including manuals:

(a) Master copies (originating
activity’s copies ).

Retention period: permanent. (For-
ward copy of each to Navy Branch,
Federal Military Personnel Records
Center, 9700 Page Boulevard, St.
Louis, Mo. when no longer needed
for frequent loca reference.

(b) All other copies.
Retention period: until superseded or
cancelled or no longer required. (Re-
turn current usable copies to nearest
publlcations supply office.

(2) RECORDS RELATING TO PREP-
ARATION, PROCUREMENT, AND DIS-
TRIBUTION OF TRAINING PUBLICATIONS.
Seepara. 5600.

(3) NAVY TRAINING PUBLICATIONS
CENTER RECORDS:

(a) General correspondence files
of the Officer-in-Charge, Nav Trainina
Publications Center. Apply paras. 1600(I)
(e) and (2).

(b) Planning Fries: correspond-
ence relating to the planning and develop-
ment of courses and publications (including
manuals) prepared by the Center. Contain
official correspondence on the preparation
or publication of a text or manual, including
recommendations and comments, and papers
on related costs and technical matters.

Retention period: I0 years. (Trans-
fer to nearest Federal Records Cen-
ter when 5 years old.

(c) Continuous Bilge or Review
Files: background irdormation collected by
writers preparing new or revised texts or
manuals, including correspondence, rec-
ords of contacts or other sources of mate-
rial, locations of available refer’ence
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documents, writers’ notes, and other simi-

lar material.
Retention period.: 6 months after text

or manual is published.

(d) Art Morgue and tustrations
Files: original illustrations, drawings.
p’---graphs, negatives and glossy prints,
clippings, and related materials used as

illustrations in texts and manuals; reiated

locator cards.
Retention period.: until obsolete or

superseded, as appropriate.

{e) Illustration Correspondence
Files: correspondence and related papers
pe’--ming to art work to be used in publi-
cations. Include flow sheets, work sheets

of deleted materials, sources and lists of
illustrations, copies of copyright permis-
sion letters, and other related or similar
records.

Retention period: 6 months.

(f) Other records of the Navy
Training Publications Center relatin to its

publication functions. See paras. 5600-5677.

1560 INFORMATION AND EDUCATION
RECORDS

(1) CORRESPONDENCE, REPORTS,
AND OTHER RECORDS RELATING TO
OFF-DUTY (AFTER-HOURS) TRAINING,
including education reports (such as Reports
of USAFI Testing Activity and Inventory,
DD-417; NAVMC-1026?-PD and 10437-PD).

Retention period: 7 years, except 3

years for Marine Corps activities.

(2) REFERENCE FILES OF MATE-
RLAL RELATING TO OFF-DUTY OR
AFTER-HOURS AVAILABLE TRAINING.

SECNAVINST P5212.5B
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(2) RESERVE OFFICER AND EN-
LISTED PERSONNEL TRAINING-DUTY
ORDERS and orders to perform appropriate
duty.

Retention period: 1 year.

1571 ACTIVE DUTY FOR TRAINING
RECORDS

(I) REQUESTS FOR ACTIVE TRAIN-
II DUTY from officer or enlisted person-
nel, and related card or other incidental
records.

Retention period: untLi completion of

trainir or processin of request.

(2) UNENDORSED ACTIVE DUTY
FOR TRAINING ORDERS for officer and
enlisted personnel (Exclud endorsed
copies of such orders required to be flied
in official officer or enlisted Service
Records.

Retention period: 3 months after
month in which issued.

1600 PERFORMANCE AND, DISCIPLINE
RECORDS GENERAL

1620 DISCIPLINE RECORDS.. (See also
paras. 1630 and 1640).

(1) GENERAL CORRESPONDENCE
FILES relating to disciplinary affairs and
to the operation and administration of
places of confinement (other than naval re-

training commands covered in pars. 1640{I}}.
Retention period: 2 years.

(2) NAVAL RETRAINING COMMANDS
DISCIPLINARY AND CONFINEMENT REC-
ORDS. See para. 1640.

(3) UNIT PUNISHMENT BOOK
OR DIARY PAGES (such as DD-789 and

Retention period:
cancelled, or until no longer needed.

1570 INACTIVE-DUTY TRAINING REC-
ORDS (See also paras. I001 and 1500.

(I) INSTRUCTORS CLASS PROGRAM
CHARTS {such as NAVPERS-1315} used to
record naval reserve training progress for
all pay and non-pay drilling units (othe.____r_r
thn naval air reserve units}.

Retention period: until end of fiscal

year in which the instructional cycle
is completed, or untLi each trainee
listed thereon has been advanced or
transferred from the activity, which-
ever is later.

Chang i
27 August 196A

until superseded or . NAVIC-10132-PD).
Retention Period: 2 years.

{4} MINOR OFFENSE REPORTS and
other similar or related records dealing
with violations and offenses reported for
disciplinary action. Include Report and
Disposition of Offenses.

Retention period: Until information
is entered in Unit Punishment Book
or Diary except 3 mos. for MAR-

mxsCORPS ro---’F-of incidents and
cel]neous offenses.

(5) COURTS-MARTIAL RECORDS.
See 5810 series.
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(6) DAILY AND MONTHLY REPORTS
OF PERSONS CONFINED, including Report
of Prisoners Received

Retention period: I year, 6
months for Marine Corps brig.

(7) LOGS OR OTHER RECORDS
SHOWING COMMITMENT AND RELEASE
OF PRISONERS OR DETENTIONERS.

.Retention period: I year after last
entry or I year after release of
prisoner, except that Marine Corps
brig will retain for 3 years.

(8) LISTS OF MEN RESTRICTED
AND OF PRISONERS-AT-LARGE.

Retention period: 1 year.

(9) CONFINEMENT ORDERS AND
PRISONER RELEASE ORDERS (such as
DD-367); copies of.

Retention period: 1 year after re-
lease of prisoner.

(I0) PRISONER DATA CARDS: data
cards or other similar record of peron
confined to brig or other places of confine-
ment.

Retention period: Nav activities Z
years; Marine Corps activities Z
years aer prisoner’s release for
brig officer’s cards and until prisoner
has been released and appropriate
data has been entered in the unit diary.

{I I SAFEKEEPING RECORDS of per-
sonal property of individuals confined;
stamp and cigarette records.

Retention period: 6 months after
person’s release, provided property
or funds have been accounted for.

{12} DISCIPLINARY CASE FILES of
Marines assigned to Special Foreign Duty
with the Department of State and maintained
by Company "F, Headquarters Battalion,
Headquarters Marine Corps and case files
of brig prisoners.

Retention period: I year from date of
detachment of individual, provided no
act/on is pending by either the Depart-
ment of State or the Marine Corps,
for Special Foreisn .Dut Marines; 2
years after release for orig prisoners.

(13) MINER OFFENSE RECORDS:
record, including card record, showing
punishments awarded and record of accom-
plishment thereof for minor offense.

Retention period: until Completion of
punishment.

Disposal of Navy and Marine Corps Record

(14) REPORTS OF INFRACTIONS of
Base regulations by shipboard persormel:
report made to the Base or to hips.
(These reports are made to or by the Senio:
Officer Present Ashore and are held by
Amphibious bases and other similar activi-
ties. )

Retention period: ] year.

(15) PRISONER WORKING PARTY
RECORDS: internal working papers onty.

Retention period: I month.

1630 SHORE PATROL AND MILITARY
POLICE RECORDS

(I) GENERAL CORRESPONDENCE
FILES relating to the administration of
here patrol offices or military police units.

Include rough logs of the office.
Retention period: 2 years.

(2) CARD FILE OF PERSONS
ARRESTED.

Retention period: permanent.

(3) SERGEANT OF THE GUARD RE-
PORT BOOKS

Retention period: I year from date of
last entry.

(4) ARREST AND DETENTION REC-
ORDS, such as arrest reports, receipts
for offenders, sobriety tests, patrol offi-
cers reports, delinquency reports, sworn
statement, arrest and disposition reports,
offense reports, receipts for persons under
arrest, and other papers pertaining to ar-
rest or detention.

Retention period: 1 year.

(5) PROPERTY RECEIPTS and
property receipts envelopes.

Retention period: 18 months.

1640 CONFINEMENT RECORDS

The records described in this paragraph
are accumulated by naval retraining com-
mands only. For records accumulated by
brigs and other places of confinement, see
paras. 1620 and 1630.

(I) GENERAL CORRESPONDENCE
FILES relating to the gener.al operation and
administration of naval retraining commands
and of naval rehabilitation and retraining
program in connection therewith, including
industrie.- Include activities &ducational
and retraining reports, correspondence,
lotment data, and requests for material or
ervice.

Retention period: 3 years.
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(Z) CONFINEMENT RECORDS CASE
FILES FOR COURTS-MARTIAL PRISON-
ERS. Include Lt correspondence, reports,
and other records in connection with the

case, including screening reports, admis-

sion summaries or supplements, periodic
program reports, disciplinary reports
(mast report slips), specis/medics/ or

psychiatric reports, records reiating to the

prisoner’s conduct and assignments while.
confined, copies of all orders.

Retention period_: permanent. (Trans-
fer to Navy Branch, Federal Military

Personnel Records Center, 9700 Page
Boulevard, St. Louis, Mo. I year
after prisoner’s ruiease.

(3) COMMITMENT CARDS (such as

NAVPERS-3002). File in confinement rec-

ords case files (see para. 1640(2) above)
for transfer with the case file to the Navv
Branch, Federal Military Personnel Records
Center, St. Louis, Mo.

(4) PRISONER CHANGE REPORTS
other than original reports sent to the Navy
Department.

Retention period: - years.

(5) BRIG AND OTHER CONFINEMENT
RECORDS, other than those of naval retrain-

ing commands covered in paras. 1640(1)
through (4) above. See paras. 1620 and 1630.

1650 DECORATIONS, MEDALS, AND
AWARDS RECORDS

(I) BOARD OF DECORATIONS AND
AWARDS, Navy Department records:

(a) Board’s Case Files: corre-

spondence, recommendations, and other

supporting or related papers, and records

of actions taken on each case presented to

the Board for consideration. Include related
card records.

Retention period: permanent. (Trans-
fer to Feders/Records Center, Atex-
andria, Vs. when 10 years old.

{b} Board of Awards File: World
War I file of original recommendations for
decorations and awards, records of action

taken, and related correspondence.
Retention period: permanent. {Trans-
fer to Federal Records Center, Alex-
andria, Vs. when file becomes in-

active.

SECNAVINST P5212.5B
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(c) File of recommendations made

to the Board in regard to extraordinary hero-
ism cases, and card (progress) records
thereof.

Retention period: until action has
been taken by the .Board.

(d) Card records of combat re-

tirement cases: records of action taken on

conduct recommendations entitling offi:er

to promotion upon retirement.
Retention period.: until death of

officer.

(e) Kardex record of awards

made: a brief of all pertinent information

regarding the man’s awards and decorations

and a quote of citation.
Retention period: permanent. {Re-
tain on board.

(f Copies of citations and letters

of transmittal (exctusive of Board’s official
records and copes to be flied in officis/

personnel folders).
Retention period_." - years..

(2) CORRESPONDENCE AND RE-
LATED RECORDS REGARDING RECOM-
MENDATIONS FOR PERSONAL DECORA-
TIONS, CITATIONS, MEDALS, OR AWARDS
to naval personnel or units {other than rec-

ords of the Bureau of Naval Personnel,

Headquarters Marine Corps, Boards of
Decorations and Awards, and those filed in

individus/s official service jackets }.
Retention period: 5 years.

{3} RECORDS OF CITATIONS,
AWARDS, OR COMMENDATIONS awarded
by bureaus, offices, activities, or others
under authority detegated them to make
such awards. Include recommendations,

supporting documents, and related corre-

spondence. (Exclude records covered in

paras.1650(1) and (2) above.
Retention period: pernanent.

1700 MORALE AND PERSONAL AFFAIRS
RECORDS GENERAL

(I) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES RELATING TO THE
OPERATION AND ADMINISTRATION OF
MORALE AND PERSONAL AFFAIRS MAT-
TERS, including recreation and social af-

fairs, informational services, persons/
benefits (including correspondence relating
to National Life Insurance and voting rights),.
dependents aid, civil readjustment and

Change III-l-21
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veterans affairs, casualties and survivors
benefits, athletic competitions, publishing
of station papers, and hobby crafts.

Retention period: 2 years.

(2) CORRESPONDENCE AND OTHER
RECORDS INCIDENTAL TO THE ADMINI-
STRATION AND HANDLING OF PERSONAL
AFFAIRS AND BENEFITS (including Insur-
ance, dependents aid, and civil readjust-
ment and veterans affairs}.

Retention period: I year.

{3} ALPHABETICAL (NAME} FILES
consisting of correspondence {with individ-
,,=Is, dependents, and other interested
parties relating to individual personal f-
fairs matters. (Exclude correspondence
required to be fil-------oicial Service Rec-
ord folders.

Retention period: year, cept re-
tain routine inquiries and requests
for information only for 6 months.

(4) FINANCIAL AND OTHER REC-
ORDS RELATING TOTHE OPERATION OF
NON-APPROPRIATED WELFARE AND
RECREATION FUNDS. See 1746 and 7010.

(5) FILES OF NAVY RELIEF AUX-
ILIARY. Dispose of according to instruc-
tions of the Navy Relief Society.

1710 RECREATION RECORDS

(1) CUSTODY RECEIPTS for recrea-
tional materi|.

Retention period: until custody items
are returned or responsibility for
custody is transferred.

(2) RECORDS RELATING TO AR-
RANGEMENTS FOR RECREATIONAL
ACTIVITIES, such as schedules of motion
pictures, concerts, broadcasts, and other
affairs, seating arrangements for Naval
Academy games, etc.

Retention period: year or until
purpose has been served.

(3) GENERAL CORRESPONDENCE
FILES AND REPORTS RELATING TO THE
DISTRIBUTION AND SHOWING OF MOTION
PICTURES. Include motion picture pro-
jectionists reports, log reports, damage
reports, and other related records. {See
also pars. 4200.

Retention period: 1 year.
naval distri.ct and river comma
headquarters will retain for 2 years.

Change
27 August 1964
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1720 INFORMATIONAL SERVICE REC-
ORDS. See paras. 1700 and 5720.

1730 CHAPLAINS AND RELIGIOUS AF-
FAIRS RECORDS

(1) GENERAL CORRESPONDENCE
FILES REGARDING THE MAINTENANCE
AND ADMINISTRATION OF CHAPLAINS
OFFICES, the performance of religious and
secular duties, and relted welfare duties
(other than departmental program records
coversd in pars. I000{I }}.

Retention period: 3 years.

(2) FILES OF CHAPLAINS OFFICES
RELATING TO OBSERVANCE OF SPECIAL
DAYS.

Retention period: 2 years.

(3) CHAPLAINS REPORTS:

(a) Monthly statistical reports
(such as NAVPERS-374).

.Retention period: until quarterly
statistical report is prepared.

(b) Ouarterly statistical reports.
Retention period: year after lst
entry.

(c) Annua activities reports.
Retention period: year, 4
years for fLtes of district ana flyer

command headquarters.

1746 MESSES AND CLUBS RECORDS

(1) GENERAL CORRESPONDENCE
FILES, INCLUDING REPORTS, RELATING
TO THE OPERATION AND ADMINISTRA-
TION OF ENLISTED AND COMMISSIONED
PERSONNEL MESSES, clubs, and hostess
houses, and to social activities of officers
messes closed. Include reports, minutes
of meetings, inspection reports, and other
similar records. (See also pars. 7010.)

Retention period: charters, by-laws or
constitutions, and other establishindocuments, policy directives, and sales
authorization documents (such as au-
thorizations to sell alcoholic bever-
ages)--until 3 years after superseded
or cancelled; other records--3 years,
except Marine Corps activities will
retain for 4 years and upon disband-
ment of fund or disestablishment will
forward records not yet audited to
Cornnndnt of the Marine Corps (DS).
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(-) ALL FINANCIAL RECORDS re-

lating to the financial handling and adminis-

tration of military messes and clubs. In-
clude, but are not limited to, package store

sales slips, financial ledgers, check books,

cash books, vendors’ invoices, vouchers,

financial statements, balance sheets, bank
statements, and related correspondence and

papers.
Retention period: 3 years, 4

years for Marin Corps actlvities and

upon disestablishment as follows: for-
ward reserve recreation fund records
to Director of appropriate Marine

Corps District, and other recreation
fund records to local area auditor;

forward other records not yet audited
to Commandant of the Marine Corps
(DS).

(3) PERSONNEL RECORDS OF CI-
VILIAN EMPLOYEES. Apply the prov.isions
of the 12000 series for similar personnel
records for Federal employees.

(4) TAX WITHHOLDING RECORDS.
See para. 7401.

(5) GUEST REGISTER CARDS (such
as NAVCOMPT-720).

Retention period: year.

1750 DEPENDENTS AID RECORDS

(l) Identification cards and passes,
and applications for cards or passes. Apply
para. 551Z.

1755 DEPENDENTS SCHOOL RECORDS

(I) DEPENDENTS SCHOOL ADMIN-
ISTRATIVE RECORDS: correspondence,
reports, and other records relating to the
internal administration and operation of de-

pendents schools, including material regard-
ing class or semester program plans;
Parent-Teacher Associations and similar

organizations; rosters of teachers employed,
by school year and grade level or high school
subject area of assignment; school trans-

portation matters; budgets and cost data;

supply administration matters; other related
or similar matters.

Retention period: historical data re-

flectin[ the establishment and dis-
establishment of school and significant
school policies--permanent (transfer
to Federal Records Center, III Win-

nebago Street, St. Louis, Mo. upon

disestablishment of school); all other
records--3 years.

(2) INDIVIDUAL STUDENT CUMU-
LATIVE RECORD (elementary and second-
ary): official record maintained for each
individual student enrolled. As a minimum

reflects full name of student; date and place
of birth; dates of entrance and withdrawal;

promotions, failures, credits, and grades
earned; standardized test scores (achieve-
ment, aptitude, etc.); summary of attendance

by year or semester; teacher’s comments.
Retention period: permanent. Trans-
fer to Federal Records Center, 111
Winnebago Street, St. Luis, Mo. 3
years after graduation, withdrawal, or

death of student, or upon disestablish-
ment of school. Mail transcript of
record to other schools upon request;
retain one copy of transcript with cu-

mulative record.

(3) TEACHER’S (INCLUDING HOME-
ROOM) CLASSBOOK OR REGISTER (ele-
mentary and secondary): teacher’s record
of enrollment and withdrawal, attendance and
tardiness, subjects studied or elementary
grades attended and scholastic marks or

averages reported periodically to parents,
credits earned and promotion or retention.

Retention period: permanent. Trans-
fer to Federal Records Center, Ill
Winnebago Street, St. Louis, Mo. when

3 years old or upon disestablishment
of school.

(4) STUDENT’S INDIVIDUAL PER-
SONNEL FOLDER: student health data, ab-

sence reports, correspondence with parents,
progress or anecdotal records of significant
nature, record of standardized test results
(achievement, aptitude, etc.).

Retention period: until 3 years after
graduation, transfer, or withdrawal of
student. Mail to receiving school upon
request.

1760 CIVIL READJUSTMENT AND VET-
ERANS AFFAIRS RECORDS

(1) FILES CONCERNING VETERANS
RIGHTS, BENEFITS, AND PROBLEMS
arising from readjustment to civilian life,

including information correspondence with
veterans, their beneficiaries, the Navy De-
partment, and veterans organizations and
associations.

Retention period: year.

Change
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1770 CASUALTIES AND SURVIVORS BENE-
FITS RECORDS

(I) CASUALTY AND DISASTER RE-
PORTS, LISTS, and related correspondence
and messages. Include reports submitted to
or received from Navy Department, but ex-
clude Navy Department copies.

Retention period: 2 years.

1800 RETIREMENT RECORDS GENERAL

(I) NAVAL HOME (operated for re-
tired personnel) records:

(a) General corres>ondence files
relating to the Governor’s dutles in operat-
in the Home, and to the lodging, health,
saxety, welfare and comfort of men legally
admitted to the Home as beneficiaries under
its regulations. Inctude correspondence
with the Navy Department, other government
agencies, and individuals.

Retention period: permanent. (Trans-
fer inactive file to Federal Records
Center, Philadelphia, Pa. when 5
years old.)

(b) Correspondence with or re-
lating to applicants rejected for admission
to the Home..

Retention period: 5 years.

(c) Admission books, muster
rolls of beneficiaries, and conduct record
books_ (listin infractions of rules by bene-
ficiaries and punishment awarded),

Retention period: permanent.

(d) Individual’personnel folders
for men in residence or awaiting admission.

Retention period: permanent. (Place
in inactive file upon death or detach-
ment of beneficiary; transfer inactive
file to Navv Branch, Federal Military
Personnel Records Center, 9700 Page
Boulevard, St. Louis, Mo. when I0
years old.)

(e) Mount Moriah Cemetery rec-
ord.__.s, including burial records and orders to
open graves."

Retention period: permanent.

(f) Plans Itracins and blue-
prints) of physical plants andqayout of the
Home and Mount Moriah Cemetery.

Retention period: permanent.

Disposal of Navy and Marine Corps Records

1850 DISABILITY RETIREMENT RECORDS

(I) DISABILITY COMPENSATION
AND ALLOWANCE AFFIDAVITS (such as
NAVPERS-1407). File in Service Record.

(2) PHYSICAL DISABILITY APPEAL
BOARD, Navy Department records. See
para. 1000(4).

1900 SEPARATION RECORDS GENERAL

(I) GENERAL CORRESPONDENCE
FILES relating to the processing of naval
personnel for separation and to the general
administration of separation functions.

Retention period: Z years.

(2) SEPARATION ORDERS (such as
Reports of Separation from he Armed
Forces of the United States, DD-214) for
officer and enlisted personnel.

(a) Activities copies.
Retention period: Navy activities--2
years; Marine Corps activities--I
year, or until terminal date of Re-
serve obligation under the Universal
Military Training and Service Act if
obligated for service.

(b) Bureau of Naval Personnel
and Headcuarters Marine Corps: one copy of
each Order to be filed in individualts Service
Record. (Navy copies are forwarded with
endorsements and other separating papers
or forms to the Bureau of Naval Personnel,
as provided in BUPERS Manual, Article
C-5407(4); Marine Corps copies are for-
warded as provided in IVLARCORPS Person-
nel Manual.

Retention period: permanent.

(c) Other copies.
Retention period: until purpose has
been served.

(3) PERIODIC REPORTS OF SEPA-
RATION made to the Navy Department, such
as copies of reports of recruits discharged
during recruit training and message reports
of early separations of enlisted personnel.

Retention period: year.

(4) WORK OR CHECK-OFF SHEETS,
CARDS, OR OTHER RECORDS USED LO-
CALLY FOR BILLETING, BUNKING, CER-
TIFICATION, OR PROCESSING PUR-
POSES.

Retention period: until separation of
individual

Change 1
27 August 1964 II- 1-24



CHAPTE| 2

COIIliUNICATIONS RECORDS
2000.2999

The records described in this chapter re-
Late to the management and operation of aLl
types of communication services and facil-
ities. They are created or accumulated by
departmental bureaus and offices and field
activities that exercise management control
or formulate and prescribe general commu-
nication policies and procedures and by
activities and offices applying these pro-
cedures and providing commun/cation
services.

Instructions in this chapter apply to all ac-
tivities, commands, stations, offices, or
units throughout the Department of the Navy
that maintain communication records.

2000 COMMUNICATION RECORDS
GENFRAL

(I) PRIMARY PROGRAM RECORDS.
General correspondence files of the Office
of the Chief of Naval Communications and of
the U.S. Naval Communication Station,
Washington, C}J ;,enham, Md. that portion
of the files, including pertinent studies and
reports, that document the plarming and de-
velopment of communication programs,
procedures, methods, and significant ac-

complishments. (Alply pars. 2000(2) to
remaining correspondence files.

Retention period: permanent.

{2) ACTIVITIES CORRESPONDENCE
FILES, including reports and other papers,
relating to the internal operation and ad-
ministration of communication offices or of
communication services (other than those
covered in pars. 2000(I above).

Retention period: 2 years.

(3) TECHNICAL COMMUNICATION
PUBLICATIONS and instructions.

Retention period: until superseded,
cancelled, or no longer needed for
reference, except that originsting
activities wi]--ain master set (!
copy of each publication they origi-
nate ).

2010 COMMUNICATION REPORTS AND
ANALYSIS RECORDS

(I) REPORTS AND ANALYSES OF
COMMUNICATION SERVICES and reLated
documentation not speciicI/y covered by

other authorizations in this chapter (.other
than summary reports and analyses main-

rained or prepared by the Office of the Chief
of Naval Communications and covered in
pars. 2000(I) above).

Retention period: 2 years.

2050 COMPETITION AND INSPECTION
RECORDS. See paras. 3590 and 5040.

2100 MESSAGE RECORDS GENERAL

* (1) COMMUNICATION CENTER AND
CRYPTOCENTER FILES: copies of all

messages received or sent (by whatever
means) and filed chronologically in date-
time group order. Include message centers

copies of unclassified messages and crypto-
centers plain-language edited versions of
classified messages. (Exclude date-time

group files of all incoming and outgoing
messages, including radiophotos, received
or sent by the Office of the Chief of Naval

Operations, Washington, D.C. These are

permanent records and are to be destroyed
only after microfilmed; master microfilm
negatives and master photoprint negatives
are to be retained.) See also pars. 2100(11)
for action copies of messages made a part
of general correspondence files and of other
appropriate file series:

(a) _Messages incident to distress
or disaster.

Retention period: 3 years.

(b) ,Messages incident to or in-

y01ved in any claim or complaint of which
the command has been notHied.

Retentioneriod: - years, or until
complaint or claim has been fully
satisfied, whichever is earlier.
{Statute of limitations for filing of
suits upon such claims elapses after
2 years.

(c) Messages of historical or

continuin interest.
Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when no longer
needed for local reference, excevt
activities at the Seat of Government
will transfer to Federal Records Cen-
ter, Alexandria. Vs.

II-2-I Change
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(d) All other messages.
Retention period: year, except 30
days for Intelligence Summaries
(INTSUMS).

(2) VISUAL AND RADIO STATION
FILES, including radiophoto files: circuit
copies of messages received, addressed to,
transmitted by, or relayed. (Exclude (a)
message files of fleet broadcasts held by
ships covered in para. 2100(3) below, and

(7) RADIOPHOTO NEGATIVES.
Retention period: permanent.

(8) TAPE RELAY STATION MONI-
TOR TAPES or page copies of outgoing
messages and service desk rerun records
(primary relay station log records of all
messages).

Retention period: 30 daTs.
(9) MONITOR TAPES or page copies

of incoming messages (rela7 stations): mes-(b) visual logs maintained by naval control
of shipping offices covered in pars. 2100(4)

sage tapes used for relay purposes.
below.) Retention period: 24 hours.

Retention period: 1 month,
3 months for commercial messages.

(3) MESSAGE FILES OF FLEET
BROADCASTS HELD BY SHIPS.

Retention period: 1 month, provided
files are no longer needed for local
reference.

naval
(4) VISUAL LOGS maintained by
control of shipping officers.
Retention period: convoy commodores
logs--permanent (transfer to nearest
Federal Records Center when 6 months
old.) Destroy all others in accordance
with ATP-2, Article 623.

(5) LOGS, RECORD SHEETS, OR
.EGISTERS of incoming and outgoing
nessages. Include radio circuit logs (in-
:luding broadcasts and intercept schedules)
d signal logs.

Retention eriod: those of historical
or continmng interest--perrnanent; all
others--6 month or until decommis--
sioning or disestablishment, exc
retain radio circuit logs relating to
distress or disaster for 3 years.

(6) FACSIMILE FILES:

(a) Messages.
Retention eriod: those of historical
or continmng interst:-permanent; al/
others--b months, exc retain me-

incident to distress or disaster
for 3 years.

(I0) MULTIPLE LOG FILE: relay
stations logs of incoming messages with
multiple addressees.

Retention period: 6 months.

(I I) OFFICIAL ACTION COPIES OF
MESSAGES RECEIVED OR SENT: filed in
the action office or in the oficial file station
serving the action office as part of the p-
propriate general correspondence (subject)
file, case file, or other records series to
which the message specifica]/y relates.
(These wilt be filed outside the communica-
tions office (When the official action
copies of messages are filed properly with
pertinent subject files, case files, claims,
or other appropriate records series, the
retention provisions of paras. Z100(I )(b)
and (c) normally wi]/be met.

Apply pertinent instructions govern-
ing the disposition of the appropriate
correspondence (subject) file, case
file, or other basic record to which
the message relates.

(12) REFERENCE FILES of extra
copies of incoming and outgoing messages.

Retention period: until purpose has
been served.

2160 COMMERCIAL MESSAGES. Apply
instructions in this chapter for the disposal
of similar categories of non-commercial
messages.

2200 COMMUNICATION SECURITY
RECORDS

(b) Meteorological maps and
summaries.

Retention period: opies maintained
by communication offices or unitsa.--48 hours; apply para. 3140 for
croon copies maintained by aerologi-

cal active-tie s.

2260 COURIER SERVICE RECORDS

(I) ARMED FORCES COURIER
SERVICE RECORDS: receipts, logs, and
other records of officer messenger mail
sent via the Armed Forces Courier Service.
Include chain receipts required to be

Change
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maintained for each letter or package from
the time it is delivered to another officer
messenger mail unit until it is finally de-
livered to the office of the addressee.

Retention period: year.

(2) OTHER COURIER SERVICE
RECORDS. Apply para. 2700.

2300 COMMUNICATION SERVICES,
METHODS, MATERIAL AND EOUIP-
MENT RECORDS GENERAL

(I) COMMUNICATION EQUIPMENT
RECORDS: records relating to modifica-
tion, testing or other similar actions per-
taining to individual items of communica-
tion equipment.

Retention period: until completion of
survey action when equipment is lost
or destroyed. (Records should ac-
company equipment when it is trans-
ferred.

(2) OPERATORS AND EQUIPMENT *
SERVICE LOGS and performance reports,
and related records.

Retention period: until completion of
survey action when equipment is lost
or destroyed. (Records should ac-
company equipment when it is trans-
ferred.

(3) COMMUNICATION SERVICE
CHARGES AND PAYMENT RECORDS: pay-
ing officer copies of records relating to the

payment of communication service charges,
including copies of invoices; to]/ statements;

service authorizations (such as DD-428);
copies of vouchers; account journals of sub-
scribers service charges; and other records
relating to the leasing and payment of tele-

phone, teletypewriter, or 6ther communica-
tion services. (See pars. 7270 for records

relating to collections for services used.
Retention period: , years after period
covered by the account, as provided
in pars. 72.50.

(4) COMMUNICATION CONTRACTS:
contracts or orders, letters of modifica-
tions to contracts with cornmerial compa-
nies, and related papers. See pars. 4280.

(5) TELECOMMUNICATION ENGI-
NEERING REPORTS: quarterly traffic re-

ports prepared by NTX activities.
Retention period: 2 years.

2302. RADIO AND RADIOTELEPHONE
RECORDS

SECNAVINST P52.12.. 5B
Part II. Chapter 2

(I) RADIO STATION MESSAGE
FILES. Apply pars. 2100.

(2.) MONTHLY RADIO MATERIAL
REPORTS: copies of reports submitted to
departmental bureaus and offices.

Retention period: year.

Z303 TELETYPE, TELETYPEWRITER
(TELEPRINTER) AND TAPE RELAY
RECORDS. See para. 2.100.

2.304 RADIOPHOTO, FACSIMILE
RECORDS. See para. ZI00.

2-305 TELEPHONE AND INTERPHONE
RECORDS

(I) TELEPHONE SERVICE REC-
ORDS: requests for telephone services;

telephone service cards, line cards, and
other similar records relating to servicing
and the operation of telephone services and
equipment. (_Exclude service requests filed
in payment folders covered in pars. 2300(3).)

Retention period: 1 year.

(2) TELEPHONE AUTHORIZATION
RECORDS: authorization slips or requests,
toll tickets, summaries of long-distance
telephone reports, and other similar rec-

ords used to show authorized use of tele-

phone service Or to audit telephone bills or

expense vouchers (such as DD-II31 and
NAVCOMPT-752 and 2054(3)(c)). (.Exclude
disbursing or contracting officer files cov-
ered in paras. Z3OO(3).and (4) above and col-
lection records covered in pars. 7Z70(I).)

Retention period: those used in check-
ing telephone company bills, toll
charges, or lists of authorized calls--
I year, provided record kas been
checked against telephone bill or ex-

pense voucher; all others--until they
have served their purpose.

(3) TELEPHONE AND TELETYPE
CONTRACTS. See pars. 4280.

(4) NOTICES TO RECEIVE TELE-
PHONE CALLS (such as NAVEXOS-35);
related card or other control record.

Retention period: until separation or
transfer of individual or until purpose
has been served.

2370 MERCHANT SHIP COMMUNICATION
RECORDS

(I) MERCAST SCHEDULES.
Retention period: 6 months.

(Z) OTHER MERCHANT SHIP COM-
MUNICATION RECORDS. Apply pertinent
subject-matter instructions contained
throughout this chapter.

Change I
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2400 FREQUENCY RECORDS GENERAL (I) GENERAL CORRESPONDENCE
FILES pertaining" to registered publications

(I) FREQUENCY ASSIGNMENT REC- transactions, administrative procedures,
ORDS: records documenting the assignment, defective publications, destruction of publi-
allocation and correlation of radio frequen- cations, clearances, discrepancies in in-
cies and call signals of the Department of
the Navy.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when no longer needed
ocany.

2500 NAVAL SECURITY GROUP ACTIVT-
TIES RECORDS

(I) CORRESPONDENCE, REPORTS,
AND RELATED DOCUMENTS CONCERN-
ING THE GROUP’S ORGANIZATIONAL
AND ADMINISTRATIVE HISTORY; policies
followed and the reasons for their adoption;
working methods, procedures, and tech-
niques; results obtained and conclusions
reached; specLfic transactions and opera-
tions that may become subject to legal or
legislative inquiry; and operations or trans-
actions that may be presumed to have a
continuing interest.

Retention ]eriod: permanent.

(Z) DOCUMENTS SUB3ECT TO RE-
VISION: documents or material, the con-
tents of which are subject to revision, ex-
pansion, or subsequent correlation, and
that may be destroyed when their purpose
has been fulfilled.

Retention period: until ,superseded
or obsolete.

(3) DOCUMENTS EMPLOYED AS
AIDS: documents or material, the contents
of which are employed as an aid to subse-
quent operations and that may be destroyed
when they have been consolidated or their
purpose has been fulfilled.

Retention period: until obsolete.

(4) DOCUMENTS CONDENSED:
documents or material, the contents of
which have been condensed by evaluation,
and consoLidation effected by discarding
the superiuous or extraneous data.

Retention period: until consolidation
or purpose has been fulfilled.

2600 PUBLICATIONS AND DEVICES
RECOkDS GENERAL

2601 REGISTERED PUBLICATIONS
RECORDS

ventories, audits, and related subjects.
Retention period: 4 years.

(Z) REPORTS RELATING TO REGIS-
TERED PUBLICATIONS, including:

Transfer Reports (such as RPS-I
(receipts and issues)
Destruction Reports (such as
RPS-Z)
inventory reports
Issuing Office’s Reports (such as
RPS-]S)
Flyleaf reports

Retention period: 4 years.

(3) LOGS OF TRANSACTION NUM-
BERS.

Retention period: 4 years.

(4) COPIES OF MESSAGES relating
to RPS-distributed publications or RPS
policy, maintained by Registered Publica-
tions Offices.

Retention perio.d: 18 months.

(5) LEDGER RECORDS (such as
RPS-50) for superseded publications.

Retention period: 2 years.

(6) LOCAL CUSTODY RECEIPTS
(including cards such as RPS’-IY) for pubLi-
cations transferred or destroyed.

Retention period: Z years.

(7) TRANSFER ORDERS (such as
RPS-15) and STOCK REQUESTS (such as
RPS-Z4); logs or other records of shipment
numbers.

Retention period: 1 year.

(8) REPLACED SECTION V PAGES
OF CUSTODIAN’S RECORDS OF RPS-
DISTRIBUTED PUBLICATIONS (such as
RPS-ZZ); Issuing Office’s Inventories of
Non-registered PubLications (such as RPS-
22); Quarterly Activity Reports (such as
OP.NAV Report 930-1 ).

Retention period: 1 year.

(9) RECEIPTS FOR OFFICER MES-
SENGER MAILand for courier service mail.

Retention period: 1 year.

(10) REGISTERED PUBLICATIONS.
Retention period: issuing office will
retain master copies; return all other
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copies to supply via the Registered
Publications System.

2602 NONREGISTERED PUBLICATIONS

(I) PUBLICATIONS NOT DIS-
TRIBUTED VIA THE REGISTERED PUB-
LICATIONS SYSTEM (including training
and recognition material, manuals, and
pamphlets concerning naval equipment).

Retention period: current and usable

p.ublications--until no longer needed,
except if in the opinion of the com-
-----nng officer the quantity or value
justify return to stock for reissue and
use, forward to nearest Publications
and Printing Service Office. If pub-
lications become obsolete or unusable,
destroy immediately. (Destroy clas-
sified publications by burning.

(2) RECEIPTS, LOGS, AND CERTI-
FICATES OR REPORTS OF DESTRUCTION
of accountable (but nonregistered) publica-
tions: any publication for which receipt or
location is registered for security purposes.

Retention period: 2 years.

2700 MAIL AND POSTAL AFFAIRS
RECORDS GENERAL

(I) GENERAL CORRESPONDENCE
FILES, REPORTS AND OTHER RELATED

(3) RECEIPTS OR OTHER RECORDS
OF MAIL OR PACKAGES sent through the
Official Mail and Messenger Service or by
guard mail. (Exclude classified mail de-
livery records covered by para. 2700 (6)
below.

Retention period: 6 months.

(4) MAIL AND CORRESPONDENCE
(including messages) LOGS or other records
of incoming and outgoing mail (other than
registered and classified mail).

Retention period: I year, except
handle such records used to facilitate
the finding of material in correspond-
ence files in the same manner as the
correspondence files.

(5) CLASSIFIED AND REGISTERED
MAIL LOGS, INDEXES, and other records
of incoming and outgoing registered and
classified mail (correspondence, messages,
packages, etc. ), including microfilm,
photostats, or extra copies of correspond-
ence.

Retention period: 2 years, except
handle such records used to facilitate
the finding of material in correspond-
ence files in the same manner as the
correspondence files.

(6) RECEIPTS FOR CLASSIFIED
MAIL, including messages, etc. (other than

DOCUMENTS PERTAINING TO THE OP- receipts for outstanding material where re-
ports of destruction or other accounting areERATION AND ADMINISTRATION OF MAIL required and other than receipts for regis-AND POSTAL AFFAIRS. Include records

of all naval offices or units responsible for
mail and postal services. Do not include
records held by naval units of t-- U. S.
Postal Service:

(a) Postal A/fairs Branch in he
Office of the Chief of Naval Cerations.

Retention period: permanent.

(b) Other mail and postal affair,s
offices.

Retention period: P- years, except
fleet post offices may destroy imme-
diately upon disestablishment.

(2) MESSENGER SERVICE REC-
ORDS relating to internal messenger serv-
ice, such as daily logs, assignment rec-
ords, route schedttles, delivery receipts,
and other similar or related records.

Retention period: 6 months or until
superseded or cancelled, as appro-
priate.

tered publications ).
Retention period: 2 years.

(7) CERTIFICATES OR LETTER RE-
PORTS OF DESTRUCTION of nonregistered
classified material.

Retention period: 2 years.

(8) RECORDS OF REGISTERED
PUBLICATIONS. See para. 2601.

(9) RECORDS OF REMITTANCES
(checks, cash, and money orders) and other
enclosures received through the mail room
in incoming mail.

Retention period: I year.

(10) PRODUCTION REPORTS OF
MAIL HANDLED and work performed, with
compilations derived therefrom. Include
statistic&1 reports of outgoing mail (air
mail, special delivery, registered, foreign,
and over 4 pounds).

Retention period: I year.
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(11) POSTAL RECORDS consisting of
Post Office forms and supporting or simi-
lar records, except see para. 2740 for
copies held by naval units of the U.S. Postal
Service: records of received or dispatched
registered mail pouches; applications for
postal registrations and certificates of’ de-
clared value of matter subject tO postal
surcharge; receipts and other records of
incoming and outgoing registered, certi-
fied, and insured mail; return receipts for
registered, insured and special delivery
mail; reports of the loss, rifling, lelay,
wong delivery or other improper treat-
ment of mail matter; and statements of
readings of metered registers.

Retention period: year.

(12) REQUISITIONS FOR STAMPS
(other than copies used as supporting docu-
ments to payment vouchers).

Retention period: 6 months.

(13) OFFICIAL PENALTY MAIL RE-
PORTS prepared by the Navy Department
(departmental level only) for submission to
the Post Office Department.

Retention period: 2 years.

(14) NOTICES TO RECEIVE MAIL
(such as NAVEXOS-35) and related card or
other control records.

Disposal of Navy and Marine Corps Records

Retention period: until separation or
transfer of individual or until purpose
has been served.

(15) APPOINTMENT RECORDS for
unit mail clerks or mail orderlies:

(a) Logs or other local records
of appointments issued.

Retention period: 2 years.

(b) Appointment Forms (such as
DD-285).

Retention )eriod: until appointment is
withdrawn.

2740 POSTAL OPERATIONS RECORDS

(I) MONEY ORDER RECORDS: Daily
Military Post Office (MPO) Reports of
Money Order Business (such as MPO-6019).

Retention period: 3 years.

(2) POST OFFICE DEPARTMENT
RECORDS accumulated by naval units of
the U.S. Postal Service. Apply Post Office
Department instructions contained in OP-
NAV Instruction PZY00.14, Subj: U.S.
Navy Postal Instructions.



CHAPTER

OPERATIONS AND READINESS RECORDS
3000-.3999

The records described in this chapter relate
to all phases of naval operations--sea, land,
or air--including those pertaining to prepa-
ration, training and readiness, the conduct
of warfare and readiness operations, op-
erations analyses, port operations, weather
services, flight and space operations,
naval intelligence, and research and de-
velopment. The records are accumulated
by activities ashore and afloat applying pro-
cedures and policies established by higher
organizational elements, by command ac-

tivities exercising management and opera-
tional control, and by departmental {head-
quarters) offices responsible for managing,
planning, developing, and prescribing op-
erational policies and procedures for joint
operations, mobilization, and fleet opera-
lions.

3000 OPERATIONS AND READINESS
RECORDS GENERAL

(1) PRIMARY PROGRAM RECORDS:
general correspondence files and other rec-
ords that reflect the establishment of poli-
cies, plans, programs, and procedures,
and the procedural development, execution,
and accomplishment of naval operations and
programs relating to the assigned respon-
sibilities of the organization. These con-

sist of correspondence, reports, plans,
studies, administrative histories, and other
records documenting primary missions and
essential transactions, regardless of
whether they are maintained in a central
file or in an officially authorized decentral-
ized division or office file. They include:

(a) Records of the Office of the
Chief of Naval Operations and Headquarters
Marine Corps.

Retention period: permanent. {Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old or when
file becomes inactive.

(b) Records of Operatin[ Force
{Fleet) Commands, including Fleet Marine
Force Commands.

Retention period: permanent, as pro-
vided inpara. 3100(I).

(c) Records of Naval District and

River Command Headquarters.

Retention period’, permanent, as pro-
vided in para. 3000(3).

(d) Records of Naval Base Head-
quarters (other than air and amphibious
bases).

Retention period: permanent, as pro-
vided in para. 3000(2)(c).

(e) Operational records of other
naval activities pertaining to combats or
alerts.

Retention period: permanent as pro-
vided in paras. 3900(4) and 3100(2 )(b).

SHORE-BASED COMMANDS RECORDS
(See para. 3100 for fleet commands.)

(2) NAVAL BASE HEADQUARTERS
general correspondence (primary program)
files: correspondence, reports, and other
records of the commander that document
the organization of the Headquarters and
the development and execution of its pri-
mary mission or functions, together with
official documentation of its policies, prob-
lems, decisions, procedures, and essential
transactions. (Exclude records relating to
the internal operation and administration of
the command; these are covered in para.
3000{5) below. ):

(a) Air Base Headquarters.
(See para. 3700 for flight operation rec-

ords.
Retention period: 6 years.

(b) Amphibious Base Head-
quarters. (See also para. 3340.)

Retention period: 5 years.

(c) Other Base Headquarters.
Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old.

(3) NAVAL DISTRICT AND RIVER
COMMAND HEADQUARTERS:

(a) Commandant’s [eneral cor-

respondence (subject) fries: correspondence
reports, s--d-d--s,at-l records that
reflect the development and execution of the
command’s plans, policies, primary func-
tions, programs, procedures, essentiai

June 19i II-3-1
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transactions, and its organizational history.
Include files of the chief of staff and as-
sistant chiefs of staff relating to their func-
tions as aides to the commandant and to the
general supervision of the administrative
and operational functions of the command
and the execution of instructions issued by
the commandant. Include organization
charts originated within the command and
program files of the Operations and Plan-
ning Division and the Civil Engineer that
are not duplicated in the commandant’s
permanent giles. (Exclude files relating to
specific ships or classes of shaps; these are
covered in para. 4700(8).

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old.

(b) Divisions eneral corre-

spondence files’." files of departments, di-
visions, and other offices, when program
material is duplicated or essentially sum-
rnarized in the commandant’s permanent
files. (.Exclude records relating to the in-
ternal operation and administration of the
command covered in para. 3000(6) below.

Retention period: 4 years, exce 3
years for files of the Inspect- Gen-
eral, and f the Military Personnel,
Aerolo/, and Ordnance Offices, and
2 years for files of the Material or
Supply Office.

(4) NAVY STATIONS AND FACILI-
TIES FILES:

(a) General correspondence
(subject} files of commanding officers of
naval stations and facilities:

I. That portion of the files
that documents the overall development and
accomplishment of the activity s primary
mission, its organization, general proce-
dures, essential transactions, and im-
portant local policies and decisions. (See
also paras. 3900, 5215(I), 5700(I)(c), and
5750(3) to (5).)

Retention period: naval air stations
(including auxiliary air stations and
air facilities within continental
United States--6 years; other naval
stations and facilities--permanent
(transfer to nearest Federal Records
Center when.4 years old.

internal operation and administration of the
station or facility. Apply para. 3000(6) below

(b) Station ournals (as pre-
scribed by Navy Regulations, Article 0792).

Retention period: permanent. (See
para. 5750.

(5) MARINE CORPS FIELD ACTIVI-
TIES FILES: that portion of the files that
document the overall development and exe-
cution of plans, policies, programs, proce-
dures, important decisions or transactions,
and major problems or events. Consist of
correspondence, reports, staff studies, min-
utes of staff conferences, standing operating
procedures issued at all echelons; station
journals; publicity material of significance;
documents reflecting the activity’s organi-
zational and functional history, station
journals, and other historical records;
records documenting research and develop-
ment projects; records pertaining to doc-
..fine, equipment, machines and materials;
and training program materials. (See
paras. 1500(1)(c), 3900, 5215(I), 5400(1),
STOO(l), 575o() to (s).)

Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when year old, ex-

Headquarters FMF, Atlantic a"-
CORPS Schools, uantico, Va.

will transfer to Federal Records Cen-
ter, Alexandria, Va.)

(6) NAVY AND MARINE CORPS AC-
TIVITIES INTERNAL ADMINISTRATIVE
FILES (other than records covered,in paras.
3000(I) through (5) above and records of
fleet activities covered in para. 3100(Z)):
general correspondence files of activities
and offices relating to the routine internal
operation and administration of the activity
or office.

Retention period: naval activities--Z
years; Marine Corps actlvities--3
years, I year for copies of
standard reports of operations and
activities submitted to the Comman-
dant of the Marine Corps that are no
longer essential for the performance
of the activity’s mission, and I year
or upon disestablishment for Fleet
Marine Force activities located out-
side the continental limits of the
United States.

2. Remainin portion of ac- 3010 OPERATING PLANS
tivity’s general correspondence files, in-

(I) OPERATIIG PLANS (includingcluding reports and papers pertaining to the
combined, joint, Navy and Marine Corps)
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and mobilization, support, and civil de-
fense emergency plans; related corre-
spondence and other supporting documents:

(a) Official departmental origi-
nal or other master copies maintained by
the Office of the Chief of Naval Operations
and departmental implementation plans of

Headquarters Marine Corps and bureaus

and offices; related background papers,
supporting documentation, and corre-

spondence.
Retention period: permanent. (Trans-
fer periodically superseded or can-
celled plans with general (subject)
correspondence files to the Federal
Records Center, Akexandria, Vs.

(b) Copies of proposed and ap-
proved plans and orders received from or
forwarded to the Chief of Naval Operations,
the Commandant of the Marine Corps, or

other higher authority; related correspond-
ence and supporting documents.

Retention period: until superseded or
cancelled, or dispose of in accord-
ance with instructions of the origi-
nator, as appropriate, except that if
plans are put into effect records per-
tinent to the implementation of oper-
ating plans and orders will be per-
manent records and will be trans-
ferred to the Federal Records Center,
Mechanicsburg, Pa.

(c) Copies that specifically doc-
ument operating plans of departmental bu-

reaus and offices, of the Commandant of
the Marine Corps, and of field (includin$
fleet command) activities, and that support
and/or are filed with official primary pro-
gram (general correspondence or other)
files designated in this manual for per-
manent retention.

Retention period: permanent. (Trans-
fer with activity’s retained files to
appropriate Federal Records Center.)

(d) Other copies of plans.
Retention period: until no longer
needed, or destroy in accordance with
instructions of the originator, as

appropriate.

3020 JOINT PLANS

(1) JOINT PLANS. See par. 3010.

(2) MIDDLE ATLANTIC, WESTERN,
AND HAWAIIAN AREA JOINT COMMITTEES
RECORDS:
21 June 1961
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(a) Joint Committee Project
Files: precepts, minutes of meetings, re-

ports of studies, recommendations, joint
agreements in force; related correspond-
ence and other papers.

Retention period: permanent. (Trans-
fer o Federal Records Center, Alex-
andria, Va. 6 years after implemen-
tation of the project.

(b) Correspondence and related
papers pertaining to the local administra-

tion and operation of the committee.

Retention period: 3 years.

3030 NAVY PLANS

(I) NAVY PLANS. See pars. 3010.

3040 CASUALTY RECORDS

(I) SURVIVOR REPORTS:

(a) Official files of reports
maintained by departmental offices: fice
of the Chief of Naval operations, Head-
quarters Marine Corps, Office of Naval
Intelligence, and others.

Retention period: permanent.

(b) Copies of reports maintained
by field activities and offices.

Retention period: 1 year, provided
copies have been filed in individual’s
official service jacket (when related
to individual) or forwarded to higher
authority.

3050 CIVIL DEFENSE RECORDS

These records related to the development
and implementation of civil defense emer-
gency plans for protection of life and prop-
erty during emergency conditions.

(1) EMERGENCY PLANNING REC-
ORDS of the Office of the Chief of Naval
operations, the Office of Industrial Rela-
tions, the Office of the Assistant Secretary
of the Navy for Personnel and Reserve
Forces, and other departmental offices or
bureaus, documenting their assigned pro-
gram responsibilities for emergency (civil
defense plans and programs; consolidated
or summary reports of tests conducted
under emergency civil defense plans.

Retention period: permanent. (Trans-
fer to records center storage when
file becomes inactive.
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(2) EMERGENCY (CIVIL DEFENSE)
PLANS AND DIRECTIVES and related back-
ground papers

(a) Official master file main-
tained by offices responsible for the prepa-
ration and issuance of emergency plans and
directives, including Continuity of Opera-
tions Plans.

Retention period: permanent.

(b) Copies of plans and directives.
Retention’period: until superseded or
obsolete.

(3) RECORDS, INCLUDING RE-
PORTS, RELATING TO CIVIL DEFENSE
TESTS OR DRILL.S conducted under emer-
gency plans.

Retention period: 3 years, except
that consolidated or summary reports
reflecting documentation of Navy’s
participation are permanent records.

3060 MOBILIZATION RECORDS

(I) MOBILIZATION PLANS. See
para. 3010.

3100 OPERATIONS RECORDS GENERAL

OPERATING FORCE RECORDS

The instructions in this paragraph (3100)
apply to records created or accumulated by
all activities of the Operating Forces. They
apply to records of shore-based Navy and
Marine Corps activities as we].1 as afloat
activities hen the activity is an integral
part of the Operating Forces, including both
fleet commanders and fleet command activ-
ities. (They do no__.t apply to records of in-
dividual vessels; vessels will dispose of
their records in accordance with instructions
contained in Part Ill of this manual. Nor do
the.y apply to primary mission records re-
lating to the direction of the Operating
Forces maintained by the Office of the Chief
of Naval Operations and Headquarters Ma-
rine Corps. These are permanent records
as provided in paragraph 3000(1).

The term "fleet command" or "flag com-
mand as used here refers to an officer
or his staff who directs the movements of
two or more vessels, aviation squadrons,
companies, or other units, or who directs
an administrative or special Navy or Ma-
rine Corps command whose functions are a
part of fleet operations. It is not to be

Change
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construed as applying only to commanding
officers of flag rank.

Lnstructions in paragraph 3100(1 )below ap-
ply to the described records regardless of
whether they are filed in the office of the
flag secretary or in decentralized depart-
ment or division files. But they do not ap-
ply to command records, described in
paragraph 3100(2)below, nor to duplicate
or "extra copy" files.

Fleet commanders records eligible for de-
struction when 2 years old or less should
be destroyed locally. Those eligible for
later destruction should be transferred to
the Federal Records Center, Mechanics-
burg, Pa. with the commandWs permanent
correspondence files. But they should be
clearly marked as temporary records and
destruction dates indicated so that the Cen-
ter can readily dispose of them in accord-
ance with applicable disposal provisions as
they become eligible.

* NAVY AND MARINE CORPS COMMANDS

(I) FLEET COMMAND (FLAG)
FILES:

(a) Fleet commanders primary
program records. These are accumulated
by commanders of eet, force, type admin-
istration, and special commands, and by
commanders of sea frontiers and flotillas,
and of two or more air wings, groups, reg-
iments, squadrons, or battalions. The rec-
ords relate to the command’s primary mis-
sion, to its fleet operational (Operating
Force) functions, and to the command or-
ganization. They consist of correspond-
ence, messages and message summaries,
reports, instructions, movement orders,
maps, studies, photographs, charts, over-
lays, plans, sketches, memoranda, min-
utes of staff conferences, staff studies,
project plans and specifications (including
research, test, and development projects),
war diaries or unit journals, action reports,
patrol and reconnaissance reports; and
other similar records that document the
planning, development, execution, and his-
tory of the command mission and its spe-
cific operations. These operations include
combat, training, readiness, and intelli-
gence operations, and the organization,
movement, and deployment of fleet units,
and other correlated operations. The rec-
ords are filed by subject in accordance with
the Navy-Marine Corps Standard Subject
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Classification System. They include, but
are not limited to, material filed under the
following subject categories:

I. The Operations and Readi-
ness (3000) series. This series includes
records relating to operational and mobili-
zation plans and orders; to all fleet
operations--sea, air, marine, space; to
warfare techniques and operational training
and readiness; intelligence rnatters in-

cluding patrol and reconnaissance, and re-
search and development (both doctrine and
materials) matters. They consist of such
records as operational plans, orders, and
procedures; action reports; patrol and field
reports or journals; mission reports; as-

signment, task, and deployment records;
notes, memoranda, messages, message
journals, and other records that pertain to
actual combat or to alert or potential
combat-type situations.

2. The Military Personnel
(I000) series: records relating to decora-
tions, citations, medals, and awards when
made by the command as a result pf dele-

gated authority.

3. The Logistical (4000)
series. Those records that document gen-
eral logistical studies or actions that di-

rectly affect command policy or the per-
formance of the commandos mission or task.

4. The General Administra-
tion and Management (5000) series: that
portion of the series that pertains to the
overall administration and management of
the command, to command or staff studies,
including manpower deployment or other
manpower studies, and to the development
and accomplishment of significant manage-
ment plans and projects.

5. Instructions and Orders
(para. 5215): one copy of all instructions,
orders, or manuals issued or inplemented
within the organization.

6. Publicity material impor-
tant in documenting significant events or
ceremonies or that are useful in document-
ing the organization’s accomplishments or
history.

7. The Organization, Func-
tion and Status series (5400 group of the
5000 series). Included in this group are
records relating to the establishment of the
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command; its functions, organization, and
status; and to changes in its mission, or-

ganization, and status.

8. The Historical Matters
subject category (para. 5750). This subject
category includes operational or command
summaries, histories, journals, diaries or
reports, as we].1 as any other record that
documents a historically significant event,
problem, or accomplishment.

9. Other series: any other
records designated in the specific functional
subject series category for permanent re-
tention by Fleet Command activities.

Retention period: permanent. Trans-
fer in annual blocks to the Federal
Records Center, Mechanicsburg, Pa.,
as follows:

Construction Forces--transfer rec-
ords of permanent construction forces
when 2 years old; transfer records of
mobile construction forc activities
when 1 year old or 3 months after de-
ployment.

Commanders of sea frontiers, of
administrative commands, and of
flotillas, air wings, divisions, groups,
regiments, squadrons, battalions, and
other units--transfer when 2 years old.

Commanders -in-Chief of fleets,
and commanders of force, type, and
special commands--transfer when 3
years old.

These permanent fleet command rec-
ords may be transferred to the Fed-
eral Records Center at Bell, Califor-
nia (pending subsequent transfer to the
Federal Records Center, Mechanics-
burg, Pa.) if frequent reference to the
records is anticipated and transfer to

Mechanicsburg would impede current
operations, in these instances, a copy
of the documents covering the ship-
ments should be sent to the Federal
Records Center, Mechanicsburg.

(b) Fleet commanders files other
than those covered in subparagraph 3100(a)

Change
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above: general correspondence files and
other records of fleet commands, including
internal department files, relating to house-
keeping functions and to other similar func-
tions that are common to all or several ac-
tivities and do not specifically relate to the
command’s primary mission and tasks.
These records should be filed under the ap-
propriate functional subject category of the
Navy-Marine Corps Standard Subject
Classification System indicated and dis-
posed of in accordance with the authorities
contained in the pertinent subject-matter
sections of this manual. Preferably, these
records should be filed apart from the
command’s operation records. They include:

I. Administrative and man-
agement records not included in para. 3100
(l}(a) above. File under the 5000 series
and dispose of under chapter 5 of this In-
struction.

2. Civilian personnel rec-
ords. File under the 12000 series and dis-
pose of under chapter I; of this Instruction.

3. Communication records.
File under the 2000 series and dispose of
under chapter 2 of this Instruction.

4. Disbursing records. File
under the 7000 series and dispose of under
chapter 7 of this Instruction.

I. Registered publications
records. File under the 2601 series and
dispose of under chapter 2 of this Instruc-
tion.

12. Security records. File
under the 5500 series and dispose of under
chapter 5 of this Instruction.

13. Facilities and utilities rec-
ords. File under the II000 series and dis-
pose of under chapter 11 of this Instruction.

(2) MARINE CORPS ACTIVITIES AND
INDIVIDUAL OPERATING FORCE ACTIVI-
TIES RECORDS, including Fleet Marine
Force activities (other than "fleet command"
activities covered in para. 3100(1)(a) above}:

(a) General correspondence files
of individual fleet command (Operating.
Force activities. These consist of corre-
spondence, reports, and other records re-
lating to the routine internal operation and
administration of the individual fleet activity.

Retention period: 2 years, exc__pl
year or until disestablishment for
Construction Force companies and
detachments and all mobile construc-
tion force units, and for all Fleet
Marine Force activities. (See also
para. 3100(4) below for other spe-
chic records of Construction Force
activities.

5. Fiscal records. File un-
der the 7000 series and dispose of under
chapter 7 of this Instruction.

6. Legal records. File under
the 5800 series and dispose of under chapter
5 of this Instruction.

7. Logistic (supply) records.
File under the 4000 series and dispose of
under chapter 4 of this Instruction.

8. Material (equipment} rec-
ords. File under the 8000, 9000, I0000 or
13000 series, as appropriate, and dispose
of under chapters 8, 9, I0, or 13ofthisIn-
struction.

9. Medicine and dentistry
records. File under the 6000 series and
dispose of under chapter 6 of this Instruc-
tion.

I0. Military personnel rec-
ords. File under the I000 series and dis-
pose of under chapter I of this Instruction.

(b) Any operational records doc-
umenting or pertainin to actual combat or
combat-type situations, or to alerts or po-
’ential combat-type situations that are not
completely duplicated in fleet commaned-s
files (see para. 3100(I} above. Include
such records as preliminar7 action reports
nd action reports; mission or reconnaisance
reports field reports; operational message
journals; operational studies or summaries,
together with supporting personnel or logis-
tical studies or summaries; staff conference
minutes or other records; plans and changes
or annexes thereto; notes, pertinent charts,
sketches, maps, overlays; instructions or
orders implemented within the activity;
other operational records directly docu-
menting the situation and not fully dupli-
cated at the fleet command level.

Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when 1 year old or
upon disestablishment.
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(c) Records of Marine Corps Ac-
tivities: operational records and records
pertaining to activities, alerts, and deploy-
ments in actual or potential combat-type
situations of Fleet Marine Force activities

through regimental (group) size, including
separate battalions (squadron) and compt-
nies; and battalions (squadrons) or compa-
nies on detached service. Include plans;
orders with annexes operational directives;

field messages; message center journals
and dispatch summaries; preliminary re-

ports of actions, such as aircrat mission

reports, reconnaissance and patrol reports,
unit reports, and related papers; communi-
cation reports, field reports by individuals;
unit journals and related journal files; pe-
riodic intelligence, personnel, operational
and logistic reports, summaries, and stud-
ies; memorandum and conference notes; and
maps, overlays, charts, and sketches.

Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when year old or
upon disestablishment, whichever is
earlier, except FMFI.,ANT and Marine
Corps Schools, C}uantico, Va. will
transfer to Federal Records Center,
Alexandria, Va.}
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(d) Other records of all individ-
ual Operatin Force activities. Apply in-

structions for simL1ar records contained in

other chapters of this manual, and as indi-

cated for fleet commanders records in pars.
3100(I }{b) above.

{3} RESERVE FLEET HEADQUART-

ERS RECORDS: records of reserve fleet

components, including reserve fleet head-

quarters and reserve fleet group and sub-
group headquarters. {Do not include rec-

ords accumulated aboard individualvessels,

regardless of Whether the records are left
aboard ship when placed in reserve or are
moved to the group or subgroup head-
quarters to be maintained on a current
basis. See Part HI of this manual for in-
structions for handling records of indi-
vidual vessets being inactivated or de-
commissioned}:

{a} General correspondence files
of reserve fleet and group {including sub-
group} headquarters. Apply paras. 3100(I}
and {-} above.

(b) Inactivation {ship records of
reserve fleet headquarters: card or other
records reflecting the status of ships under
the headquarters’ cognizance.

Retention period: until reactivation of
ship concerned or until ship leaves
jurisdiction of the cognizant reserve
fleet.

(c} Materit readiness records
relating to indiv/dual ships in reserve:

I. Reserve fleet headcjuarters
ships material readiness records: corre-
spondence, reports, inspection records,
and other readiness data. {Filed in folders
by individual vessel}.

Retention period: 2 years fter acti-
vation of ship concerned, then trans-
fer to nearest Federal Records Cen-
ter; destroy 3 years inter.

Z. Reserve fleet roup and
subgroup headquarters ships materia/

readiness records: folders filed by indi-
vidual vessel consisting 0f work or job
orders, inspection reports, nmintenance
logs, stowage plans, blueprints, shipalte
and ordalte, equipment installation rec-
ords, inactivation and activation statue re-
porte, and other similar records relating
to the inactivation, statue, maintenance,
and material readiness of individual
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vessels. Also included are electronic and
ordnance material readiness records, and
machinery indexes or machinery index work
sheets.

Retention period: when ship is
activated--transler to ship concerned;
when ship is sold or transferred and
stricken from the naval list--transfer
pertinent plans and equipment and
maintenance records to new owner and
destroy remaining records; when ship
is scrapped, or sold as scrap and
stricken from the naval list--destroy
immediately.

(d) Dehumidification records of
reserve fleet group and subgroup head-
quarters:

I. Dehumidification instru-
ment readings, including zone and package
readirs, hygrometer checks, and periodic
readings and reports on dehumidific&tton.

Retention period: if summarized to
show elapsed time to reach 30 hu-
midity, average hours per day D/H
rn&chines operate to maintain
relative humidity, and prolonged or
marked deviation from required
average humidIW--Z years; if not
summarized, retain until after next
periodic Board of Inspection and
Survey inspection or until reactiva-
tion of ship cohcerned, whichever is
earlier.

2. Completed dehumidifica-
tion job orders.

Retention period: 6 months alter
posted to the relevant history card of
dehumidification machinery nd
equipment.

3. Dehumidification plans.
Retention period: until superseded or
until no longer applicable to installa-
tion, whichever is inter.

4. Histor cards for dehu-
midification machinery and equipment.

Retention period: until machinery is
surveyed; transfer with machinery or
equipment concerned if t is returned
to stock or transferred.

(4) CONSTRUCTION FORCE ACTIV-
ITIES RECORDS:

(a) General correspondence files
of Comrnanders-]sf Staff

Chane 1
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(XOs): records relating to policy, direc-
of---,and employment of naval construction
forces and to the planning, development,
and execution of plans and projects, to-
gether with related technica/ specifications
and plans. Include correspondence and re-
lated records of the engineering branch of
brigades and regiments that pertain to en-
gineering and mobLtization plans and speci-
fications when these are not essentially du-
plicated in the Commanders fi/es.

Retention period: permanent, as pro-
vided in para. 3100(I)(a) above.

(b) General administrative cor-
respondence files of construction force ac-
tivities: records relating to the routine
internal operation and administration of the
activity, and copies of reports submitted to
higher authority and not specifically covered
elsewhere in this paragraph.

Retention period: 2 years, except
that companies, detachments,’--" all
mobile units will retain for year.
(See para. 3100(2) above.

(c) Battalion los (O. D.
Retention period: permanent. (Trar,s-
fer to nearest Federal Records Cen-
ter year after log is filled.

(d) Operations records:

ords.
3. A//other operations rec-

Retention period: 3 years, except re-
tain current plans or specifications
and those having continuing value.

(e) Engineering records:

I. Enj|ineering project fLles
documenting specific projects and areas.

Retention period: indefinite. (Trans-
fer to Federal Records Center, Me-
chanicsburg Pa., upon completion
of deployment, e.xc that records
needed for operating purposes may
be transferred to the user public
works department.

2. Engineering records of
continuing plants.

Retention period: permanent. (Trans-
fer to next user of the plant.

3. Engineerin[| (technical
section) records documenting plans and
specifications for the employment of naval
construction forces.

Retention period: 3 years, ecept
transfer records of permanent units
to Federal Records Center,
chanicsburg, 1a., when 3 years old
in accordance with para. 3100(1).

I. Operations records of
brigades and regiments relating to the de-
velopment and execution of plans and proj-
ects and to the prospective employment,
movement, and readiness of construction
forces.

Retention period: permanent, when
not essential/y duplicated or sum-
marized in the COs or XO’s files.
(Transfer to Federal Records Center,
MechanJcsburg, ]a. with the com-
mander’s permanent correspondence
files in accordance with para. 3100
(])(a).

(f) Logistical records:

I. Records of brigades and
regiments (logistic divisions) documenting
plans and procedures for material support
within advanced base functional components.
(Exclude permanent records of construction
force commanders covered in para. 3100
(4)(a) above.

Retention period: 4 years.

2. All others. Apply subject-
matter instructions contained in the 4000
series

-. Records documenting the
acutal employment, movement, readiness,
and field operations of construction forces.

Retention period: permanent, when
not essentially duplicated or sum-
marized in the CO’s or XO’s files.
(Transfer to Federal Records Center,
Mechanicsburg, Pa. when I year old
or 3 months after deployment, in ac-
cordance with para. 3100(I )(a).
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(g) Construction maintenance
records:

I. Records relating to con-
struction schedules, project requirements
for material and equipment, technical
services, technical field assistance to
naval construction forces and plans for
projects assigned them (brigades and
regiments on/y); also correspondence re-
lating to employment schedules of naval
construction forces (brigades only).

Retention period: 2 years.
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2. Work projress and other

r_vorts relating to the operation and per-
formance of plant, power, equipment, and
installations.

Retention period: When summary re-

ports are made--I year, except that
battalions may destroy their copies
when 6 months old. When summary
reports are not made--permanent
units wi1 retain until 2 years after

plant is closed; mobLte units will re-

tain untll completion of project, un-

til plant is closed, or until 3 months
after deployment, as appropriate.

3. Records relating to main-

tenance work: shop schedules, progress
reports, status reports, and related data.

Retention period: When summary re-
ports are made--0 months. When
summary reports are not made--
permanent units wilt retain 1 year;
mobile units wi/1 retain until 3
months after deployment.

4. Loss of operations, equip-
ment, and installations.

Retention period: When summary
reports are made--I year. When

summary reports are not made--
permanent units wilt retain until 2
years after plant is closed; mob
units will retain until project is com-
pleted or plant is closed.

5. Work orders, work re-
and related papers. (See para.

r job purchase orders).
Retention period: permanent units--
untLt 1 year after completion of proj-
ect; mobile units--until deployment.

6. Other construction, main-

tenance, and facilities records not specifi-
cally covered in this paragraph. See para.
4700 and chapter 1 I.

3110 ASSIGNMENT OF AIRCRAFT AND
VESSELS RECORDS

(I) GENERAL CORRESPONDENCE
FILES, REPORTS, AND OTHER RECORDS
of activities concerned with the operation of
naval craft, relating to the assignment,
movement, and status of aircraft, vessels,
and other craft and to the operation and ad-
ministration of traffic. (Exclude fleet (flag)
commanders’ records covered in para.
31oo(1).
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Retention period: 2 years, 4
years for naval districts and river

commnd headquarters files.

3111 HOME PORTS AND YARDS RECORDS

(I) HOME YARD COPIES OF ALLOW-
ANCE LISTS FOR SHIPS and related ships
machinery indexes. See para. 4423.

3120 OPERATING PROCEDURES TASKS
AND EMPLOYMENT RECORDS

(I) CORRESPONDENCE, REPORTS,
AND OTHER PAPERS OF INDIVIDUAL
FIELD ACTIVITIES THAT DOCUMENT IN-
TERNAL OPERATING PROCEDURES or
tasks and the employment or deployment of
personnel and materials:

(a) Records’of fleet (g) com-
manders.

Retention period: permanent. See
paras. 3100(1) and (2).

(b) Records of other activities.
(See alsoparas. 3121-3129).

Retention period: 2 years.

3121 OPERATION PLANS AND ORDERS

(I) ACTIVITIES COPIES OF OP-
ERATING ORDERS for routine or fleet ex-
ercises; related correspondence and papers.

Retention period: 2 years, except
year for mobile construction force
activities and Marine Corps field
activities.

(2) OPERATIONS PLANS. See para.
3010.

3122 MILITARY-MEDICAL-DENTAL
GUARDSHIP ASSIGNMENT RECORDS

(I) CORRESPONDENCE, REPORTS,
AND OTHER RECORDS RELATING TO
GUARDSHIP ASIGNMENTS, including the

employment of Marine security guard
forces.

Retention period: 3 years.

3123 MOVEMENT REPORT RECORDS

(I) CORRESPONDENCE, ORDERS,
AND RELATED RECORDS CO.NCERNING
THE MOVEMENT OF AIRCRAFT, SHIPS,
AND OTHER CRAFT. Apply para. 31 I0.
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(2) MOVEMENT REIORTS: arrival
and departure reports, vessel operation re-
ports, or similar or related movement re-
ports concerning naval craft (vessels, air-
craft, etc. maintained by field activities
and not speciicaL1y covered elsewhere in
the 31-0 series. (Exclude fleet command
records covered in para. 3100(1} and Com-
rnander, MSTS records covered in pars.
46Z0.

Retention period: 2 years.

(3) LOGS AND OTHER SIMILAR
CONTROL OR SCHEDULING RECORDS re-
lating to ship and craft movements within an
activity’s area. Include sh/p, barge, or
other cra_t movement logs and lists of sh/ps
and craft arriving and departing.

Retention period: - years.

(4) CONTROL OF SHIPPING OFFICES
AND NAVAL PORT CONTROL OFFICES
MOVEMENT RECORDS. See pars. 3170.

(5) MOVEMENT REPORT CENTERS
AND OFFICES RECORDS:

(a) Genera/correspondence files:
correspondence, reports, and related papers
pertaining to the operation and administra-
tion of movement report functions. Include
correspondence with other units of the Move-
ment Report System as we]/as with superior
or other comnnds.

Retention period: - years.

(b) Messages received by move-
ment report centers or offices reportin
movements of units of the fleet.

Retention period: 1 year.

(c} Summary messase sheets
(sumrflarizin8 messajes received daily).
These are prepared by each movement re-
port center or office for transmission of
inforntion to other centers or offices.

Retention period: until transmission
to other centers or offices is com-
pleted.

(d) Ship locator cards showing
movements made by each unit of the fleet.

Retention period: tenorary cards
showing progress of movement for
each fleet unlt--untll arrlval of craft
at destination; locator (kardex)
cards--pernmnent.

(e) Copies of photographs of
diy continuous location plots.

Disposa/of Navy and Marine Corps Records

Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when 1 year old.

(6) MILITARY SEA TRANSPORTA-
TION SERVICE SHIP MOVEMENT REC-
ORDS. See para. 4620(7) and (26).

3124 FLEET AIR OPERATIONS RECORDS

(1) OPERATIONAL RECORDS OF
AIR WING COMMANDS, SQUADRONS, AND
OTHER UNITS. Apply paras. 3100(I and
(2).

(Z) RECORDS OF FLEET ACTIVI-
TIES relating to the routine interns/opera-
tion and administration of air/space traYYic.

Retention period: 2 years.

3127 NAVAL RESERVE TRAINING AFLOAT
RECORDS

(I) Handle military personnel records
in accordance with chapter I; handle oper-
ationa/proBram records in accordance with
paras. 3000 and 3100.

3140 WEATHER SERVICES RECORDS

The records described in this (3140) series
are created or accumulated in connection
with the performance of a/1 phases of
weather {aerologica/} services and opera-
tions, including weather forecasting and
observations, and related meteorologica/
and aerologica/functions.

(1) PRIMARY PROGRAM RECORDS:

(a) Genera/correspondence
files and other records of the Office of the
Chief of Naval Operations that document
weather operations and plans, and the
formulation, execution, and prescribin of
weather programs, policies and proce-
dures, as weU as other records pertaining
to the exercise of management control of
nays/weather services.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alo-
andrla, Va. when 4 years old.

(b) FLies of the U.S. Nava/
Weather Service Office, Washington, D.C.:

Chan 1
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I. That portion of the

Office’s general correspondence files, in-

cluding reports, that documents the organi-

zational and functional history of the Naval
Weather Service and programs, plans,
policies, procedures, and significant trans-

actions pertaining to its assigned responsi-
bilities. Includes official files accumulated
by branches or other organizational units

not essentially duplicated or summarized in

the commander’s files.
Retention period: permanent.

2. General correspondence
files relating to the routine internal opera-
tio"and administration of the Office.

Retention period: 2 years.

3. Other correspondence
file.___s of the Office.

Retention period: 5 years, except re-

tain the Operations Division file re-

lati’---ng to weather bureau reports and
weather broadcasts, schedules, and
circuit surveys for 8 years.

4. The Qffice’s files of
boards {tnd committees, such as World
Meteorological Organization (WlViO); Air

Coordinating Committee, SubCommittee on

Aviation Meteorology (ACC/MET); Joint

Meteorological Committee (JlvIC); North
Atlantic Treaty Organization (NATO); inter-
national Civil Aviation Organization (ICAO);
their subcommittees and panels; and vari-

ous miscellaneous boards and committees.

Consist of reports, minutes, agendas,
supporting papers and correspondence.

Retentiol period: permanent.

(2) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: correspondence, re-

ports, and other papers of activities and
offices accumulated in connection with the

performance of weather service (aerology)
operations, including weather forecasting,
weather observations and reconnaisance,

meteorological and aerological measure-
ments and data, use of weather service in-

struments, and other related matters.
(Exclude departmental program records
cove--"-’in para. 3140(I) above.

Retention period: 2 years, 3

years for aerology records ol als-

trict and river command head-
quarters.

(3) COPIES OF AEROLOGICAL AND
WEATHER SERVICE REPORTS (such as

Monthly Aerological Personnel Summaries

SECNAVINST PSZIZ. 5B
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and Quarterly Aerological Summaries) sub-

mitted to higher authority.
Retention period: until purpose for
which maintained has been served.

314Z WEATHER MAPS AND CHARTS

(I) MAPS AND CHARTS (or taped
records thereof) maintained by weather
centrals.

Retention period: indefinite. (Trans-
fer to nearest Federal Records Cen-
ter when I year old.

(2) MAPS AND CHARTS (or equiva-
lent taped records) maintained by all aero-

logical units other than weather centrals.
Retention period: 1 year.

(3) MAPS AND CHARTS maintained
by activities other than weather centrals
and aerological units.

Retention period: until purpose has
been served.

3143

(4) FACSIMILE MAPS AND CHARTS.
Retention period: month.

WEATHER CODE RECORDS
(1) U.S. NAVAL WEATHER SERV-

ICE OFFICE, WASHINGTON, D.C. CODE
RECORDS: correspondence, reports, and

other papers documenting the make-up, re-

visions, and use of weather codes and ci-

phers in transmitting weather information;

and records relating to the assignment,
cancellation, or changes in international
code index numbers.

Retention period: permanent.

3144 WEATHER OBSERVATION AND RE-
CONNAISANCE RECORDS

(l) ORIGINAL WEATHER OBSERVA-
TIONAL REPORTS AND OTHER RECORDS,
such as aircraft reconnaisance observations,

not covered specifically by other authorities
in the 3140 series.

Retention period: I year, then trans-
fer to the National Weather Records
Center, Navy Unit, Asheville, N. C.

(2) DUPLICATE COPIES OF
WEATHER OBSERVATIONAL REPORTS
AND OTHER RECORDS.

Retention period: until superseded,
obsolete, or no longer needed for
reference.
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3145 WEATHER FORECASTS, WARNINGS,
AND ADVISORIES

(I) WEATHER FORECASTS, WARN-
INGS, AND ADVISORIES, exclusive of
weather observations covered in para. 3144
above.

Retention period: 1 year, re-
tain copies of storm and smaaft
warnings for 6 months.

3146 CLIMATOLOGY AND WEATHER
RECORDS

(I) ORIGINAL MONTHLY AERO-
LOGICAL RECORDS (Weather Bureau-Air
Force-Navy WBAN series}, such as Monthly
Aerological Records Reports, Surface
Weather Observations (Land and Ship}, Sur-
face and Upper Air Instrumental Records,
1:L1ot Reports, Winds A/oft Computation
Sheets and Graphs (land and ship}, and
Adiabatic Charts.

Retention period: transfer monthly
to the National Weather Records Cen-
ter, Navy Unit, Asheville, N. C. ex-
cept that aeronautical units attach--
to special missions or expeditions re-
quiring retention of the observations
for use in preparing special or opera-
tional reports may transfer the rec-
ords when up to 3 months old.

(Z) U.S. NAVAL WEATHER SERV-
ICE OFFICE, WASHINGTON, D.C. AERO-
LOGICAL FILES:

(a) Master microfilm copies of
monthly aerological records received from
naval activities; related card index.

Retention period: permanent.

(b) Card index records of aero-
logical publications "originated or sponsored
by the OHice.

Retention period: permanent.

(3) DAILY OR OTHER WEATHER
(OR AEROLOGICAL) REPORTS accumulated
by other than originatin {issuing} activities.

.Retention period: 3 months, until
superseded or obsolete, or until no
longer needed for local reference.

(4) WEATHER DATA received or
sent by teletype or other electrical media,
including teletapes, facsimiles, and other

Retention period: I month.

3147 WEATHER PHENOMENA RECORDS

(I) U.S. NAVAL WEATHER SERV-
ICE OFFICE, WASHINGTON, D.C. REC-
ORDS documenting the history of and re-
search into hurricanes, typhoons, or other
storms, ice formations, meteorological and
other weather or related phenomena; docu-
ments relating to meteorological equipment
and materials research. Consist of reports,
research data, photographs, supporting
correspondence, and other papers.

Retention period: permanent. (See
para. 3140(I)(b).)

(2) WEATHER PHENOMENA RE-
PORTS: copies of reports submitted to
higher authority.

Retention period: 2 years or until
purpose has been served.

3150 PHOTOGRAPHIC RECORDS

Still and motion picture films are an in-
tegral part of Navy’s official documenta-
tion; their physical character makes them
no less official than documentation in any
other form. They, as other naval records,
are evaluated and disposed of on the basis
of their content, purpose, origin, and use,
and in accordance with disposal authority
provided in this (3150) series.

(I) PRLMARY PROGRAM RECORDS:
general correspondence files relating to
the development and execution of plans,
policies, programs, and procedures re-
lating to naval sti]/ and motion picture
photograph7:

(a) Departmental files accumu-
lated by the Bureau of Naval Weapons, the
Office of the Chief of Naval Oerations, and
-leadquarters Marine Corps relating to as-
signed planning and program responsibilities.

Retention period: permanent.

(b) General correspondence files

A r ton acostm, as _o on,
D. C. that portion of the files relating to
-’rallplans, policies, programs, and pro-
cedures pertaining to the performance of the
activity’s primary mission responsibilities
for naval photography. Include files docu-
menting significant transactions or accom-
plishments and the organizational and func-
tional history of the activity. (Exclude
records relating to the internal operation
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and administration of the office; these are

to be destroyed when 2 years old in ac-

cordance with para. 3150(2) below.
Retention period: permanent. (Trans-
fer periodically to the Federal Rec-
ords Center, Aexandria, Va.

(2) GENERAL CORRESPONDENCE
FILES, INCLUDING REPORTS, OF PHOTO-
GRAPHIC LABORATORIES AND OTHER
ORGANIZATIONAL UNITS relating to the
operation and administration of still and
motion picture photographic functions;

semiannual:photographic reports. (Ex-
clude records covered in para. 3150(-
above.

Retention period: 2 years.

(3) PHOTOGRAPHERS DATA
SHEETS, order logs, or similar records.

Retention period: Z years.

(4) LOGS of still picture negatives
and of motion picture film.

Retention period: 5 years.

(5) DUPLICATE OR EXTRA COPIES
of negatives, glossy prints, or enlarge-
ments.

Retention period: until no longer
needed for local use, then dispose of
as provided in paras. 3150(6), (7),
and (8) below, as appropriate.

(6) TRANSITORY LOCAL STILL AND
MOTION PICTURE PHOTOGRAPHIC FILES:
prints or negatives of photographs made at
individual local insta].lations to serve an

immediate purpose but that do not have
su/ficient value to justLfy their inclusion in

either the temporary "local" file covered in

para. 3150(7) or in the permanent "general"
file covered in para. 3150(8), except when
special local circumstances warrant their

inclusion in the "local" file. Include nega-
tives relating to (I)photographs taken under

training programs and of no further value,

(2) photographs that are not reproducible
because of improper focus, fau/ty process-
ing, or other technical considerations;

photographs that have deteriorated in fL1e;
color photographs when the color rendition
is extremely poor; (3) enclosures to tech-
nical reports when without the report the
photograph has no meaning; duplicate shots
of the same subject; near duplicates or
simL1ar shots when part of a series of pic-
tures will tell the complete story; dupli-
cates, unless the original is destroyed; and
extra copies; test shots, outtakes, rejects,

retakes, and ends of rolls not intended to

be record photography.
Retention period: destroy immedi-
ately without filing or after retention
for a brief suspense period.

(7) LOCAL STILL PICTURE NEGA-
TIVE AND PRINT FILES: still and motion

picture photography produced and accumu-

lated by naval activities. Consist of photog-
raphy relating to matters of local admini-
strative interest and use; photography rep-
resenting routine local analyses, tests, or

research; copies of photography included in

or attached to reports or other documents
submitted to higher authority. Some typi-
cal examples are photography relating to

local athletic and social events, to local
accidents, or to undesirable or damaged
material; charts, drawings, and diagrams
made only for local administrative use;

prints or negatives of pictures incorporated
in reports or other appropriate files.

clude related index records.
Retention.period: 2 years for Navy
activities and ] year for .Marine
Corps activities, provided photog-
raphy is of no further local value.

(8) "GENERAL" NEGATIVE AND
PRINT FILES, including Secret Negative
and Print FLies: still picture files accumu-
Ixted by naval activities, exclusive of
transitory and temporary photographic rec-

ords covered in paras. 3150 (6) and (7)
above. Consist generally of negatives and

prints (or mounted prints on forms such as
NAVAR-452) of Navy and Marine Corps
photography.

Retention period: permanent. (For-
ward montkIy or more often when re-

quired, to U.S. Naval Photographic
Center, Naval Air Station, Anacostia,

Washington 15, D.C.

(9) MOTION PICTURE FILM FILES:
motion picture photography produced and
accumulated by Navy and Marine Corps ac-

tivities:

(a) FLies of all Navy activities
and of all (Regular) Marine Corps aviation

units; and motion picture film footage of

Marine Corps activities used in completing
approved motion picture productions.

Retention period: permanent. (For-
ward monthly, or more often when re-

quired, to U.S. Naval Photographic
Center, Naval Air Station, Pmacostia,

Washington 15, D.C.

. m Xg n-3-13
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(b) Files of Marine Corps Ground
Forces (Regular and Reserve) and of Marine
Corps Reserve aviation units (other than
film footage used in completing motion pic-
ture productions covered in subpara. (a)
above. Include original footage, as well as
duplicating elements (Five Grain Masters),
and prints; related index cards.

Retention period: permanent. (For-
ward monthly or more often when re-
quired, to Marine Corps Schools,
Gantico, Va., as follows: forward
index cards to Photographics
Library; forward film files to Motion
Picture Film Archives.

(10) NAVY AND MARINE CORPS CEN-
TRAL PHOTOGRAPHIC (HISTORICAL)
FILES: stilt nd motion picture photographic
files accumulated by naval activities desig-
nated as central depositories for Navy and
Marine Corps photography havin continu-
ing or permanent value. Include motion
picture files and "General" and "Secret"
still photographic files produced or ac-
cumulated by central depositories for the
permanent film archives of the Department
of the Navy. Consist of negatives, prints,
and related history or index records.

(a) Central Still Picture Files
and Motion Picture Film Files of the U.S.
Naval Photographic Center, Anacostia
Washington, D.C. negatives and prints of
all permanent Naval photography {other than
motion picture photography relating to Ma-
rine Corps Ground Forces and Marine Corps
Reserve aviation units covered in subpara.
{b) below); related index or summary
records.

Retention period: permanent.

(b) Marine Corps Central Mo-
tion P/cture Film Files of Marine Schools,

Disposal of Navy and Marine Corps Records

3160 HYDROGRAPHY, OCEANOGRAPHY,
ASTRONOMY, AND SPACE RECORDS

The records described in this (3160) series
are created or accumulated in connection
with the performance of all phases of by-
drographic, oceanographic, astronomical,
and space functions, including cartographic
operations. These records are accumu-
lated by field activities and other offices
carrying out prescribed functions and pro-
cedures and by departmental bureaus and
offices that formulate or prescribe policies
and/or procedures and by the U.S. Naval
Observatory and the U.S. Navy Hydro-
graphic Office.

Cartographic records covered in para. 3160
(3) through (7) in this series are produced
or accumulated by activities in connection
with the performance of mapping and chart-
ing functions, either in connection with the
compilation, research’, development, or
production of navigation, nautical, aero-
nautical, target, or other charts and maps,
terrain models, globes, or relief maps,
and other related graphic materials. They
are produced for training, operations, nav-
igation, and logistical purposes. They fen-,
erally have one or more of these character-
istics: they comprise technical cartographic
data required and appropriate to the develop-
ment of naval charts, maps, or other re-
lated documents; they provide documentary
evidence or a history of sources and meth-
ods used in producing charts, maps, or
publications; they reflect the results of
background studies or reports that facili-
tate or support production programs. The
materials represent various stages of com-
pletion, from the drawing or planetable
stage to final publication.

ntico (Motion Picture Film Archives):
original film footage, duplicating elements,
and prints of film produced by Marine Corps
Ground Forces (Regular and Reserve) and
Marine Corps Reserve aviation units (other
than film footage utilized in completing mo-
tion picture productions and covered in
para. (9)(a) above); related index card rec-
ords of the Photographic Services Library,
Marine Corps Schools, Quantico.

Retention period: permanent.

{c) Aerial and Intelligence Photo-
graphic Files: accumulated by Naval Photo-
graphic Interpretation Center, Naval Air
Station, Anacostia, Washington, D.C.

Retention period: permanent.

II-3-14

As used in this paragraph series, "pIbli-
cation" refers to the production of the doc-
uments, whether by printing process,
photography, microfilm, or other method.

(I) PRIMARY PROGRAM RECORDS:
general correspondence files and other rec-
ords of the Chief of Naval Operations, the
Bureau of Naval Weapons, and other de-
partmental offices that document primary
mission responsibilities for the develop-
ment and execution of plans, policies, pro-
grams, and procedures pertaining to hy-
drography, oceanography, astronomy, outer
space, and related operations, including
cartographic functions, and to the over-all
performance of these operations. (See also
paras. 3161(I) and 3162(1).

21 June 1961



Operations and Readiness Records

Retention eriod: permanent. (Trans-
fer periodlcally to Federal Records
Center, Alexandria, Va.

(Z) GENERAL CORRESPONDENCE
FILES, including reports, of activities,

offices, and other organizational units per-

forming hydrographic, oceanographic, or

astronomical functions: correspondence,
reports, and other records relating to the

internal operation and administration of the

organization. (Exclude primary program
records covered in para. 3160{I) above.

Retention period Z years, exce 3

years for activity reports accumu-
lated by branch hydrographic offices,

and 5 years for those at Hydrographic
Office, Washington, D.C.

(3) COPIES OF PUBLICATIONS,
PERIODICALS, MATERIAL CHARTS AND
MAPS, AND OTHER PUBLISHED MATE-
RIALS: copies of those pertaining to hy-
drography, oceanography, navigation, and

astronomy, 9 see para. 3161{3) for

reference files of branch hydrographic
offices. (Exclude master files comprising
at least one complete set of each chart,

map, and other cartographic reproduction;
these are permanent records and are cov-

ered in para. 3160{4} below).
Retention period: until superseded,
obsolete, or no longer needed. If
unneeded copies are current and

usable and the quantity or value justi-
fies it, return them to stock for re-

issue; forward to nearest hydrographic
office or publications supply office,

or in case of nautical material to the

nearest air navigation office, which-
ever is appropriate.

(4) FINAL CARTOGRAPHIC RE-
PRODUCTION MASTER FILES: originating
activity’s master files of final charts, maps,
or other finished cartographic products and

of each variant thereof; include atlases,

globes, terrain models, relief maps, and

other finished products that are the equiva-

lent of published manuscripts {cartographic
publications). (Include one or more com-

plete sets of each finished product, as ap-
propriate. See para. 3160{3} above for

other copies.
Retention period: permanent. (One
complete set of each finished product
should be reserved for eventual trans-

fer to the National Archives.
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(5) DRAWINGS, SUCH AS OVERLAYS,
PLANETABLE, STEREOPHOTOGRAM-
METRIC AND OTHER. Include blueline or

field completion drawings (boards) derived

from stereophotogrammetric sources; over-

lays or similar drawings or transparencies
prepared on the basis of compilations or of

field surveys; related material, including

field survey data or observation data and

computation data (other thn working data

such as preliminary computations super-
seded by final computation).

Retention period: when not published
Or completely duplfcated in resultant’
product permanent; when publishe/
an---d-pletely duplicated in resul,tant
product year after final compze-
ion and publication, provided, it is no

longer required for reference or other

purposes.

(6) MANUSCRIPT COMPILATIONS:
manuscript charts or maps (mounted or un-

mounted) on paper, acetate, vinylite,
vellum, tracing cloth, or other media.

These charts or maps are composites with

all required information included on the

base. They may be prepared in ink, pen-
cil, color, etc; they may have information
added by stickup, zipatone, or other ad-

hesive means, or they may be entirely in

ink or pencil. Some of these charts are

unique and may have continuing value to

the activity:

(a) Compilations determined not

to be unique or have continuin value be-

cause they have been publishea; and work-

ing files.
Retention period: I year after publi-
cation of resultant map, chart, or other

publication, that those deter-

mined to have continuing value to the

creating activity may be retained until

superseded, obsolete, or no longer re-

quired by the activity for reference.
{b) Manuscript compilations that

have not been published and are unique.
Retention period: permanent.

(7} REPRODUCTION RECORDS:
Records produced or accumulated in con-

nection with the reproduction phases of

mapping and charting functions, including

the-preparation of reproduction negatives,
the transfer of contents of negatives to re-

production plates, and the final printing or

other reproduction of chart, map, or pub-
lication. Include film negatives prepared
from color separation or other drawings
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and used to prepare plates for final litho-
graphic or other reproduction. Include
also proof copies of maps, charts, or other
publication.

Retention period: proof copies -.until
ater publication ot inal product; all
thers year after completion a"
publication of final product or until
superseded or obsolete, provided it
has been determined that reproduction
negatives are not required for repro-
ducing additional copies and provided
that other current directives ’do not
require the retention of f/Ira negatives.

3161 HYDROGRAPHY AND OCEANOG-
RAPHY RECORDS

(I) U.S. NAVAL HYDROGRAPHIC
OFFICE, WASHINGTON, D.C. RECORDS:

(a) Primary program records:
that portion of the general correspondence
files, and other records, that document
overall plans, programs, policies, proce-
dures, the mafugement and conduct of the
Office’s mapping, charting, and other as-
signed functions, and the performance of
its essential transactions. Include original
signed charts and maps and variants thereof,
including original aeronauticat and construc-
tion charts maintained outside the Office’s
"stack room"; master files of hydrographic
publications (library copy); other program
records. {Exctude records covered in
para. 306O(r)’"

Retention period: permanent. (Trans-
fer periodically to Federal Records
Center’, Alexandria, Vs.

{b} General correspondence files
of divisions anti other organizational unt-
re1ting to the internal operation and admln-
istration of the office, when policy and pro-
gram material is essentlaLIy duplicated in
files covered in subparagraph (a} above.

Retention period: 2 years,
hat divisions may retain flies re-
lating to plans and the over-aLl per-
formance of functiona responsibL1ities
for 4 years.

(c) Chart correction history rec-
ords...., records relecting issuance dates of
Notices to Mariners to correct charts and
other similar data.

Retention period: I0 yea.rs.

(d} Navigational Science Division
records: technical reports, charts, and

Disposal of Navy and Marine Corps Records

data accumulated for reference purposes.
Include test, calibration, deflections main-
tenance reports and photographs pertaining
to acceptance of equipment components;
technical articles and pamphlets pertaining
to navigation techniques, processes, or
procedures; graphic material and related
papers pertaining to navigational methods
and instruments; tables, photostats, or
other material used in connection with re-
viewing, correcting, and modifying hydro-
graphic publications; and computation re-
ports pertaining to participation in Com-
puting Panels.

,Retention period: until material or
data becomes obsolete, 3
years for computation reports.

(e) Oceanographic records:
reference material, such as tabu/atons of
sea and current data; charts containing
oceanography illustrations to be incorpo-
rated in hydrographic projects or programs;
and ice distribution charts, including base
charts and weekly ice summary charts.

,Retention period: until superseded
or obsolete, retain ice distri-
bution and summary charts until
publication of next revision of Ice
Atlas.

(f) Maritime Sa.fety Division
records: master’s report records indicat-
ing "observers" and reports submitted by
each; weather data used in compiling /lot
Charts and Sailing Directions; standards
for wreck charts; ship route reports of
route tracks; reports on underwater ob-
structions compiled for and incorporated
in reports to Oceanography Division; and
wind rose data for pilot charts.

Retention period: wind rose data--5
years; reports on underwater
obstructions--until completion of fe-
inted project; other materia/--until
obsolete.

(g) Marine Surveys (chart con-
struction) records:

I. Long-range accuracy
plotting data sheets.

Retention period: until project is
completed.

2. Framing data requests
indicating Limits of target areas on charts
to be reproduced.

_Retention period: until charts are
published.
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3. Target change memoranda,

Air Target Materiel Program.
Retention period: 5 years.

4. Logs of status of Air Tar-
get Materiel Program Series I00 Charts.

Retention period: 10years.

5. Completion reports sub-

mitted by operators for Work Assignment
Memoranda.

Retention period: I0 years.

ords:
(h) Aeronautical Division rec-

I. Hydrographic Office Daffy
Summaries of Changes to Naval Air Facil-
ities; changes to radio facility charts.

Retention period: year.

Z. Correspondence, mes-
sages, and related papers pertaining to
radio aids, seaplane facilities, and naval
air stations, and used in the production of
publications and charts.

Retention period: until publication or
chart becomes obsolete.

(i) Other carto[raphic records.
Apply pertinent provisions of para. 3160.

(2) GENERAL CORRESPONDENCE
FILES OF BRANCH HYDROGRAPHIC
OFFICES.

Retention period: 2 years.

(3) REFERENCE FILES of hydro-
graphic, oceanographic, or nautical publi-
cations, periodicals, and data:

(a) Copies maintained by branch
hydrographic offices:

I. BHO DaLly Records and
Monthly Log Books; HYDROPAC AC Mes-
sages and HYDROPAC ACSummaries;
NEMEDRI; other slrnilar documents.

Retention period: copy of each--
permanent; all other copie.s--unti! no
longer needed.

2. BHO DaLly Memoranda
and Notices to Mariners.

Retention period: 1 copy of each--
permanent; all copies received from
other BHO’s--I year after obsolete.

3. American Ephemeris and
Nautical Almanacs; Hydrographic Office
Notices to Mariners; Lake Carriers

Association Annual Reports; and other
Nautical A/manacs.

Retention period: 5 years after docu-
ment becomes obsolete.

4. Air Almanacs; Foreign
Notices to Mariners; Pilot Charts; and Tide
Tables.

Retention period: 2 years after docu-
ment becomes obsolete.

5. Hydrographic Reviews.
Retention period: 2 years after doc-
ument becomes obsolete, then trans-
fer to Hydrographic Office, Washing-
ton 25, D.C. Attention Librarian.

6. Bi-weeldy Information
Bulletins; Coast Guard (local) Notices to
Mariners; Hydrographic Office Daily
Memoranda; and Monthly Weather Re-
views.

Retention period: I year after docu-
ment becomes obsolete.

7. Coast Pilots and Light
Lists (and Supplements); Port Series, Army
Engineers; and Sailing Directions.

Retention period: until receipt of new
edition.

8. Catalogs of Nautical
Charts and Publications (such as HO-Pub
1-N and Portfolio Chart Lists (such as HO-
Pub-I-PCL), including changes.

Retention period: until receipt of new
edition and supplements.

(b) Copies maintained by other
organizations. Apply para. 3160(3}.

(4) RECORDS RELATING TO RE-
QUESTS FOR AND ISSUANCE OR SALE OF
HYDROGRAPHIC, OCEANOGRAPHIC, OR
NAUTICAL CHARTS AND PUBLICATIONS,
such as copies of cash sale invoices,

monthly statements of issues of saes to

agents, quarterly statements, issue in-
voices, credit invoices for cancelled or

obsolete charts and publications, and ship-
ping orders. (See paras. 7200 and 7300 for
accounting and disbursing records.

Retention period: I year.

(5) PILOTS HANDBOOKS: copies of
Instrument Approach Procedure Charts,

Seaplane; and Jet Editions.
Retention period: until no longer
needed, then return to nearest hydro-
graphic distribution point (hydrographic
or air navigation office, etc.
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3162 ASTRONOMY RECORDS

(I) U.S. NAVAL OBSERVATORY
RECORDS:

(a) General correspondence files,
including records relating to the develop-
ment, establishment, and operation of the
Observatory Time Service Substation and
other Observatory substations, and to tech-
nical publications (such as "American
Ephemeris", "American Nautical Almanac",
"Air Almanac".

Retention period: permanent. (Trans-
fer periodically to Federal Records
Center, Alexandria, Va.

(b) Astronomers observation
books, scientific papers, and other tech-
nic’l data records:

I. Observation books: rec-
ords of observations made by astronomers
using the 6-inch and 9-inch transit circles,
dating from 1894. Include data regarding
the sun, moon, planets, and selected stars.

Retention period: permanent.

-. Original observation books
of the Equatorial Division, dating from 1840.
Include data on l:-inch and Z6-inch visual
refractors, 40-inch reflector, 10-inch
photographic refractor, and 5-in6h photo-
heliograph and spectr0helioscope.

Retention period: permanent.

3. Scientific papers and rec-
ords concerning astronomical observations
and reductions; design, development, and
construction of 7-inch transit circle, meas-
uring engines and the moon camera.

Retention period: permanent.

(c) Photographic zenith tube time
records including PZT photographic plates,
dating from 1915.

Retention period: permanent.

3170 PORT OPERATIONS RECORDS

(|) GENERAL CORRESPONDENCE
FILES and reports relating to the internal
operation and administration of port opera-
tions at naval activities, including the op-
eration of anchorage and berthing facilities
and service craft and ships.

Retention period: 2 years.

(2) NAVAL PORT CONTROL OF-
FICES RECORDS:

Disposal of Navy and Marine Corps Records

(a) General correspondence
that document naval port control of-

fices programs, policies, procedures,
and essential transactions.

Retention period: 6 years.

(b) General correspondence
files relating t the routine internal opera-
tion and administration of the office, in-
cluding files of operating divisions and
other organizational ,units, such as those
of the operations officer, the officer-in-
charge of service craft, and the ordnance
offic er.

Retention period: Z years.

(c) Stevedoring contracts and
related correspondence and papers. See
para. 4-80.

(d) Daily Shipping Report Fries:
copies of daily shipping reports and related
records, prepared by ’port control officers
or senior officers afloat in accordance with
MSTS Ship Control Navy Training Publlca-
tion Manual (such as NAVPERS-10829A).
Records contain shipping data regarding
naval and merchant marine ships in the
area, such as information on arrivals and
expected arrivals, departures and sched-
uled departures, port schedules, ships
present, and other information regarding
naval and merchant marine ships in port.

Retention period: year.

(e) Periodic statistical reports
reflecting the nature and volume of ship
movements.

Retention period: 3 years.

(f) Movement files of naval port
control offices containing operating and
movement data on ships whose operations
are of interest to the naval district, ghe
naval base, or the naval port control offi-
cer.

Retention period: official record
copies--permanent. (Transfer to
nearest Federal Records Center 3
years after last berthing of ship in
the area); duplicate copies of reports--
6 months, provided official record
copies are maintained by the opera-
tions division of the associated fleet
comrnand.

(8) Logs or other similar rec=
ords of harbor services provided by the
naval port control officer to non-naval
vessels and activities.

II-3-18 .l June



Operations and Readiness Records

Retention period: indefinite. (Trans-
fer to nearest Federal Records Cen-
ter 3 years after last entry in log or

other record.

(h) Service craft reports and re-

lated memoranda and correspondence con-

cerning the cleaning, inspection, and main-

tenance of service craft and the care of

equipage and stores.
Retention period: I year.

(i) Operational performance
records of engines of service craft.

Retention period: 6 months.

(j) Machinery and engine service

records.
Retention period: until completion of
overhaul, provided entry is made on

material history card, or until

chinery is surveyed.

(k) Inspection records: copies of

ships inspections, tests, and check-off
sheets, including records of air tests. (See
para. 4730 for records of boards of inspec-

tion and survey.
Retention period: until superseded by
new inspection record.

(1) Files of individual vessels.
Apply Part HI of this manual.

(3) NAVAL CONTROL OF SI-HPPING
OFFICES RECORDS:

(a) General corres)ondence files

relating to the routine internaloperation d
administration of the naval control of ship-

ping office.
Retention period: 2 years.

(b) Ship data cards.
Retention period: until disestablish-
ment of office.

(c) Ship cards or other log rec-

ords of serial numbers of routing instruc

tions.
Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter upon disestablishment.

(d) Commodores anal)rsis sheets.

Retention period: official analysis
Sheets held by originating naval con-

tr shipping offices--indefinite,

(Transfer to nearest Federal Records
Center when 6 months old); copies,

SECNAVINST P5212.5B
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including those held by destination
naval control of shipping offices--3
months.

(e) Convoy master sheets held

by originating naval control of shipping
offices.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when b months old.

(f) Sailing Orders Folders.
Retention period: official record

held by originating nval con-

shipping offices--indefinite.
(Transfer to nearest Federal Rec-
ords Center when 6 months old);

including those re-

bound vessels by des-

tination naval control of shipping
offices-- 3 months.

(g) Routing instructions.
Retention period: official record

copies of convoy routing instructions,

convoy formation diagrams, and

routing instruction envelopes main-
tained by originating naval control of
shipping offices--permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 6 months old; al1 other cop-
ies, including those received from

inb---ound vessels by destination naval
control of shi.pping offices--3 monthB.

(h) Secret naval and merchant
vessel logs.

Retention period: permanent. (Trans-
fer to nearest Federal Records Ce n-

ter when b months old.

{i Drill messages received or

sent by naval control of shipping offices in

peacetime.
Retention period: 3 months.

(j) Other records of naval con-

fro1 of shipping offices. Apply pertinent
subject-matter instructions for similar
records contained throughout this manual.

3171 ANCHORAGE AND BERTHING
RECORDS

(I) ANCHORAGE AND BERTHING
REPORTS: monthly or other periodical
reports of ships anchored or berthed in the

area, including ships of the inactive re-

serve fleet.
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Retention period: 2 years, re-
tain internal reports prepared for lo-
cal operating purloses only for year.

(2) BERTHING RECORDS: cards,
lists, or other records of berthing assign-
ments for ships and other craft anchored in
the local area.

Retention period: year after craft
is reassigned or leaves the area.

3300 WARFARE TECHNIQUE RECORDS
GENERAL

3340 AMPHIBIOUS RECORDS

(I) AMPHIBIOUS BASES RECORDS:

(a) General correspondence files
of the commanding officer and of the liaison
and logistic office relating to the overall op-
eration and administration of the base or
offic e.

Retention period: 5 years, (These
may be transferred to the nearest
Federal Records Center when 2 years
old.

(b) General correspondence files
of departments, divisions, and offices of
amphibious bases, relatin to their office or
division functions and essentially duplicated
in the commanding officer’s file covered in
subpara. (a) above. Include reports made
to higher authority and not specifica]/y
authorized elsewhere in this paragraph for
other disposal.

Retention period: 2 years.

(c) Engineering and Repair Offi-
cer’s records relating to maintenance and
repair .work on vessels and craft.

Retention period: 4 years.

(d) Logs of incoming and out-
going craft. See para. 3123.

(e) Tu. f.iles of the operations
department comprlslng repair and other
data relating to district tug craft assigned
to the Base.

Retention period: until tug leaves
Base cognizance, then return to tug.

(f) Boat assignment records:
show issuance f boats to major craft for
shipboard operation use.

Retention period: 6 months after boat
is -returned.

Change 1
Z7 August 1964

(g) Authorizations for release of
boat___s from the amphibious base.

Retention period: I year.

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

.Retention ]eriod: until disposal ac-
tion on craft is completed or until
craft leaves the amphibious base.

(i) Boat engineering and repair
survey reports.

Retention period: year.

(j) Work and job order files.
See para. 4235(2).

(k) Availability lists showing
overhaul schedules for craft and daily shop
work records.

Retention period: 1 year.

(I) Shop files relating to jobs
assigned and cmpleted and to the admini-
stration of the shop. Include job jackets.

Retention period: 2 years.

(m) Other records of amphibious
bases. Apply pertinent subject-matter au-
thorities for similar records throughout
this manual.

3390 GUIDED MISSILE INSTALLATION
DEFENSE RECORDS

(I) ACTIVITIES COPIES OF GUIDED
MISSILE REPORTS submitted to the Chief
of Naval Operations in accordance with OP-
NAV Instruction 3390.6A.

Retention period: 1 year.

(I) COMBAT AND ACTION REPORTS:
copies of reports accumuiated by operating
force or other activities relating to actual
combat or alerts or to potential combat-type
situations, including MARCORPS Standard
Reports of OperatiOns and Activities. (Ex-
clude fleet commanders and Navy Depart-
ment copies.

Retention period: 2 ,ears, provided
reports are duplicated in files ofhigher
authorities (see para. 3100(2)(b).) If
not duplicated, transfer to Federal
Records Center, Mechanicsburg, Pa.
when 2 years old.

3400 ATOMIC BIOLOGICAL, AND CHEM-
ICAL RECORDS
3480 COIvIBAT AND ACTION REPORTS
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(2) COPIES OF WARFARE REPORTS
submitted to higher authority as prescribed
in chapter I of NWIP- 10- I.

Retention period: 2 years, exc___9p that

aviation activities will retain air war-

fare reports for 4 years.

3500 TRAINING AND READINESS
RECORDS GENERAL

(I) AIR RESERVE READINESS RE-
PORTS showing units, readiness, persormel
strength, qualifications, and aircraft data.

Retention period: feeder reports and

records prepared at the operating
activity level--I year; summary or

fiscal readiness reports prepared and

maintained by the Chief of Naval Air

Reserve Training--indefinite. (Trans-
fer to Federal Records Center, East
Point, Ga. when 2 years old.

3520 ELECTRONIC TRAINING AND READI-
NESS RECORDS

(I) FLEET AIRBORNE ELECTRON-
ICS TRAINING UNIT RECORDS:

(a) General correspondence (sub-
ject) files.

Retention period: files relating to the
execution...a__d_.a_9_.c.0n-.l.s__m_e.n.t, o__f_t..h_e
activity’s mission and program_.s--5
years; files relating to the routine

intern.al _op e_ a.i..on_. _a_n__d__a.d_m..in_i.str__ation
.o_.f the Uni.t--Z years.

(b) Officer flight trainin folders

consisting of examination sheets, flight
check sheets, and other papers used in

qualifying pilots.
Retention period: 3 months after in-

formation is furnished the Bureau of

Naval Personnel or Headquarters
Marine Corps and results are re-

corded in officer jackets (qualifica-
tion or other) and in pilot log books.

3590 COMPETITION AND AWARD
RECORDS

(I) RECORDS, INCLUDING RE-
PORTS, RELATING TO TRAINING AND
READINESS COMPETITIONS AND AWARDS.
Include copies of awards made to’individuals
(exclusive of copies filed in individual’s
Service Record}.

Retention period: 2‘ years.

3591 MARKSMANSHIP RECORDS

(1) MARKSMANSHIP PRACTICE AND
TESTING RECORDS, including organiza-
tional reports; rifle, pistol line, and pit
score sheets.

Retention period: year.

3700 FLIGHT/AIR SPACE RECORDS
GENERAL

(I) GENERAL CORRESPONDENCE
FILES OF NAVAL AIR STATIONS, naval
auxiliary air stations, and naval air facili-
ties. See para. 3000(4) for records of
shore-based activities and para. 3100(2‘)
for Operating Force activities.

(2‘) CORRESPONDENCE, COPIES
OF REPORTS, AND OTHER RECORDS
RELATING TO THE INTERNAL OPERA-
TION AND ADMINISTRATION OF AIR AND
SPACE TRAFFIC, including servicing fa-

cilities for locally based or transient craft.

Retention period: 2_ years.

(3) AIR STATION JOURNALS. Se4
para. 5750(5).

(4) AVIATION MEDICINE RESEARCH
RECORDS. See para. 6410.

37Z0 ALL WEATHER FLYING RECORDS

(I) INSTRUMENT APPROACH PRO-
CEDURES CHARTS, PILOT’S HANDBOOK.
Seepara. 3161(5).

372‘I NAVIGATIONAL AIDS RECORDS.
Seepara. 3160.

372‘2‘ TRAFFIC CONTROL RECORDS:

(I) TRAFFIC CONTROL RECORDS:
records relating to the internal control of
air and space traffic, including arrival and

departure logs, and records relating to the

supervision of clearance and other traffic

control functions.
Retention period: 6 months.

(2‘) AIRCRAFT CLEARANCE AND
ARRIVAL REPORTS.

Retention period: 3 months, except
retain local clearance notices for 6
months.

3750 FLIGHT SAFETY AND ACCIDENT
ANALYS RECORDS

Chan 1
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(1) AIRCRAFT ACCIDENT AND
CRASH REPORTS (such as OPNAV-3750-1
and 3750-8).

Retention period: 2 years, except see
paras. 5830 and 5890 for reo
be filed as exhibits in investigative or
claims files and copies to be for-
warded to the Judge Advoc%te General.
(When accidents result in death or in
injury to persons or to privately-
owned property, special care should
be taken to insure that any pertinent
papers that may be requ/red to support
investigations or claims are reserved
for forwardin to the Judge Advocate
General as he may require.

3760 FLIGHT RECORDS AND REIRT
(1) MASTER FLIGHT LOGS (such as

OPNAV-3760-Z5 and Parts C and D of
CNATRA-GEN 3760/3 when used in lieu of
flight logs ).

Retention period: permanent. Trans-
&r as folows:

{a} Upon decommissionin8 or upon
enter combat status, transfer
to Feaerat Kecorts ;enter,
Alexandria.

(b) While in combat status and on
leaving combat 8tatus transfer
,to Aviation Statistics Office of the
appropriate fleet air command
(COMAIRLANT or COMAIRPAC)
upon completion; fleet air com-
mands will transfer to Federal
Records Center, Alexandria, Vs.
when the command considers
them no 1shier useful as a ref-
erence lOUrCO of combat dta,
or when so directed by the Chief
of Naval Operations.

(c) In a other cases, transfer to
Federal Records Cnter, Alex-
andria, Va. when from 6 months
to 2 years old. as appropriate.

(Z) AVIATORS FLIGHT LOG BOOKS
(such as OPNAV-3760-$1 ). These are to be
retained by the individual concerned; upon
decease of individual, handle as personal
effects.

(3) DALLY FLIGHT LOGS AND LOGS
OF VISITING AIRCRAFT.

Retention period: 6 months after logts f/lied or 6 months aler date of last

Disposal of Navy and Marine Corps Records

(4) OPERATIONS LOGS: logs ac-
cumulated by operations departments of
flight activities, including control tower
records.

Retention period: 6 months.

(5) AIRCRAFT FLIGHT RECORDS
(such as OPNAV-3760-- and CNATI-
GEN-3760/3).

Retention period: Part A--until
art B for the flig]-]a--een re-
ceived and checked; Part B--3
months, or until aircraft is in-
ducted into overhaul, whichever is
cartier. When aircraft is.trans-
ferred, forward all Part B’s for
the past 3 months to the new custo-
dian; Parts C and D--until all data
thereon have been transcribed in
appropriate logs and other flight
records and reports, except apply
pare. 3760(I) above whdata is
no.__t transcribed and Parts C and D
serve as the master flight log.

(6) FLIGHT PLANS.
Retention period: 6 months.

(7) SQUADRON FLIGHT SCHED-
ULES AND TIME SHEETS.

Retention period: 6 months, except
3 months for Marine Corps squadrons.

(8) FLIGHT CERTIFICATES (such
as NAVCOMPT-38)and records of com-
pleted flight time when used to substan-
tiate the issuance of flight certificates
(such as OPNAV-3760-37 or 1326-1).
(Exclude disbursing copies of flight certifi-
cates.

Retention period: 3 years. (Transfer
to nearest Federal Records Center
upon decommlssinnin.
(9) AVIATION TRAINING REPORTS

AND CNATRA AVIATION TRAINING JACK-
ETS. Apply paras. 1500(7) and (12).

(10) FLIGHT ORDERS (copies of) and
LOGS OR OTHER RECORDS OF ORDERS
ISSUED. See pare. 1320(1).

(11 SQUADRON LOGS.
Retention period: 3 years.

3800 INTELLIGENCE REC)RDS
GENERAL,

The records described in this (3800) series
are accumulated by districf intelligence
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offices, by intelligence offices (such as IOs,

COMNAVPHILIPPINES, COMNAV-
MARIANA$, COMNAVJAPAN, etc. and by
other activities and offices concerned with

intelligence matters.

(I) PRIMARY PROGRAM RECORDS:
general correspondence files, reports, and

other records of the Office of Naval Intelli-
gence, Office of the Chief of Naval Oper-
ations, documenting the development and

execution of plans, policies, programs, and

procedures, and the performance of as-

signed functions.
Retention period: permanent.

(Z) INTELLIGENCE OFFICES GEN-
ERAL. CORRESPONDENCE FILES: records
of district intelligence offices, or of intelli-

gence offices (such as Intelligence Office,

COMNAVPHIL.IPPINES, COMNAVMARI-
ANAS, COMNAVJAPAN) performin similar
functions, relating to investigations and the

collection and evaluation of information, and

to plans, programs, and transactions per-
raining to the overall administration of the

office.
Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old.

(3) GENERAL CORRESPONDENCE
FILES relating to the routine internal op-

eration and administration of the intelli-

gence office.
Retention period: 2 years.

{4) CASE INVESTIGATION (HSTORY}
FILES: case history files of investigations

relating to individuals.

Retention period: permanent. Place
both derogatory cases (those contain-

ing derogatory reports) and nonde-
rogatory cases (those containing n__o
remarks of a derogatory nature) in

inactive files upon cornpletion of in-

vestigation. Transfer (in annual
blocks) inactive nonderogatory files

to nearest Federal Records Center
year later; transfer inactive deroga-
tory flies 2 years later.

(5) NATIONAL AGENCY CHECKS
(such as OPNAV-5510-397), copies of.
(Exclude master record copy showing re-

suits of check.
Retention period: (a) nonderogatory
copies (those showing no derogatory
inforrnation)--until information is re-

corded in master fLte index; der.-
copies (those showing derogato’y

]]’rmation)--6 months, then transfer

ChanEe 1

to nearest qualified Federal Records
Center for indefinite retention.

(6) SABOTAGE, ESPIONAGE, AND
WAR FRAUD INVESTIGATION REPORTS.
and memoranda.

Retention period.: indefinite. (Trans-
fer to nearest Federal Records Cen-
ter when 2 years old.

(7) INTELLIGENCE CARD INDEX
FILE: card index or other simila’r record
of ships, corporations, suspects, etc.

Retention period: permanent.

(8) SURVIVOR REPORTS: intelli-

gence offices information copies.
Retention period: 1 year.

(9) VESSEL FILES, including board-

ing reports and crew lists, maintained by
intelligence office s.

Retention period: year.

(I0) TELETYPE ROLLS: intelli-

gence offices copies of.
Retention period: Z years.

(II) COASTAL INFORMATION FILES:
reference files of district intelligence of-
fices consisting of information and data on

coastal areas, such as codes and signals,
distress calls (other than shipwreck rec-

ords covered in para. 3800(IZ) below),
signal lights, and related commerce and

travel reports.
Retention period: 1 year.

(12) SHIPWRECK FILES: reports
and related papers concerning shipwrecks.

Retention period: permanent.

(13) INFORMATION COPIES OF IN-
TELLIGENCE REPORTS or data when dis-

position (retention or destruction) is not

indicated by the forwarding authority.

These are copies of reports or data re-

ceived by activities or offices for informa-

tion ordy from hiher authority.
Retention period: 2 years, or until
no longer needed for reference or

information in connection with per-
formance of activity’s assigned
functions.

(14) COPIES OF REPORTS OF DATA
prepared locally and forwarded to higher

authority; supporting estimates and data.

Retention period_." 2 years or until no

longer needed for local reference or

information in connection with the

activity’ s mission.

(15) NAVAL ATTACHES RECORDS.
See para. 5710.
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(16) AEROSPACE TECHNICAL IN-
TELLIGENCE REPORTS OR STUDIES pro-
duced by Aerospace Technical Intelligence
Center, Wright Patterson Air Force Base,
Ohio: information copies accumulated by
naval activities.

Retention period: until obsolete (de-
leted from latest ATIC cumulative in-
dex of current publications),

3830 STRATEGIC INTELLIGENCE REC-
ORDS

(I) STRATEGIC INFORMATION
FILES: records containing war strategic
data.

Retention period: permanent.

3850 COUNTERINTELLIGENCE RECORDS
(I) COUNTERINTELLIGENCE FILES:

working files comprising data on individuals,
companies, associations, and other collec-
tive groups of individuals.

Retention period: I year after file is
closed, then check with Director of
Naval Intelligence to determine com-
pleteness of file; destroy when it is
determined that information is com-
pletely duplicated.

3900 RESEARCH AND DEVELOPMENT
RECON.DS GENERAL
These records are created by activities in
connection with technical and scientific re-
search and development programs relating
to the development of new concepts, tech-
niques, weapons, equipment, and materials,
or the improvement, modification, or re-
finement of existing techniques, weapons,
or materials. They involve all phases of
research and development, including plan-
ning and the establishment of requirements
and preliminary characteristics, experi-
mentation, design, engineering, modifica-
tion, testing, an.d acceptance. They are ac-
cunulated by research laboratories, test
and development centers, stations or units,
proving grounds, facilities, and other re-
search and development or testing activi-
ties or offices.

They include basic records created by re-
search and development activities that have
lasting scientific or research values, such
s those that document (a) program direc-

tion, review, and appraisal or analysis; (b)
the research activityts over-all organiza-
tion, functions, procedures, and operations;
or (c) the conduct of individual projects and

Scientific data accumulated during the ac-
complishment of a specific project generally
are reflected in laboratory notebooks and in
progress reports and final technical reports.
The reports reflect the progress and final
results of the research effort. But since
laboratory notebooks and other subsidiary
scientific papers show how these results
were achieved, they may possess potential
reference value for future scientific re-
search or for adjudicating patent and inven-
tion claims.

When specific research projects are of long
duration, much data of a repetitive, continu-
ing nature may accumulate from such proc-
esses as tests or experiments. The data are
usually recorded in rough noes, on punched
cards, electronic tapes, or comparable
media, and then condensed "in published re-
ports or statistical summaries so that scien-
tists may use it for comparative or other
purposeS. When the data is thus retained in
condensed form, the source material may be
considered disposable.

Technical reports and other data accumulated
by private commercial or research organiza-
tions performing research functions under
Navy contract are included in this (3900-3960)
series.

The term "project" as used here applies to
projects, subprojects, tasks, or project
phases. Where feasible, it may be desir-
able to consolidate related records into a
single project file. But if projects are of
long duration and the volume of records is
large, records relating to individual sub-
projects, tasks, or phases may be cut off
and transferred to records center or local
interim storage upon completion of the sub-
project, task, or phase and in the same
manner as for contract case files covered in
para. 4280.

The destruction provisions in this (3900)
series pertaining to technical research and
development records are permissive.

(I) PRIMARY PROGRAM RECORDS:

(a) General correspondence files
and other records of the Office of the Chief
of Naval Operations, the Office of the Com-
mandant ofthe Marine Corps, the Office of
Naval Research, and of other departmental

scientific and technical results and conclu- offices and bureaus concerned with the de-
sions that may be useful for future research, velopment and accomplishment of research

and development plans, programs, policies,
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and procedures relating to their assigned
missions.

Retention period: permanent. (Trans-
fer to center storage when no longer
needed on board.

(b) General correspondence files,
schedules, reports, and other papers of
other research and development activities,

departments or other organizational units

that reflect the overall operations and ad-

ministration of the research and develop-
ment function. These primarily are ac-

cumulated by field laboratories or other
research activities and offices responsible
for the performance, development, review,
and appraisal or analysis of research and
development projects (such as Naval
search Laboratory, Washington, D.C.
Naval Ordnance Laboratories; Technical
Devices Center, Port Washington; Air
Development Center; David Taylor Model
Basin; the Navy Unit, Army Chemical
Center; other medical, engineering, ships,
aeronautical, astronautical, and other ex-

perimental, research, development or

testing laboratories, facilities, etc. ).
Retention period: permanent. (Trans-
fer to inactive file when 5 years old
and to nearest Federal Records Cen-
ter 5 years later or when no longer
needed for local reference.

(2) GENERAL CORRESPONDENCE
FILES of activities and offices performing
research and development functions that re-
late to the routine internal operation and
administration of the office.

Retention period: 2. years.

(3) TECHNICAL BOARDS AND COM-
MITTEES FILES: records of boards and
committees studying assigned technical re-
search and development problems, includ-
ing requirements for or the authorization of
projects, the scheduling and phasing of
projects or programs, and the control and
coordination of various research and de-
velopment project phases or programs.
Files consist of agendas, directives,
minutes of meetings, papers relating to the
establishment, revision, or termination of
projects; and correspondence and other
papers reflecting the boards or committees’
actions, recommendations, and accom-
plishments

files.
(a) Official board or committee
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Retention period: permanent. (Trans-
fer to inactive file when 5 years old
and to the nearest Federal Records
Center 5 years later or when no

longer required for local research or

reference.

(b) Copies accumulated and used
by board or committee members in carrying

out their assigned tasks.
Retention period: 5 years or until no

longer needed for reference, as

appropriate.

(4) PROJECT FILES: project case

or other files maintained by laboratories
and other activities and offices responsible
for research and development functions,

reflecting a complete history of each proj-
ect from initiation through research, de-
velopment0 design, and testing to comple
tion. Include project authorization docu-
ments; project cards; technical character-
istics; test and trial results; drawings,
specifications, and photographs considered
essentil to document design, modification,
and engineering development; all technical
and progress reports (including reports re-

ceived from contractors); notices of comple-
tion; and correspondence influencing the di-
rection or course ofactiontaken on a project.

Retention period: permanent. (Trans-
fer to inactive project file upon com-

pletion or termination; transfer in-
active file to nearest Federal Records
Center when 5 years old or when no

longer needed for local reference.)

(5) PROGRESS REPORT RECORDS:
copies of reports showing initiation, prog-
ress, or degree of completion of projects,
submitted by research facilities, laborato-
ries, or "project" offices to higher author-
ity; feeder reports and related papers.

Retention period: reporting office

co__9_pies-Z years after completion or

cancellation of related projects; except
4 years after completion or cancella-
tion of related projects forlV[ARCORPS
activities;feeder reports used for com-

pilation of consolidated reports--until
submission of consolidated reports.
(6) PROJECT WORKING AND

CONTROL FILES: copies of documents es-

sentially duplicated in project case files;
preliminary sketches, drawings, specifi-
cations, charts, graphs, photographs;
other working papers determined not to be
of sufficient value to incorporate in project
case files, and related correspondence;

Change
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related project control and progress control
records.

Retention period: until completion or
cancellation of project or until purpose
has been served.

(7) LABORATORY DATA OR TECH-
NICAL NOTEBOOKS and other records con-
taining basic technical, research, and
scientific data of continuing value and re-
flectin progress and how results were
achieved.

Retention period: permanent. Trans-
fer to inactive file upon completion of
related projects or when Notebooks
are filled; transfer inactive file to
nearest Federal Records Center when
5 years old or when no longer needed
by the individual (engineer, scientist,
or technician).

(8) TECHNICAL WORKING DATA
accumulated during research and develop-
ment and testing operations that do not
pertain to individual projects or ass-
ments. (Sumnary and usable data having
continuing value are contained in technical
reports or retained laboratory notebooks
or other records.

Retention period: 5 years or until
superseded or obsolete.

(9) TECHNICAL LABORATORY
WORKING PAPERS (other than laboratory
or technical notebooks): technical notes
and data, measurements, formulas, graphs,
drawings, and other similar material ac-
cumulated in connection with specific re-
search, development, and testing projects.
These essentially are summarized in or
used as the basis for preparation of reports
but continue to have temporary research
value a/ter projectWs completion.

Retention period: I0 years fter
preparation of final report or termi-
nation of project, whichever is later.
(Transfer to nearest Federal Rec-
ords Center 5 years after completion
or termination of project.

(10) TECHNICAL REPORT FILES:
official (master) file copy of each published
technical report (or unpublished manuscript
of report)prepared ffco’mection with a
project or task. ese reports summarize
the progress and findings and conclusions
reached relative to specific projects; they
also may clarify and supplement informa-
tion contained in work laboratory notebooks
and other source data.

Disposal of Navy and Marine Corps Records

Retention period: permanent. (Trans-
fer to inactive file when 2 years old;
transfer inactive file to nearest Fed-
era1 Records Center when 5 years old.

(I I) TECHNICAL REFERENCE FILES:
copies of technical reports, publications,
specifications, drawings, and other techni-
cal or scientific data received from other
sources and used as a reference source in
the performance of research and develop-
ment functions. (Exclude official file copies
of reports and other documents designated
in para. 3900(10) above and elsewhere in
this (3900) series as permanent records.

Retention period: until superseded
or cancelled or until no longer needed
for reference purposes.

(12) DRAWINGS AND SPECIFICATION
FILES: official file copy of each drawing
and Specification showing final design, test
procedures, and technical characteristics
of items developed. These records are use-
ful adjuncts to the files described in para.
3900(4), (7), and (8) above. The drawings
show in visual form the mechanical and
other physical characteristics of the items
developed, and the specifications explain
these characteristics in detail. These are
essential for production and servicing of
the item developed, and for modification,
redesign, or continuing research on the
items or related items.

.Retention period: permanent. (l.ace
m inactive file when superseded or
obsolete; transfer inactive file to
nearest Federal Records Center at
end of each year or when no longer
needed for local reference.

(13) FEASIBILITY STUDY FILES:
files relating to exploration of the feasibil-
ity of unsolicited proposals for projects
received from individuals.

Retention period: file proposals re-

sultin in authorized projects m re-
lated project case file; destroy re-
jected proposals year after co
pletion of investigation.

(14) RESEARCH CONTRACT OR
AGREEMENT FILES: formal contracts or
agreements with universities, commercial
concerns, individuals, and others for re-
search and development work; related
papers. (Exclude technical or scientific
data furnishe’d the" Department of the Navy
pursuant to the terms of contracts or
agreements.) Apply para. 4280(I).
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(15) LOGS OR OTHER CONTROL
RECORDS for project or task asign-
ments, for project approvals or disap-

provals, or for research procurement
justifications and approvals.

Retention period: 2 years, or until

completion of projectj as appro-
priate.

(16) REFERENCE FILES OF TECH-
NICAL PUBLICATIONS AND DATA: copies
of publications, reports, test data, project
reports, and other similar documents

originated by other government agencies or

by private companies or institutions.
Retention period: until superseded or

obsolete or no longer needed for
reference.

(17) OFFICE OF NAVAL RESEARCH
BRANCH OFFICES RECORDS:

(a) General correspondence files,

including reports of ONR Branch Offices.

(Exclude primary program records of the

Office of Naval Research, Washington, D.C.
and the Naval Re’search Laboratory, Wash-
ington, D.C. covered in para. 3900(I).

Retention period: 2 years, re-
tain on board copies of administrative
and organizational histories (see para.
5750) until office is disestablished.

(b) ONR periodic reports: copies
of reports submitted to the Office of Naval
Research, Washington, D.C. or to other

higher authority, and copies of reports re-

ceived from other branch offices.
Retention period: 1 year.

(c) Status reports submitted
periodically by contractors to report on

progress of scientific projects.
Retention period: 2 years, provided
related technical report has been
issued.

(d) Technical reports submitted
by contractors upon completion of a particu-
lar contract or of a project or contract
phase, or when significant results are to
be reported. (Exclude master copies of
reports accumulated by Office of Naval
search, Washington, D.C. and covered in

para. 3900(I0) above.
Retention period: until report or sub-

ject areas of reports are no longer
considered pertinent or necessary to
the performance of the local office’s
functions.

SECNAVINST P5212.5B
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(e) Disapproved proposals (for
research projects or contracts): corre-

spondence and other documents relating to

rejected or disapproved proposals for re-
search projects. Proposals may be re-
ceived from individuals, commercial firms,

private institutions, and others.
Retention period: 2 years, provided_.
that at the expiration of this period
the proposal is still in a "rejected"
status.

(f) Correspondence pertaining
to general naval research or scientific
matters but not relating to a specific proj-
ect, contract, or proposal.

Retention period: 2 years.

(g) ONR research contract or

project order record cards, including
subsidiary contracts control cards: index
or control record of each task, project
order, or contract.

Retention period: until completion or
termination of order, task, or con-

tract, then file in contract case file
and handle in accordance with par.
4280.

(h) Contract and Purchase Order

ICase) Files: original proposals, project
justifications, correspondence, and other
documents pertaining to the award and ad-
ministration of tontracts or orders, bids,

receipt and inspection papers, subse-
quent payment records, and other support-
ing documents. Apply para. 4280.

(i) Correspondence and other

papers pertainin to llcense matters under

specific contracts (including patent clauses
thereunder), assignments, license ap-
provals, and agreements obtained.

Retention period: permanent. (Retain
on board until 2 years after termi-
nation of contract or of patent in-

volved in agreement, whichever is

earlier, then transfer to nearest
Federal Records Center.

(j) Patent clause (contract)
records: card or other index record of
designated contracts containing patent
clauses, and of inventions reported, agree-
ments obtained, and assignments and li-

censes approved thereunder.
Retention period: 2 years ater ter-

mination of contract or 2 years after
termination of patent agreement,
whichever is earlier.
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(k) General correspondence files
accumulated by ONR branch offices per-
taining to naval contract matters and related
functions. (Exclude correspondence relat-
ing to specific contracts and filed in con-
tract case files.

Retention period: 2 years.

(I) Other records relatin to
patents, copyrights, in’ventions, and
trademarks. Apply para. 5870.

3930 RESEARCH AND DEVELOPMENT
PRO.TECT RECORDS

(I) PROJECT CASE FILES. Apply
para. 3900(4 ).

(2) OTHER PROJECT RECORDS.
See para. 3900.

3960 TEST AND EVALUATION RECORDS

(I) SUMMARY TESTING AD EVAL-
UATION RECORDS AND DATA FOR NAVAL
MATERIALS (weapons, components, equip-
ment, etc. ). (See also para. 3900(4) and
(7).)

Retention period: permanent. (Trans-
fer to inactive file upon completion of
project and to nearest Federal Rec-
ords Center 5 years later.

(2) DETAIL TESTING DATA and other
technical records accumulated in connection

Disposal of Navy and Marine Corps Records

with testing and evaluation operations. (See
also paras. 3900(8) and (9).)

Retention period: 5 years, provided
summary results are contained n
technical reports or in permanent
laboratory records, except that working
papers may be destroy--’ upon completion
o testing operation or when purpose has
been served.

(3) RESEARCH AND DEVELOPMENT
TEST, EVALUATION, AND INSPECTION
REPORTS: copies accumulated by labora-
tories or facilities in connection with their
research, development, and testing func-
tions. (Exclude reports filed in project
case files covered in para. 3900(4).

Retention period: 5 years, provided
action is completed and summarized
in permanent records, except i re-
port requires major’long- action
by the laboratory or facility retain
for I0 years.

(4) LOG OR INDEX CONTROL REC-
ORDS of testing operations and of material
received for analysis, maintained by labo-
ratories or other testing facilities.

Retention period: 5 years.

(5) CARD (INDEX) RECORDS OF
TEST REPORTS or other test records.
Dispose of in the same manner and at the
same time as the basic records.

(6) OTHER TEST AND EVALUA-
TION RECORDS. See para. 3900.
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CHAPTER 4

LOGISTIC RECORDS
4000-4999

The records described in this chapter relate
to all aspects of Navy and Marine Corps
logistical operations--the furnishing of sup-
plies, equipment, and services (including
personal services) to the Department of
the Navy. They relate to procurement;
contract inspection; supply issue and dis-
tribution; supply handling; packaging and
storage; inventory control; travel and
transportation (passenger and freight);
maintenance, construction, and conver-
sion; current production and industrial
mobilization planning; and foreign military
assistance (mutual security and military
sales). These records are accumulated by
departmental and field supply, procurement,
or other logistical activities or offices, or

other organizational units (including naval
district or river command headquarters,
field commands, shipyards, naval stations,
laboratories, etc.).

Exceptions to Disposal Standards. Regard-
less of authorizations in this manual, rec-
ords directly relating to matters listed be-
low will not be destroyed until final clear-
ance or settlement of the case:

An outstanding exception by the Gen-
eral Accounting Office.
An outstanding claim for or against
the United States.
A case under litigation.
An incomplete investigation.

4000 LOGISTIC RECORDS GENERAL

(1) P’RIMARY PROGRAM RECORDS:
correspondence, reports, studies, and other
records that document the establishment,
development, and accomplishment of naval
logistics policies, plans, and programs.
These records are maintained by the Bureau
of Supplies and Accounts, Headquarters Ma-
rine Corps, the Office of the Chief of Naval
Material, the Assistant Secretary of the Navy
(Installations and Logistics), technical bu-
reaus, and single-manager supply agents
under the operational control of the Depart-
ment of the Navy.

Retention period: permanent. (Trans-
fer to nearest Federal Records Center
when 2 years old.)

(Z) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: files of all supply
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activities and offices (departmental and
field) and of departments, divisions, or

other organizational units of activities and
offices relating to the operation and ad-
ministration of logistic operations (_other
than records covered in para. 4000(I) above.)

Retention period:

a. Inventory control points (pro-
gram manager and major logistical
activities and selling activities): that

of the files that documents the
ment and accomplishment of

significant plans, special programs,
studies, or projects--5 years; remain-

ing portion--Z years.

b. Other activities--Z years, except
Marine Corps supply activities and
centers will retain for 3 years.

(3) LOGISTICAL REPORTS relating
to all phases of logistics management (other
than those specifically covered elsewhere in
this chapter) submitted to or summarized in

reports to higher authority.
Retention period: 2 years.

4010 SCRAP AND SALVAGEABLE MATE-
RIAL RECORDS

These records are accumulated by activi-
ties and.units performing functions relating
to the handling of scrap and salvageable
materials.

(I) SCRAP OR SALVAGEABLE MA-
TERIAL REPORTS: copies of reports sub-
mitted to higher authority; related corre-
spondence and papers (other than reports
covered in para. 4010(2) below).

Retention period: Z years.

(Z) RECORDS RELATING TO THE
SALVAGE AND DISPOSAL OF SCRAP BY
PRIVATE CONTRACTORS: correspondence,
declarations from contractors, invoices,
memoranda approving payment, and other
related and supporting papers.

Retention period: 4 years.

(3) SHIP SALVAGE RECORDS. See
para. 9940.

(4) RECORDS REGARDING SALESOF
SCRAP AND SALVAGEABLE MATERIAL.
See para. 4530.

Change
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40Z0 PETROLEUM RECORDS

(I) GENERAL CORRESPONDENCE
FILES and reports relating to the internal
operation and administration of petroleum
supply functions.

Retentionperiod: Z years. (See
para. 10340 for other fuel records.

(Z) MILITARY PETROLEUM SUP-
PLY RECORDS:

(a) Primary program records.
See para. 4000(1).

(h) Fuel reports prepared or ac-
cumulated by military petroleum supply ac-
tivities at the departmental level for fuel
procurement management purposes. (See
para. 10340 for other fuel reports.) Include
Petroleum Products Status and Program
Reports (such as DD-531), reports of bulk
(fuel) fillings, and fuel production or output
reports (such as aviation gasoline and alkyl-
ate reports).

Retention period: Navy Department
summary reports--5 years; activities
reports, includin feeder reports, used
to compile or prepare summary re-
ports - years.

(3) SOURCE DATA FILES: pam-
phlets, bulletins, catalogs and other publi-
cations, industry analyses, copies of sta-
tistical and analytical reports, and other
similar informational materials and data
pertaining to fuel (petroleum) matters (in-
cluding production, usage, consumption, ex-
port and import, and international com-
merce). These records are used only for
reference purposes and to facilitate plan-
ning a.nd local action for the procurement
and distribution of petroleum.

Retention period: until superseded,
cancelled, obsolete, or until purpose
has been served.

(4) NAVAL PETROLEUM AND OIL
SHALE RESERVES, OFFICES OF INSPEC-
TORS OF:

(a) Well logs and surveys; engi-
neerin survey and exploratory and devel-
opment recoros.

Retention period: indefinite.

(b) Gaugers Field Books and
run tickets.

Retention period: 7 years, except re-
tain indefinitely if statutes of limita-
tion do not apply.

Change
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(c) Other records. Apply 4355
and other pertinent subject-matter paragraphs.
4030 PACKAGING RECORDS

(I) CORRESPONDENCE, REPORTS,
AND RELATED PAPERS ACCUMULATED
BY ACTIVITIES AND OFFICES IN CON-
NECTION WITH THE OPERATION AND AD-
MINISTRATION OF NAVAL PACKAGING
PROGRAMS AND TECHNIQUES, including
cleaning, preservation, packing, marking,

reau of Supplies and Accounts or of other
technical bureaus or offices).

Retention period: - years.
4050 HOUSEHOLD GOODS AND PERSONAL
PROPERTY RECORDS

(1) HOUSEHOLD GOODS CONTRACT
FILES: contract records relating to the
packing, shipment, or storage of household
and personal goods. See para. 4280.

(2) HOUSEHOLD GOODS SHIPMENT
FILES: bills of lading, shipment orders,
and supporting papers relating to the pack-
ing and shipment of household goods and
other persona/property. See para. 4610.

(3) PERSONAL PROPERTY DIS-
POSAL (CASE) FILES: records relating to
the receipt, storage, and disposal of lost,
abandoned, or unclaimed personal property
and personal effects of 6eceased or missing
persons; related cards or other index con-
trol records.

Retention period: 2 years after date
of delivery if personal property and
effects are returned to proper recip-
ien__t; 5 years after property is sold or
otherwise disposed of if property is
unclaimed, if property is un-
claimed because person is deceased or
missing, retain until 8 years after date
of death (or date of determination that
missing person is deceased) of naval
personnel and 6 years after disposa/ of
personal effects of Marine Corps per-
sonnel.

4060 PERSONAL SERVICE RECORDS

(1) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: correspondence, re-
ports, and other records relating to the
internal operation and administration of
personal and special services (such as cafe-
terias, lundries, commissary stores, ships
stores, hostess houses, recreation funds,
etc.) (other than primary program records
covered in para. 4000(I) and 7000(I)).

II-4-Z
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(2) FINANCIAL AND OTHER REC-
ORDS OF PERSONAL SERVICE ACTIVITIES
operated with nonappropriated funds. See
paras. 1746 and 7010.

(3) PERSONNEL RECORDS OF EM-
PLOYEES OF ACTIVITIES OPERATED
WITH NONAPPROPRIATED FUNDS. Apply
provisions of chapter 12 for similar records
for civil service personnel, except mark any

personnel records transferred to the Fed-

eral Records Center, 111 Winnebago Street,

St. Louis, Mo., "Nonappropriated Fund
Employee Records"

4064 LAUNDRY RECORDS

(I) RECORDS OF LAUNDRY AND
DRY CLEANING ESTABLISHMENTS (such
as those at naval hospitals and Marine Corps
activities) operated with appropriated or

nonappropriated funds:

(a) Internal operating and pro=
duction records, such as dry cleaning ancl

laundry receipts, delivery records, pick-up
records, daily or other production records,
and similar papers.

Retention .eriod: year, 3
years for Marine Corps activities.

(b) Financial accounting records
of dry cleaning establishments operated
with appropriated funds. Apply pertinent
provisions of chapter 7.

(c) Financial and other records
of nonappropriated fund laundries. Apply
para. 7010.

4065 COMMISSARY STORES RECORDS

(1) GENERAL CORRESPONDENCE
FILES, including reports and related pa-
pers0 concerning the internal operation and

administration of commissary store func-
tions. Include copies of monthly operating
reports submitted to higher authority.

Retention period: 2 years.

(7.) COMMISSARY STORES RETURNS,
including records of the Marine Corps com-

missary store officer, and manual stores
returns for each accounting period and

summarizing sales and receipt or procure-
ment of supplies. See para. 7323{I).

(3) OTHER COMMISSARY STORES
RECORDS. Apply pertinent subject-matter
instructions throughout this manual.

4066 EXCHANGE REQRDS
(I) ACTIVITIES ADMINISTRATIVE

FILES (not specifically designated in other
file categories of para. 4066):

(a) Navy Exchange general cor-

respondence files.
Retention period: 2 years, except re-

tain those documenting the o--r -all
administration of the Exchange for 4
years.

(b) Marine Corps Exchange rec-

ords:

II-4 3

1. Correspondence pertaining
to the establishment of Exchanges, interpre-
tations of regulations, directives concerning
the administration of nonappropriated funds,

and instructions received from the Inspector
General regarding auditing procedures.

Retention period: until superseded or

cancelled.

2. All records pertaining to
the administration and operation of Marine

Corps Exchanges. These records include
but are not restricted to correspondence,
invoices, requisitions, inventory sheets, fi-
nancial reports, daily reports of cash re-

ceipts, books of original entry, a11 subsidi-
ary ledgers, check registers, paid checks,

miscellaneous vouchers, and purchase or-
ders.

Retention period: 4 years. Upon dis-
bandment of the fund or dsestablish-
ment of the unit, forward records not

yet audited to Commandant of the Ma-
rine Corps (CHX).

3. Sales chits for purchases.
Retention period: until audited by a

representative of the Inspector Gen-
eral, Marine Corps.

(c) Applications for Exchange
permits. See para. 551(I0).

(d) Reference copies of various
standard contract forms (such as dry clean-
ing, gasoline, and laundry contracts) main-

tained by service departments. See para.
4Z80(Z).

(e) Card or other control rec-

ords (such as Number Control Record,
If0) of purchase requests or goods received.

Retention period: 2 years.

(Z) PERSONNEL FILES: corre-
spondence and other records relating to

personal service employees:

(a) Employee History Files:
Personnel Information Questionnaires,

Changes in Payroll Status, Requests for
Payment (Death Benefits), Designation of
Beneficiaries, and Employee Leave Rec-
ord Cards (final summary cards only).

Change
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Retention period: indefinite. Place in
inactive file upon termination of em-
ployment. Transfer inactive files in
annual blocks to Federal Records Cen-
ter, 111 Winnebago St., St. Louis, Mo.
when 1 year old; clearly mark these
"Nonappropriated Fund Employee Rec-
ords ".

(b) Indoctrination Check Lists
and Trainin Records.

Retention period: month.

(c) Absence Authorization Slips.
Retention period: year.

(d) Applications for Fidelity
Bonds.

Retention period: Z years after indi-
vidual leaves activity’s employ.

(3) PAYROLL FILES: records re-
lating specifically to Echange payrolls:

(a) Employee Earnings Records
(such as SS-133): summary record of em-
ployee’s earnings.

Retention period: indefinite. (Trans-
fer to Federal Records Center, 111
Winnebago St. ,St. Louis, Mo. when
4 years old. Clearly mark these
"Nonappropriated Fund Employee
Records".

(b) Payroll Savings Authoriza-
tions (such as NAVCOMPT-585), and Rec-
ords of Payroll Savings (such as NAV-
COM1T-S86).

Retention period: 2 years after super-
seded or cancelled.

(c) Overtime Authorizations.
Retention period: I year.

(d) Tax Withholding Exemption
Certificates (such as Treasury-W-4)

Retention period: 4 years after can-
cellation or superseded by new
certificate.

(e) Time Cards (SS-130),
roll Registers (SS-132), and Employers’
Quarterly Federal Tax Returns (Treasury-
941 ).

Retention period: 4 years.

(4) MERCHANDISE INVENTORY
FILES: detailed supporting documents per-
taining to merchandise inventories at ex-
changes. Include such records as Mer-

Disposal of Navy and Marine Corps Records

chandise Transfers "Out", Merchandise
Transfers "In", and Inter-Exchange Trans-
fer s (SS- - ); Departmental Summary
Record-Net Transfers, Departmental Sum-
mary Record-Department Physical Inventory,
and Departmental’Summary Record-Retail
Price Changes (SS- 113); Adding Machine
Tapes of Total Cost and Total Retail Value
of Transfers; Retail Inventory Record and
Cost of Sales (IDP-4); Price Line Inventory
Sheets (SS- 155); Location and Accountabil-
ity Reports (SS-190); Inventory Aging Sum-
maries (SS-67); Merchandise Inventory
Summaries (SS-94); Inventory Affidavits;
Inventory Count Sheets and Departmental
Summary Sheets (SS-140).

Retention period: 2 years.

(5) REPORTS OF GOODS RECEIVED
FILES: records relating to the receipt of
merchandise, including copies of Reports
of Goods Received, Supplementary Reports
of Goods Received, and related shipping
documents.

Retention period: 2 years.

(6) STOCK CONTROL FILES: ec-
ords used by management for the control
and procurement of merchandise stored at
warehouses and on the sales floor, such as
Unit Merchandise Records, Stock Record
Cards (such as NAVSANDA-766 ), and Stock
Replenishment Cards.

Retention period: Z years.

(7) OPERATIONS FILES RELATING
TO FORECASTS OF. EXCHANGE OPERA-
TIONS and the reporting of actual operating
results, maintained by navy exchanges:

(a) Sample Shipment Sales
ports and Listings of Open Orders.

Retention period: 1 year.

(b) Other files relating to fore-
casts of Echange operations, including
such records as Open-to-Buy (SS-98/99),
Buying Plans (SS-148), Operating Fore-
casts (SS- 198), Departmental Operating
Forecasts, Retail (SS-198A), Departmental
Operating Forecast Services (SS- 198B),
copies of Open-to-Buy Plans (SS-189),
Open-to-Buy Status Reports (lIR-48), Op-
erating Statements (IDP-I), Reports of
Departmental Operations -Retail (IDP-Z),
Reports of Departmental Operations-
Services (IDP-3), Distributions of Ex-
change Net Profits (NSSO- 168).

Retention period: Z years.

Change I
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(8) SALES AND CASH FILES:
records relating to sales, cash control,

and cash disbursements of personal serv-

ices operations

(a) Listings of Cash Received

(such as SS-Z03), copies of.
Retention period: 3 months.

(b) Daily sales slips, such as

Sales Tallies (SS-118), Sales Slips-for-Retail *
Items of SS.00 or More (SS-141), and copies
of Salespersons Daily Cash Reports (SS-120),
original sales slips for packaged alcoholic
beverages.

Retention period: year.
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(c) Check Resisters, Check Re-
ister Transmittal Reports (SS-I08), Sales-
ersons Daily Cash Reports (SS-IZ0), Daily
ales Summaries (SS-199), Daily Cash -Sales Summary Worksheets

I), Cash Payment Receipts (SS-Z04),
Cash Reister Tapes, Bank Deposit Slips,
Petty Cash Vouchers (SS-109), copies of
Analyses of Returned Checks (SS-149), Ma-
rine Corps reports of cash receipts.

Retention period: 4 years.

(9) FINANCLAL REPORTS, BOOKS OF
ORIGINAL ENTRY, ALL SUBSIDIARY LEDG-
ERS, PAID CHECKS, MISCELLANEOUS
VOUCHERS, PURCHASE ORDERS, IN-
VOICES, AND RECUISITIONS.

Retention period: 4 years.

Change
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(9) SALES TAX FILES: records re-

lating to the collection and payment of Fed-
eral excise taxes on exchange merchandise,
consisting of such forms as DaLly TaLly
Federal Excise Taxes Collected (SS-161),
Retailers Excise Tax TaLly Summaries
(SS-162), Retail Dealers Excise Tax Forms
(Treasury-728A).

Retention period: 4 years.

(I0) INSURANCE FILES: corre-
spondence and other records relating to the
personal service operations insurance pro-
gram, consisting of such records as Re-
quests for Wage and Separation Information,
Unemployment Compensation for Federal
Employees (ES-931); Verification of Wage
and Separation Information (ES-936); Re-
quests for In/ormation or Reconsideration
of Federal Findings (ES-941); and copies
of Merchandise Loss Reports (SS-150);
Equipment Loss Reports (SS-151); Loss or
Damage Claims (SS-169); Overseas Trans-
shipment Cargo Loss Reports (SS-194);
Employers’ First Reports of Injury or
Occupational Disease (US-202); Premises
Accidents (Ins. Co. No. 4 Copy); Automo-
bile Accident or Loss (ins. Co. No. 4 Copy);
Proof of Loss (Employee Fidelity) (Ins. Co.
No. 4 Copy); and Proof of Loss (Burglary,
Robbery, Theft or Larceny)(Ins. Co. No. 4
Copy ).

Retention period: 2 years.

(I I) SERVICE DEPARTMENT OR UNIT
OPERATING FILES: records relating to
services performed, operating and cost re-

ports, and cost control records. Include
such records as Daily Reports of Operations-
Service Stations (SS-163) (copies of month-
end reports submitted to Navy Stores Supply
Office); Auto Repair Shop Job Sheets, Week-
ly Operating Reports by departments (SS-
403); Monthly Laundry, Tailoring and Dry
Cleaning Reports (SS-404); Daily Cost Con-
trols (SS-IgSA); Monthly Cost Control Sum-
rnaries (SS-183B); MobLle Unit Control
Sheets (SS-183C); Item Cost Cards (SS-Ig4A);
Batch Cost Cards (SS-Ig4B); Monthly Per-
sonal Services Reports (SS- 196); Monthly
Vending Machine Reports (SS-402); and Tai-
lor Shop DaLly Work Progress Reports
{ss-407 ).

Retention period: 1 year.

(12) PAID INVOICE FILE: corre-
spondence and other records relating to the
procurement and payment of merchandise
for personal services operations. Include
such records as copies of vendors invoices:
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Remittance Statements (SS-I06), Charge-
backs or Credits to Vendors (SS-I05);
Purchase Orders (SS-101); Approved In-
voice Registers (IDP-II); and Cancellation
Notice (SS- 102).

Retention period: 2 years.

(13) ACCOUNTING FILES: account-
ing documents for personal services opera-
tions, not specifically covered elsewhere
in this (4066) paragraph.

(a) Monthly Detail Ledgers (such
as IDP-9) filed by department and account.

Retention period: until receipt of
next month’s report.

(b) Registers of Accounting
Transactions (such as IDP-10).

Retention period: until receipt of
Monthly Detail Ledger (such as
IDP-9) at end of month.

(c) Accountin reports: copies
of reports such as Statements of Accounts
Balances (SS-87), Detail Supporting State-
ments (SS-88), Statements of Accounts Re-
ceivable (SS-15Z), Accrual Reports (SS-89),
Fiscal Year-End Check Lists of Account-
ing Documents (SS-90), Cancellation No-
tices (SS-102), Chargebacks or Credits to
Vendors (SS-105), Retail Price Changes
(SS-Ill), Merchandise Transfers (SS-I12),
Monthly Reports of Account Balances
(SS-I15), Ledger Sheets (3S-I17), Journal
Vouchers (SS-134), Accrual Journal Vou-
chers (SS-193), and machine record listings
of fixed assets.

Retention period: 2 years.

(d) Current Fixed Asset Record
Cards (such as SS-I07). Forward with
item when item is transferred to another
activity.

4100 CONSERVATION AND UTILIZATION
OF MATERIAL RESOURCES (INCLUDING
BASIC MATERIALS) RECORDS GENERAL

(I) REPORTS RELATING TO CON-
SERVATION AND UTILIZATION OF MATE-
RIAL RESOURCES PROGRAM: copies of
reports submitted to higher authority.

Retention period: 2 years.

4120 STANDARDIZATION RECORDS

(1) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES, REPORTS, AND RE-
LATED PAPERS PERTAINING TO NAVY
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AND DEPARTMENT OF DEFENSE STAND-
ARDIZATION AND INTERCHANGEABILITY
PROGRAMS AND TO QUALIFIED PROD-
UCTS LISTS, including reports relating to
the standardization of commodities in the
Federal Supply Classification System.

Retention period: 2 years.

(2) RECORDS USED IN THE PREP-
ARATION AND UTILIZATION OF SPECI-
FICATIONS, STANDARDS, QUALIFIED
PRODUCTS LISTS, AND INTERCHANGE-
ABILITY ITEMS.

Retention period: until superseded or
cancelled, or until related equipment
or material is obsolete to the Navy or
the Marine Corps or to all military
departments and the records are of no
concern to the other military ser-
vices, as appropriate.

4121 SPECIFICATION RECORDS

(1) SPECIFICATIONS AND STAND-
ARDS OR PLANS AND DRAWINGS FOR
MATERIALS AND EQUIPMENT. Include
those relating to Federal, Military (MIL
and JAN), Navy Department (including
Marine Corps), and other specifications
and standards and engineering plans and
drawings for naval naterials and equip-
ment.

Retention period: until superseded or
cancelled or purpose has been served,

that activity or office having
al design or procurement cog-

nizance or that is assigned Depart-
ment of Defense specification coor-
dination cognizance will retain orig-
inal or other master copy perma-
nently or until microfilmed. (See
also para. 4121(2) below.

(2) SPECIFICATION AND STAND-
ARDS OR DESIGN (CASE) FILES:

(a) Master Files: those files
accumulated by naval activities or offices
having design, procurement, or specifica-
tion cognizance of items or having Depart-
ment of Defense coordination control of
items. Consist of master copy (original or
master microfilm negative or other repro-
ducible thereof} of final approved drawing
or plan or specificatio: or standard, to-
gether with summary papers pertinent to
the development and final approval of the
specification, standard, drawing or plan.
Include Summary Requirement and Test
Procedures {RTP’s} and copies of change
notices or modifying directives.
working, background nd progressing pap-
ers covered in subpara. (c) below.

Disposal of Navy and Marine Corps Records

Retention period: permanent. Place
in inactive file upon completion or
when item becomes obsolete; transfer
inactive file annually to nearest Fed-
eral Records Center, see also
technical subject-matter series for
special transfer instructions for mas-
ter plans and drawings for ordnance
material (para. 8000(5)), aeronautical
material (para. 13000(4)), and ships
plans (para. 9020(I) and (2)). When
cognizance is transferred, transfer
file to new cognizant activity.

(b) Reference case Files: files
accumulated for reference purposes only.

Retention period: until specification
is approved, cancelled, or super-
seded or until file is no longer needed
for reference purposes.

(c) Other Case Files: prelimi-
nary drafts or diagrams of specifications
or standards, test results comments,
working and progressing papers, and other
records accumulated in connection with
the development or modification of speci-
fications (other than master fle covered
in subpara. (a) above).

Retention period: 2 years.

(3) SPECIFICATION REPORTS, in-
cluding design specification reports, to-

gether with related correspondence, back-
ground data, and other related papers:
copies of reports submitted to activity or
office assigned cognizance over the equip-
ment or material items.

Retention period: 1 year.

4122 STANDARDS RECORDS. Apply pars.
411.

4123 QUALIFIED PRODUCTS LISTS

(1) QUALIFIED PRODUCTS LISTS:
copies of.

Retention period: until superseded or
cancelled or until no longer needed
for reference purposes.

4-00 PROCUREMENT RECORDS
GENERAL

The records in this (4200-4399) series are
accumulated by activities and offices in con-
nection with their performance of all aspects
of procurement functions. The series cov-
ers records documenting all types of con-
tracts, including fixed-price, cost, cost-
plus-fixed-fee, cost reinbursable, and
incentive-type contracts; facility contracts;
construction and maintenance contracts;
letter contracts; letters of intent; purchase
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orders; and any other type of contractual
agreement. Also included are amend-
ments, changes, and supplementary agree-
ments to any procurement action.

(2) OTHER COORDINATED PRO-
CUREMENT AND CROSS-SERVICING REC-
ORDS. Apply provisions for the particular
subject-matter involved.

{1) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES RELATING TO ALL
PROCUREMENT OPERATIONS.

Retention period: 2 years, except
that major procurement actwill
retain that portion of their files, in-

cluding final reports or studies, that
documents the overall direction and
management of procurement functions
and that prescribes general policies,
procedures, and programs, for 5
years. {See pars. 4000{1) for pri-
mary program records.I

(2) PROCUREMENT REPORTS AND
RELATED PAPERS: copies of procurement
activity, actions, and statistical reports
submitted to higher authority; feeder re-

ports summarized in other reports. Include
purchase statistical reports by program,
dollar value, type, etc., other contract
summaries, activity or termination re-

ports, and other statistical reports. (Ex-
clude copies of reports relating to .specc
contracts or orders to be filed in individual
case files covered in pars. 4280.)

Retention period: 2 years, except
year for copies of Individual Procure-
ment Action Reports (such as DD-350)
used to prepare statistical reports for
submission to higher authority.

(3) BIDDERS RECORDS: records of

qualified or disqualified bidders, bidders

mailing lists (such as DD-558-I), bidders
list applications (such as Std-129), and
other similar or related papers.

Retention period: until superseded or
cancelled, or until company is re-

moved from qualified bidders list or

other record.

4215 COORDINATED PROCUREMENT
IWITHIN DEPARTMENT OF DEFENSE
RECORDS

(i) PRIMARY PROGRAM RECORDS:
general correspondence files and other
records of the Office of Naval Material and
the Assistant Secretary of the Navy (Instal-
lations and Logistics) that document the

development and execution of coordinated
procurement plans, programs, policies, and
procedures.

Retention period: permanent.

II-4-7

(3) SINGLE-MANAGER PROCURE-
MENT OR SUPPLY AGENCY RECORDS.
These are records accumulated by activities

assigned joint (Army, Navy, Air Force)
procurement or supply responsibility for
designated materials. Program records of
the single-manager agent or supply activity
(together with records of other activities
accumulated in the direct performance of
functions for the single-manager agent or

agency) will be handled in accordance with
disposal provisions of the Department or

agency (such as Defense Supply Agency) as-

signed management responsibility. Records
accumulated by the individual services in
connection with their own internal manage-
ment of Defense Supply Agency or single-
manager agent procured materials will be
handled in accordance with disposal pro-
visions of the individual Department.

4220 INTERDEPARTMENTAL PROCURE-
MENT (GOVERNMENT) RECORDS

(I) INTERDEPARTMENTAL PRO-
CUREMENT REQUESTS (such as DD-448
and 448c ), Military Interdepartmental
Purchase Bequests, and similar or related
documents.

Retention per:od: 2 years, except
apply provisions of para. 4280 to offi-
cial commitment documents, includ-
ing procurement agreements and pur-
chase orders.

4235 REQUISITIONS AND OTHER MATE-
RIAL OR SERVICE REQUEST RECORDS

* (1) REQUISITION FILES: requisi-
tions, service or material requests, and
shipment orders for stock and materials,
together with supporting papers and corre-
spondence. These records show evidence of
requisitioning, issue, delivery, and receipt
of material or services (e.g., Requisitions,
DD-l145; service requests, including Engi-
neering Service Request (such as NAV-
DOCKS-2038 and 2039) Invoice/Shipping
Document, DD-1149; Requisition/Issue
Document, NAVSANDA-1093; Request for
Issue or Turn-ln, DD-II50) and Single Line
Item Transaction Cards (such as NAVMC-
I0493-SD and I0496-SD). (See chapter 7 for
accounting copies.)

(a) Issue copies. (See para.
4430(I) for proof of delivery copies.)

Change
.27 August 1964



SECNAVINST P5212.5B
Part II.Chapter 4

Retention period: 2 years after com-
pletion or cancellation of requisition,
except year after fiscal year in which
originated for Marine Corps activities.

(b) Copies used to request with-
drawals from current inventories and to
determine sources of withdrawals, including
supply and stock room copies.

Retention period: 6 months.

(c) Other copies.
Retention period: I year, except re-
tain copies used as suspense or rog-
ress or receipt controlrecords only
until completion (receipt of material
and completion of any required action)
or until cancellation, as appropriate.

(2) WORK AUTHORIZATION (JOB
ORDER) FILES: job or work orders, pro-
duction or manufacture orders, mill orders,
work requests or requisitions, work lists,
and other documents used for the authori-
zation and accomplishment of work; related
papers. (See chapter 7 for accounting
copies.

(a) Master copies.
Retention eriod: 2years after com-
pletion of job, except apply para.
4280 to master copy bf job orders per-
formed in connection with contracts.

TION

(b) Shop or equivalent copies.
Retention period: 6 months after com-
pletion of job.

(c) Other copies.
Retention period: year after com-
pletion of job, destroy suspense
or other copies maintained as prog-
ressing, scheduling, or other control
records upon completion of job and
any required action.

(3) SIGNED PROPERTY REQUISI-
OR CUSTODY RECEIPTS.
Retention period: until property is
returned.

(4) REQUISITION OR ORDER LOGS,
ISSUE JOURNALS, or other records main-
tained as a control or index or cross-
reference to order, requisition or invoice
files or to numbers assigned by the issuing
activity; equivalent manual logs or header
card files relating to requisition and invoice
numbers when stock function procedures
are mechanized.

Disposal of Navy and Marine Corps Records

Retention period: until related order,
requisition and invoice records are
destroyed.

4265 PRICING RECORDS

(1) GENERAL CORRESPONDENCE
FILES, reports, and other records of sup-
ply activities relating to the performance
of pricing functions, including standard
commodity pricing and the pricing of in-
ventories and of supplies procured or
offered for sale.

Retention period: 2 years.

(2) STANDARD PRICE CARDS FOR
STOCK ITEMS (such as NAVSANDA-820).

Retention period: until stock items
are removed from catalog or are no
longer needed for procurement or
supply management reference pur’-
poses.

($) PRICE ADJUSTMENT RECORDS:
stock price change adjustment sheets,
standard price adjustment sheets, and other
similar price change records.

Retention period: year.

4280 CONTRACT RECORDS

The instructions in this paragraph (4280)
apply to all ontract files accumulated in
connection with the performance of con-
tract, procurement, award, administra-
tion, inspection, payment, and other con-
tract and subcontract functions.

Definitions of "Contract" and "Subcontract"

Contract. The term "contract" means all
types of Government agreements and orders
for the procurement of supplies or services.
By way of description but without limitation,
it includes bids, awards and preliminary
notices of awards; fixed-price, cost, cost-
plus-fixed-fee, and incentive type contracts;
contracts providing for the issuance of job
orders, task orders or task letters there-
under; sales contracts; letter contracts,
letters of intent, and purchase orders. It
also includes amendments, modifications,
and supplemental agreements with respect
to the foregoing. The terms "contract"
and "prime contract" are synonymous.

Subcontract. The term "subcontract"
means any contract, agreement, or pur-
chase order, and any preliminary con-
tractual instrument, other than a
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Government contract, calling for the per-
formance of any work or for the making
or furnishing of any material required for
the performance of one or more Govern-
ment contracts. The term also includes
any such contract, agreement, purchase
order, or other instrument placed upon any
one or more subcontracts.

Definition of "Completion of Action". The
term "completion of action" for purposes of
this manual means the conclusion of all ac-
lion required or taken by the office accumu-

lating the records; that is, final payment
(by disbursing offices); the award (procure-
ment) and administration of contracts; the
receipt and inspection of material; or other
action, as appropriate.

Contract FLte Contents. As a guide, and
not an a11-1nclusive list, the following are
typical of the papers usually found in a
contract file. This list does not preclude
the inclusion of other documents that
rightfully support a contract.

(a) Basic Procurement Documents:
Invitation to Bid (such as Std-20, 21,
22, 28)

Schedules: Request for Proposals,
Proposals, and Price Schedules
(such as DD-746 and’746-1, NAV-
DOCKS-424)

Abstract of Bids (such as NAVSANDA-
103, NAVDOCKS- 18)

Award (such as Std-26)
Statement and Certificate of Award
(such as Std-1036)

Request for Authority to Contract
(such as NAVEXOS-270)

Alteration in Contract (such as
NAVEXOS 3302

Negotiated Contract (such as DD-1261.
DD-351 ); related findings and de-
terminations.

Construction and architectural-
engineering services contracts and
subcontracts (such as NAVDOKS-
202, 308, 1260, 1369, 1548).

Prime Contractor Request for Navy-
furnished Material (such as
NAVEXOS-3493

General Provisions (Cost-
reimbursement Type Contract /or

Experimental Development of Re-
search Work)(such as NAVEXOS-
3302, NAVDOCKS-119)

Acceptance of Proposal (Negotiated
Fixed-Price Contract) (such as
DD-746-2

(b)

(c)
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Contractor’s Statement of Contingent
or Other Fees for Soliciting or
Securing or Resulting from Award
of Contract (such as Std-llg)

Copy of Contract or Order
Contract Modifications (such as
NAVSANDA- 112

Copies of Endorsed PurChase Orders
and Change Orders

Bid Bond (such as Std-24)
Performance and Payment Bond (such
as Std-24, 25, 27, 34, 35)

Affidavit of Individual Surety (such as
Std-28)

Equipment Purchase Contract or
Rental Agreement (such as
NAVDOCKS- 192, 523)

Drawings and blueprints

Inspection Papers
Request for Inspection
Waiver of Usual Inspection Procedure
Material Inspection and Receiving
Reports (such as DD-250)

Release on Material Stamped "USN"
Notice of Rejection--Office of the
Supply Department (such as
NAVSANDA- 160

Report of Unsatisfactory or Defective
Material

Check List of Inspection Procedure
(used by Aeronautical Inspectors)

Labor Standard Inspection Report
(such as NAVDOCKS-2187)

Construction Inspector’s Daily Re-
port (such as NAVDOCKS-15?)

SHIPPING DATA:
Request for Government Bill of Lading
Routing Request and Routing Order
Receipted or Memo Copy of Govern-
ment Bill of Lading

Dray Ticket

(d) Contract Administration Correspond-
ence and Other Supporting Data

Correspondence (letters, messages,
memos of calls and visits)

Progress reports
Voucher and Purchase Order (such as
Purchase Order--Invoice--Voucher,
Std 44

Job Order
Invoice copy of Material Inspection
Report

Report on Government-Owned Ma-
chines, Tools, and Materials

Request for Navy Property (such as
NAVSANDA- 125

Royalty Report (such as DD-7g3)
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Disposal of Navy and Marine Corps Records

Orders for Supplies or Services or
Request for Performance of Work
(such as DD-II55, NAVSANDA-140)

Invoice/Shipping Document (such as
DD-1148}

Service Order for Household Goods
(such as DD-I I(4}

Contract Payment Control (such as
NAVCOMPT-565

Schedule of Deductions from Payments
to Contractor (such as Std- 1093)

Report of Building Costs and Analysis
(such as DD-813)

Contractors Weekly PayroLl AHidavits
(such as NAVDOCKS-118)

(e)
tion:

Paers Relatin to Contra=t Termina-

Termination Notice
Contractor’s Release {such as
NAVDOCKS- 139)

Seller’s" Settlement Proposal
SeLler’s Inventory Schedule
Cost Inspector’s Report
Comments of SeLler’s Inspector
Buyer’s written comments (H any)
Settlement Agreement between Buyer
and SeLler

Inspector’s own summary of his re-
view of the case

Inspector’s own letter to the prime
contractor approving the settlement

Termination Inventory Disposal Re-
port by Seller’s Inspector

Memoranda of significant conversa-
tions

Contract Termination Status Report
(such as NAVSANDA-102)

(I) OFFICIAL CONTRACT AND SUB-
CONTRACT OR PURCHASE ORDER CASE
FILES (other than contract inspection copies
covered in para. 4355 and disbursing oHi-
cers contract files covered in para. 7250
and 7251). These consist of bids, suc-
cessful and unsuccessful, and purchase
documents (such as contracts, orders,
leases, and annual or other purchase req-
uisitions or requests); related correspond-
ence, and all other pertinent documentation.
(See "Contract File Contents" para. above.

(a) Cae files relating to trans-
actions of $2500 or less.

Retention period: 3 years after com-
pletion of action. (Place in inactive
file upon completion and destroy 3
years later.)

(b) Case files relating to trans-
actions of more than 500.

Retention eriod: 6 years after com-
pletion of action. (Place in inactive
file upon completion and transfer in-
active file annually to nearest Fed-
eral Records Center when I year old
or when no longer needed for ref-
erence purposes.)

(2) COPIES OF CONTRACTS, PUR-
CHASE ORDERS, PROCUREMENT OR
CONTRACT DOCUMENTS, and other re-
lated records (other than those covered in
para. 42-80(I) above); material or pro-
curement status reports.

Retention period: I year after com-
pletion of action on related contract,
subcontract, or other purchase docu-
ment when maintained for progress-
ing, control, and expediting purposes
only. Destroy copies maintained for
reference (informational) purposes
only upon completion of contract or
when no longer needed for reference
purposes.

(3) PROCUREMENT OR CONTRACT
ING OFFICERS’ COMPANY FILES. See
para. 4-00(3).

(4) CONTRACT CONTROL OR NUM-
BER ASSIGNMENT RECORDS: cards, logs,
or other similar records used to account
for contract numbers assigned, or as a
control or index record of cntracts,
purchase orders, task orders, or sub-
sidiary contracts, or to control the
distribution of contracting docurntnts.
Include records of contract modification
numbers.

Retention period: year after com-
pletion of all listed cont,’acts,
(a) retain master files used as cross
reference indexes to contract or pur-
chase order files until related con-
tract files are destroyed, and (b)
retain MARCORPS purchase card
records until 5 years after data is
brought forward.

(5) U.S. GOVERNMENT TAX EX-
EMPTION CERTIFICATES.

Retention period: 4 years.
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4330 CONTRACT ADMINISTRATION
RECORDS

(1) RECORDS RELATING TO AD-
MINISTRATION OF CONTRACTS. See
paras. 4200 and 4280.

(2) CONTRACTOR RECORDS. Cus-
tody of these records is the responsibility
of the naval contractor and not the Depart-
ment of the Navy. While sp--’ific Navy con-

tracts and Federal Regulations require the
contractor to retain "books and records of
accounts" for established periods of time,

disposal of the records is the contractorts
responsibility. Certain contractor records
may be accessioned by the Navy for preser-
vation purposes, but only if specific approval
is granted by the Executive Office of the
Secretary (Navy Management Office). Such
approval will be granted only in unusuaI
circumstances where it is determined speo
cifically that (a) the records have definite
administrative or legal value to the Navy,
and (b) no requirement is being made on the
contractor to preserve records beyond the
terms of his particular contract or federa’l
regulations without the contractor’s consent.

4335 CONTRACT PERFORMANCE REC-
ORDS

(I) CONTRACTORS PERFORM-
ANCE AND QUALIFICATION RECORDS:
’reports (including evaluation and interview
reports), financial statements, correspond-
ece, and other papers reflecting the con-
tactor’s financial and technical competency,
his previous performance record, and
Navyts evaluation of the contractorts quali-
fications. (See para. 7561 for records ac-
cumulated by contract auditors.

Retention per,iod: until information is
superseded or contractor is deleted
from list of possible Navy contractors
(company dissolved, no longer wants
Government contracts, etc. ), or until
file is no longer needed for procure-
ment reference purposes.

4340 GOVERNMENT PROPERTY RECORDS

(I) CONTRACT PROPERTY AC-
COUNT RECORDS: accounting documents
for Government materials or equipment
furnished naval contractors. Include
property contract account records main-
tained as separate accounts or that are a
portion of a larger account that relates to
property furnished in connection with

contracts for Government-furnished mate-

riaI. Apply para. 4280(1 ).

4341 GOVERNMENT-FURNISHED AND
CONTRACTOR-ACQUIRED PROPERTY
RECORDS

(I) MATERIAL LISTINGS OR
STATUS REPORTS containing data on

Government-owned property furnished naval
contractor s.

Retention period: year after retated
contracts are finally terminated or

completed and settled.

4350 LABOR AND MANPOWER RECORDS

(I) LABOR STANDARD INSPECTION
REPORTS (such as NAVDOCKS-2187) and
CONTRACTORS WEEKLY PAYROLL AFFI-
DAVITS (such as NAVDOCKS-II8), and
other similar papers used for local admin-
istrative purposes onty.

Retention period: 2 years, except
that supporting contract or order
files are to be handled in accord-
ance with para. 4280(I ).

4355 MATERIAL INSPECTION AND AC-
CEPTANCE RECORDS

These records are accumulated i con-

nection with the performance of material
inspection functions, including inspection
of facilities and of aeronautical, ships,
ordnance, and other weapons and mate-
rials. They are accumulated by Material
Inspection Service offices, inspectors of
naval material (INSMATS, RINSMATS,
BRINSMATS, material representatives,
including technical bureau representatives),
and by others performing material in-
spection functions. (See also para. 4430
for material inspection receipt and ac-

ceptability records of receiving activities.)

INTERSERVICE INSPECTION FILES (con-
tract and order records and other files
created in connection with the performance
of contract administration and/or inspection
functions under interservice or agency in-

spection interchange agreements). These
files are to be retained by the department
or agency accomplishing the service and
disposed of in accordance with current
records disposal regulations of that service
or agency. An exception to this policy will
be made only when because of special cir-
cumstances the interchanging service or its
authorized representative makes a forml
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request for an exception. In such cases, the
records relating to the specific case in-
volved may be forwarded to the requesting
service.

Retention standards to be followed by
in carrying out the above policy are con-
tained in this (4355) paragraph series.

(1) GENERAL CORRESPONDENCE
AND INSPECTION REPORTS FILES: cor-
respondence, inspection reports, and other
related papers of inspectors of naval ma-
terial, Marine Corps and bureau repre-
sentatives, and other activities, offices, or
organizational units performing material
inspection service functions; other related
records.

Retention period: 3 years, except
retain files relating to the routine
internal administration of the office
for 2 years.

(2) SUPPLY SPECIFICATIONS main-
rained in connection with material inspec-
tion functions.

Retention period: 6 months after
superseded or cancelled, that
when more than one reference has
been made within the last precedin
6omonth Period the specification may
be retained for additional 6-month
periods.

(3) FIXED-PRICE AND COST-
REIMBURSEMENT-TYPE CONTRACT
INSPECTION (CASE) FILES: contract files
accumulated by inspectors of naval mate-
rial in connection with the performance of
their material inspection functions. They
consist of documents such as (but are not
limited to) those enumerated in para. 4280
under "Contract File Contents":

(a) Fixed-price contracts and
subcontracts.

Retention period: 2 years. (Place in
completed file upon (1) final shipment
of supplies or completion of services,
(2) completion of action on disposition
instructions provided by the contract-
ing officer or the disposal agency for
Government property and/or contract
inventory, (3) final settlement of the
termination claim, or (4) for subcon-
tracts, upon receipt of approval of the
settlement agreement from the cog-
nizant inspector--whichever of these
actions is later. Destroy completed
file when 2 years old.)

(b) Cost-reimbursement-type
contracts and subcontracts.

Disposal of Navy and Marine Corps Records

Retention period: 2 years. (Place in
completed file whe.n inspector receive s
the "paid" fina/ public voucher from
the paying activity. Destroy completed
file when 2 years old.)

*CAUTION: When an inspector is assigned
additional responsibilities as a contracting
officer, contract procurement case files ac-
cumulated in the performance of these pro-
curement functions are procurement case
files and should be disposed of under the
standards prescribed by paragraph 4280(I).

(4) GOVERNMENT-OWNED FACILI-
TIES AND FACILITIES CONTRACT FILES.
As used in this paragraph, facilities con-
tracts are any contract under which indus-
trial facilities are provided by the Govern-
ment for use in connection with the per-
formance of a separate contract or contracts
for supplies and services.

Retention period: 6 years after com-
pletion. (Place in inactive file upon
completion of contract and transfer in-
active files to nearest Federal Records
Center within 9 months after comple-
tion.) Completion for material inspec-
tion purposes will mean one of the
following, as appropriate:

(a) all appropriate instructions or
agreements have been provided by
contract amendment; and, when applic
able, the cognizant inspector has cer-
tified that authorized disposition of all
facilities covered by the contract has
been made either by return to the Gov-
ernment or by other means ofdisposal

(b) facilities are known to have been
shipped or released and no instructions
or agreements closing out the contract
have been supplied. In such cases,
written permission shall be obtained
from the cognizant activity before the
records are destroyed- or

(c) when a facility is sold by the
Government and the sales agreement
contains a National Security Clause,
all inspections and conditions of the
National Security Clause must have been
fulfilled and the facility released before
the contract is considered completed.

(S) CONTRACTS AND SUBCON-
TRACTS PROGRESSED OR EXPEDITED:
files of contracts and subcontracts of all
types that are handled by naval inspectors for
progressing or expediting purposes only.

Retention Period: 6 months ater
completion. (Completion will be as

Change 1
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defined in paras. 4355(3) and (4)
above .)

(6) CONTRACT CROSS-REFERENCE
OR INDEX RECORDS (such as NAVEXOS-
86).

Retention period: 3 years after com-

pletion of related contract file, ex-

cept destroy those relating to facili-

ties contracts at the same time the

facility contract is destroyed.

(7) BILLS OF LADING FILES. See

pars. 4610.

(8) FILES ON SALES OF SURPLUS
PERSONAL PROPERTY:

(a) Master individual case iack7
ets containing complete and audited records
of’---11 disposition action taken.

Retention period: Place in inactive
ile upon completion. Transfer com-

pleted file to nearest Federal Records
Center when year old; destroy in

accordance with pars. 4530(2).

(b) Bid Books: bound sheets,

each of which relate to a competitive bid

sale (by property disposal division or

contractor ).
Retention period: Transfer to nearest
Federal Records Center Z years
after completion of last competitive
bid sale referred to in bound volume;

destroy in accordance with pars.
4530(Z).

(9) CARD INDEX RECORDS (alpha-
betical) of cases transferred to Federal
Records Centers. Index should show (a)
name of contractor, (b) location of trans-

ferred records, (c transfer number (Cen-
ter job number), (d) contract number, (e)
date case was received, and (f) date case
was closed.

Retention period: indefinite, or until
indexed records are destroyed.

(I0) FILES OF DISESTABLISHED MA-
TERIAL INSPECTION OFFICES. Transfer
all files not yet eligible for destruction to

the successor inspection activity for re-

view. A/ter reviewing the records, the
successor activity may transfer (for the
duration of their re%-6ion periods) those
records not needed locally to the nearest
Federal Records Center. Centers will re-

tain the records until expiration of their
retention periods.

4365 CONTRACT CLAIMS RECORDS

(I) UNSETTLED CLAIM RECORDS:
records relating to unsettled claims for or

against the Government, or files relating to

incomplete investigations or to pending
litigation.

Retention period: until after final
settlement of the claim or completion
of investigation or litigation.

4370 CONTRACT TERMINATION RECORDS

(I) CONTRACT TERMINATION
FILES: documents accumulated in connec-
tion with the termination of contracts for
the convenience of the Government and in

accordance with Armed Services Procure-
ment Regulations, Section VIII, and with

Navy procurement and contract audit

procedures. Consist of documents such as
notices of termination, inventory schedules,
settlement proposals, applications for
partial payment, accounting information
schedules, and other documents relating to

the termination of the contract. Apply pars.
4Z80(1 ).

4380 SMALL BUSINESS RECORDS

(1) SMALL BUSINESS ADMINISTRA-
TION RECORDS: correspondence files and
other records relating to the internal opera-
tion and administration of small business ad-
ministration program matters. Include copies
of reports submitted to the Office of Naval Ma-
terial, Assistant Secretary of the Navy (Instal-
lations and Logistics), or other higher author-
ity. (Apply pars. 4280 to records relating to
individual procurement transactions.)

Retention period: Z years.

4400 SUPPLY MANAGEMENT RECORDS
GENERAL

(I) GENERAL CORRESPONDENCE
FILES OF ACTIVITIES (including inventory
control points, supply departments, stock
points, and other offices or units)relating
to the operation and administration of their

supply functions. (Exclude program
records covered in paras. 4000(I) and
(Z).)

Retention period: 2 years.

(Z) REPORTS AND RELATED DATA
AND PAPERS PREPARED OR ACCUMU-
LATED BY ACTIVITIES AND OFFICES OR

Change
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OTHER ORGANIZATIONAL UNITS PER-
FORMING SUPPLY FUNCTIONS, exclusive
o__f reports specifically authorized for other
disposah

(a) Supply activity or office
copies.
--etention period: 2 years.

(a) Field Examination Team re-
ports (copies of), together with supporting
documents and related correspondence, for
activities or units.

Retention period: until completion of
next examination and submission of
new report to Headquarters Marine
Corps.

(b) Co.ies maintained in other
organizational units.

Retention period: year or until
unit is disestablished, whichever is
earlier.

(c) Copies used as workin[
papers or maintained for information only.

Retention period: until superseded
or until no longer needed for refer-
ence purposes.

(3) STOCK CUSTODY RECORDS OR
EQUIPAGE STOCK CARDS.

Retention period: until record is
superseded or until material is re-
turned or expended.

(4) RECORDS OF STOCK LOCA-
TIONS.

Retention period: until record is
superseded or until depletion of
stock.

(5) COPIES OF STOCK LISTS OR
SUPPLY CATALOGS, SPECIFICATIONS,
and other publications, indexes, card
records, tickler or suspense files, and
other similar reference files relating to the
identification of supplies, property, equip-
ment, or other materials, or used as lo-
cator records for supplies and equipment,
or as suspense devices for supply operations.

Retention period: until superseded,
cancelled, obsolete, or until purpose
has been served, as appropriate.

(6) CASH TRANSACTION RECORDS
maintained to report transactions to dis-
bursing and fiscal officers. (See also para.
730Z(9).

Retention period: Z years.

(7) MARINE CORPS FIELD SUPPLY
ANALYSIS OFFICES RECORDS. These
records are accumulated by these offices in
connection with their analysis and evaluation
of Marine Corps activities supply proce-
dures.

(b) Marine Corps field supply
anal)rsis office copies of receipt, expendi-
ture, and payment documents: copies of
vouchers and other documents pertaining to
MARCORPS stock fund and appropriation
stores accounts and to commissary stores
purchases and cash sales; monthly recon-
ciliation statements of receipts from pur-
chases (such as NAVCOMPT- 145);matched
monthly reconciliation registers and re-
lated EAM cards and monthly registers of
documents unmatched at month’s end; other
similar documents used in connection with
performance of supply analysis functions.

Retention period: year after com-
pletion of reconciliation, year
for reconciliation statements, Z
months for unreconciled registers, and
after verification of monthly "matched"
registers for matched monthly recon-
ciliation EAM,cards,

(c) Correspondence pertaining to
the performance of administrative
functions and transactions in analyzing
and reporting effectiveness of proce-
dures and methods.
Retention period: 1 year

4408 SPARE AND REPAIR PARTSRECORDS

I) TECHNICAL DATA ami related
informational papers concerning spare and
repair parts maintained by supply-control or
by maintenance and repair activities. (See
also para. 4700.)

Retention period: until superseded
or cancelled, or until aircraft, ship,
or other craft or equipment is re-
moved from the supply system.

4410 CATALOGING MATERIALIDENTIFI-
CATION, AND CLASSIFICATION RECORDS

(I) GENERAL CORRESPONDENCE
FILES, COPIES OF REPORTS submitted to
higher authority,and other papers accumu-
lated by activitie s and office s in connection
with the performance of cataloging functions
and the development of description patterns
and of material item identifications and
classifications. Include Navy Catalog Action
Requests (such as NAVSANDA- 86) and papers

Change
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relating to the assignment (or revision or de-

letion) of standard stock number s. (Exclude
primary program records maintained at the

departmental level covered in para. 4000(1).)
Retention period: Z years.

(Z) ITEM (COMMODITY) SPECIFI-
CATIONS AND STANDARDS:

(a) Specifications and standards
records used to support specific procure-
ment or other supply actions.

SECNAVINST P5Z Z.5B
Part ll.Chapter 4

Retention period: year after action

is completed.

(b) Specifications and standards

lincluding blueprints and related card records)
used for material cataloging, identification,

classification or reference purposes_: draw-

ings, blueprints, microfilm, etc.

Retention period: until superseded or

cancelledj until completion of action

for which documents were required,
or until no longer needed for reference.

Change
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(c) Specification case files.

See para. 4121.

(3) ITEM IDENTIFICATION REC-
ORDS: master item (commodity) identifi-
cation or history cards, or microfilm or

other records, maintained for individual
items of supply, together with related
cross-reference files; material or equip-
ment data cards; and listings or other rec-

ords maintained for material identification
or supply purposes. Include also Material
Item Identification Cards (such as BUSHIPS-
956), Federal Item Identification Cards
(such as DD-146), description patterns,
Cost and Price Analysis Cards (such as
DD-633), item control cards, and other
card records of standard supply, standard
catalog, or other items:

(a) Master item identification or

history card or microfilm record thereof;

other similar records.
Retention period: until material or

equipment is deleted from the supply
system.

(b) All others.
Retention period: until superseded,
cancelled, or until purpose has been
served, as appropriate.

(4) COPIES OF BLUEPRINTS AND
DRAWINGS, or their equivalents, for equip-
ment in all commodity items maintained by
supply centers or other activities. (Exclude
cognizant (originating)activity:s master file

copy. See also para. 4121 for specifica-
tion files.

Retention period: until item or draw-

ings arM!superseded or cancelled.
When copies of blueprints or drawings
are microfilmed and mounted for local
use, retain paper drawings until
microfilmed and identification of
mounting is completed.

(5) MARINE CORPS CARD RECORDS
OF SERIAL NUMBERS OF ALL WEAPONS
(including small arms and crew-served) and
binoculars

Retention period: When serial number
has been entered on transfer document--
until item is transferred or other-
wise disposed of; when serial number
has not been entered on transfer
document--3 fiscal years after transfer
document number has been entered on

card.

4420 MATERIEL SUPPLY COORDINATION
RECORDS

(I) GENERAL CORRESPONDENCE
FILES, REPORTS, and related papers con-

cerning material missions and material

cognizance assignments and control mat-
ters, and the performance of supply and
technical functions in regard to material
(stock) coordination (other than primary
program (departmental) files covered in

para. 4000(I )).
Retention period: 2 years.

(2) HISTORY DATA CARDS: equip-
ment, vessel, or other material history
cards maintained for supply coordination
purposes; related listings.

Retention period: until superseded,
cancelled, or obsolete, or until no

longer needed for supply coordina-
tion or reference purposes.

4422 MATERIAL COGNIZANCE ASSIGN-
MENT RECORDS

(1) GENERAL CORRESPONDENCE
FILES and other records concerning the

assignment or transfer of cognizance over

supply items, or the stocking or discon-

tinuance of stocking items by supply-
control activities or other stocking points
and inter-supply s.upport agreements. In-
clude Item Control Recommendations (such
as NAVSANDA-87} and Supply Support Re-
quests (such as NAVSANDA-1074).

Retention period: 2 years.

(2) MATERIAL COGNIZANCE
TRANSFER REPORTS.

Retention period: 2 years.

(3) ITEM COGNIZANCE COMMOD-
ITY CARD RECORDS OR LISTS: reflect
such data as the code (stock number) and
the commodity group (inventory control
point) assigned supply coordination
cognizance.

Retention period: until superseded
or cancelled, until item cognizance
is transferred, or until item is de-
leted from the supply system," pro-
vided local reference needs have
een served.

4423 EQUIPPING/PROVISIONING AND
ALLOWANCE RECORDS

Chortle 1
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(I) RECORDS OF ACTIVITIES OR
OFFICES CONCERNED WITH PROVISION-
ING OR OUTFITTING MATTERS, including
the determination of provisioning and equip-
ment requirements for naval vessels and
for aeronautical and astronautical craft,
ordnance, and other equipment. Include
records relating to adequate and timely
provisioning, to provisioning control, and
to the determination of requirements and
other provisioning, outfitting, or allow-
ance matters

(a) Correspondence, reports,
usage data, and other related papers.

Retention period: - years.

(b) Copies of individual provi-
sioning or equipping documents.

Retention period: until necessary sup-
port action has been completed in
cordance with requiring instructions,
or until superseded, cancelled, or no
longer needed, as appropriate.

(c) Other records such as check
iste, program lists, design changes, pro-
duction lists, and local provisioning or al-
lowance control records.

Retention period: 3 months or until
purpose has been served.

(2) ALLOWANCE LISTS (individual
and type), including initial outfitting lists,
flg aLLowances, standard equipment inven-
tory lists or logs, maintenance and load
lists, tables of basic altowances, initial
stock lists, etc. These reflect standard re-
quirements for types of naval craft or pro-
grams, and for individu1 aircraft, vessels,
or other craft, or for categories of naval
rnaterial or equipment, or for maintenance
and.repair parts, etc.

(a) Allowance lists maintained by
activities assilned craft or equipment cog-
nlsanc:

I. Allowance lists for indi-
vidul aircraft, ships, or other craft or
equipment.

Retention period: until superseded or
until all craft or equipment covered
by the list are stricken or obsoleted.
Send copy of current list to new cog-
nisant activity when crkft is trans-
ferred.

2. Type Itowance lists (for
Stoups of ships or types of craft or equip-
ment, etc.

Disposal of Navy and Marine Corps Records

Retention period: until superseded by
revised allowance list for all craft
covered by the group or type list.
When the cognizance of all craft cov-
ered by the list is transferred to the
same new activity, transfer list to
the new cognizant activity. When in-
dividual craft are transferred, send a
duplicate copy of the current list to the
activity newly assigned cognizance.

(b) All other allowance lists.
Retention period: until superseded or
cancelled or until no longer needed to
facilitate local action.

(3) MACHINERY AND EQUIPMENT
OR OTHER ALLOWANCE INDEXES for air-
craft, ships, and other craft.

Retention period: until superseded
or craft is stricken. Forward in-
dexes for individual craft to new
cognizant activity when craft’s as-
signment is transferred.

4430 MATERIAL RECEIPT RECORDS

(I) MATERIAL RECEIPT AND EX-
PENDITURE INVOICES, together with sup-
porting correspondence and papers, involved
in the transfer of material between supply
officers and in end use expenditures. In-
clude copies of requisitions, invoices,
Requisition/Issue Documents, Contract Re-
ceiving Reports, and other similar forms.
(Exclude Marine Corps delivery case files
covered in pars. 4430(4) below):

(a) Proof of delivery or receipt
files. (See pars. 4235(I) for issue copies
of invoices or requisitions.

Retention period: 2 years.

(b) Other copies.
Retention period: I year.

(2) MATERIAL ACCEPTABILITY OR
RECEIPT INSPECTION REPORTS: copies
of reports relating to the acceptability of
materia received, such as Material Inspec-
tion and Receiving Reports (DD--50}; Order
and Inspection Reports; Reports of Dam-
aged or Improper Shipments (DD-6); Re-
ports of Failure, Unsatisfactory, or De-
fective Materits (FURS)(DD-787); Notices
of Defective Material; other similar and
rollted records prep&red by recipient ac-
tivities. (Excle copies filed in contract
or order case files, and inspection copies
covered in p&ra. 4355(I).

H-4-16 21 June 1961
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Retention period: I year, provided
horrective or other actionhas bee
completed.

(3) lvATERIALRECEIPT CONTROL
FILES: logs, listings, check-off sheets,

extra copies of notices of shipments, or

other documents used as a record of ex-

pected supplies or shipments, or as a

progress record of the status of requisi-
tions or shipments, or for any other simi-

lar control or suspense purpose (and not

utilized as a voucher or stock account

record).
Retention period: until receipt of
terial, completion or cancellation of

requisition, or receipt of notice of

shipment, as appropriate.

(4) MARINE CORPS ACTIVITIES
DELIVERY CASE FILES for items of

supplies and equipment, comprising such

records as requisitions, authority slips,

authority or transfer orders, shipping
documents, and other related paper.s.

Retention period: until 3 fiscal

years after final payment.

{5) MARINE CORPS ACTIVITIES
MEMORANDA RECEIPTS for custodial-

type items.
Retention period: year after re-

ceipt is closed out or superseded,
or until property is returned.

4431 MATERIAL SHORTAGE RECORDS

(I) LOCALCONTROLRECORDS OR

REPORTS relating to the shortage or non-

availability of supplies at stocking points or

to their availability at other stocking points
or supply sources.

Retention period: 3 months or until

purpose has been served.

4440 INVENTORY CONTROL RECORDS

These records are accumulated by inven-

tory control points, including supply-demand
control points, single-manager operating
agencies, supply depots, naval retail offices,

and other supply offices and organizational
units of other activities or offices perform-
ing supply and inventory control functions..

These functions assure a proper balance
between the supply of and demand for items

of material. Supply inventory records re-

late to current inventories and allowances,

supply levels, stock status and replenish-
ment, and financial inventory control (the

SECNAVINST PSZ1Z. 5B
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reconciliation of cost and cost control with

stock or property accounting records).
(See also 7300-7399 series for records re-

lating to cost, plant, and stores accounting
and 13090 for Aircraft Inventory Record.)

The records described may be accumulated
in various physical forms, e.g., cards,

punched cards, tapes, printouts, lists, logs,
etc. In general, however, except where
otherwise specifically indicated, they are

accumulated as mechanized records. When

data or irfforrnation is accumulated on mag-
netic or punched tape, the tape record will

be retained for the same period of time

specified for the more conventional paper
record serving essentially the same pur-
pose. Records used merely as a working.
media for transmitting data to the tape rec-

ord are disposable as "working papers"
after data has been converted to the tape
and the tapes have been verified in accord-
ance with accepted electronic data process-
ing machine procedures, When data and
information from permanent records are

to be converted to electronic data process-
ing machine tapes, however, specific Con-
gressional authori-ation must be obtained

prior to the disposal of the paper docu-

ments the tapes are to replace.

(1) INVENTORY REPORTS: inventory

reports, together with related correspondence
and other records, not specifically covered
elsewhere in this (4440) paragraph. Include
inventory control reports, reports of receipt

and maintenance of supply items (such as

reports on supply levels and short items),

financial inventory summary reports, stores

accounting transaction and semiannual
voucher/invoice tape printouts, and reports
of material surveys.

Retention period: Z years, except 30
months for Marine Corps semiannual
voucher tape printouts.

(2) STOCK-ON-HAND RECORDS:
records relating to physical counts of stock

on hand.
Retention period: year after recon-
Ciled with stock (card, tape, or other)
entries.

(3) REQUIREMENTS ESTIMATE
FILES.

Retention period.: year.

(4) DAILY (STOCK STATUS) TRANS-
ACTION LEDGERS OR LISTINGS: sum-

maries of daily transactions.

Change
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Retention period: I year or until
preparation of historical listing or
completion of next inventory. If no
historical listing is prepared, retain
for 3 years.

(5) HISTORICAL LISTINGS OF STOCK
STATUS TRANSACTIONS.

Retention period: 3 years.

(6) CONSOLIDATED (DAILY,
MONTHLY, QUARTERLY, OR OTHER)
STOCK STATUS TRANSACTION REPORT
RECORDS.

Retention Period: when consolidated
stock status report data are accumu-
|ated on or transcribed to electronic
data processin machine records--
retain until individual consolidated
stock status report sheets or tapes
are superseded or cancelled and
verified; when consolidated stock
status report data are not tran-
scribed to electronic data processin
machine records--retain for I year.

(7) STOCK SLIPS.
Retention eriod: until procurement
document is prepared and expected
receipt is posted to stock record.

(g) DETAIL STOCK CONTROL
(SINGLE LINE ITEM TRANSACTION) CARDS
(such as NAVSANDA-791 and NAVMC-
10496-SD):

(a) Stock Account copies, includ-
ing Stock Accounts at Marine Corps Supply
Centers.

Retention period: I year.

(b) Data processin installations

cused to transceive transactions to
supply centers or others.

Retention period: until Monthly Trans-
action Register, Listing of Transceived
Cards, or Month-end Summary of Ex-
penditure Listing, as appropriate, has
been prepared.

(c) Supply center ’data process-
ing installation copies used to tranceive
stock account transactions within the
complex.

Retention period: months.

(9) STOCK DUE (-’XPECTED RE-
CEIPT) SINGLE ITEM TRANSACTION
CARDS (such as NAVSANDA-786 and
NAVMC- 10496-SD).

Change
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Retention period: until receipt or
cancellation of complete shipment.

(I0) RECEIPT STOCK CONTROL
RECORDS (header cards, such as
NAVSANDA-782) or equivalent taped record.

Retention period: until a11 stock rec-or accounting actions have been
completed and verified.

(I I) INVOICE HEADER CARDS (such
as Issue/Voucher No. Control Cards,
NAVSANDA-783 ).

Retention period: until invoices have
been veried and distributed.

(12) INVENTORY TALLIES OR IN-
VENTORY CONTROL REGISTERS OR
REPORTS.

Retention period: until completion
of next inventory and all adjustment
actions have been taken.

(13) INVENTORY TRIAL BALANCE
RECORDS (cards or other records).

Retention period: until completion
of next inventory.

(14) CHANGE NOTICES (cards, such
as NAVSANDA-796 and NAVMC- I0494-SD)
or other similar records.

Retention period: stock accountin
change cards--I year after item is
deleted from supply system;
change cards--until supersedd--
revised list is received; all others--
until action has been completed.

(15) STOCK ACTION RECORDS (card
or other record): used for such actions as
transferring items.

Retention period: until action has
been completed.

(16) STOCK STATUS NOMENCLA-
TURE CARDS (such as NAVMC-10089-
SD) OR TAPES.

Retention period: ’until superseded
by new card or tape and report for
next reporting period has been pre-
pared and released.

(17) STOCK LOCATOR CARDS (such
as NAVMC- I0473-SD).

Retention period: until superseded or
until item is no longer carried in stock.

(18) SUMMARY-TO-DATE RECORDS
(su.ch as NAVSANDA-765) and OPENING/
CLOSING INVENTORY RECORDS (such as

II-4-18
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NAVSANDA-765); inventory balance adjust-

ment and count cards (such as NAVMCo
10404-SD, 10193-SD and 10ZZ0oSD).

Retention period: 3 months, or

month after inventory is completed
and all adjustments have been made

for inventory records.

(19) MECHANIZED STOCK STATUS
OR INVENTORY CONTROL BALANCE OR

SUMMARY (CARD) RECORDS. Include such

records as Stock Status Balance Cards,

Stock Status and Replenishment Cards, and

Stock Accounting Balance Cards (such as

NVMC-10223SD and NAVSANDA-767 and

801); Field Reporting Cards (such as

NAVSANDA-804); other similar records

created or used in connection with inventory

updating and stock status reporting.
Retention period: (a) until new stock

status balances or summary data

cards have been. prepared; (h) until

data are reproduced for replenish-
ment purposes upon next replenish-
ment cutoff; (c) until item is deleted
from stock; (d) until zero stock status

is reported to the supply-demand or

inventory control point at the next

replenishment period if the item is

included in a category of items under

active item reporting, and (e) until

preparation and verification of up-
dated card or other record and re-

lease of report for next accounting

period.

(-0) TAPED INVENTORY CONTROL
AND STORES PROCESSING RECORDS (see
also para. 4443 for other financial inven-

tory accounting reporting records): mag-
netic or punched tapes created or used in

connection with receipt control processing,
inventory updating and stock status re-
porting, and stores reporting. (Exclude
stratification tapes which are to be retained

indefinitely.) Retain as follows:

(a) Receipt control processing
tapes and receipt control aster tapes
bearing date of stock status cutoff--until
after preparation of third generation tape

(third successive updating); master receipt

control tapes (other than those with stock

status cutoff date) and receipt control daily
action tapes--until after preparation of

second generation tape (second successive

updating); receipt control completed action

ta__a_--until after successfully merged with

total completed action master tape; .receipt
control total completed action master
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tapesuntil successfully merged with next

scceeding completed action tape; proctre :
ment action status report tapes--until after

completion and release of next procurement
status report; other receipt control process-
ing tapes_--until superseded or successfully
updated or merged, provided tapes have been

verified in accordance with accepted EDPM
procedures, or until preparation and approval
of printout or report, as appropria.te;

(b) Inventory uiatin and stock

status reporting tapes: master inventory
tapes--until after preparation of third gen-
er-’’’on tape; transaction reporting tapes--

until updated and successfully merged with

master inventory record; merged transac-

tion reporting tapes-ountil after preparation
of third generation tape status reporting
printing tape s until after completion of next

subsequent stock status report; other inven-

tory or stock status reporting tapes--until
superseded or successfully merged and ver

ified in accordance with accepted EDPM
procedure s, or tmtil preparation and approval
of next subsequent printout or report, as

appropriate

(c) Stores reportinj tapes used by
inventory control points and supply centers

in the monthly stores reporting process:

earoto-date summary tapes used as next
monthly input--until after it is determined
that updating was successful; financial trans-

action summary repertin[| tapes (including
Marine Corps East and West tapes); stores

reporting output (printing) tapes and year
endin[ summary tapes--until 15 days after

next monthly returns or other reports have

been prepared, approved, and distributed,

unless otherwise notified by Headquarters
Marine Corps; other tapes used in stores

reportin process--until updated or super-
Seded and new tapes have been verified or

until other purpose has been served;

(d) Voucher/invoice and daily
inventory and stores processing tapes of

supply centers: semlannual voucher/

nvoice tapes--6 months, provided all re-

quired printouts have been prepared and

approved; daily stores detail tapes, labor
ro11/materiel Charges and credit tapes and

materiel receipts/expenditure s tape s --until

45 days after submission of month of June
(end of fiscal year) returns and 30 days
after submission of other monthly returns,

unless notified to hold longer; daily voucher/
invoice tapes--until after third successive

updating of the supply center inventory;

Change
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inventory tapes--until after third successive
updating; other tapes used by supply centers
in connection with the reportin[| of financial
inventory reporting--see para. 4443.

(21) OTHER TAPED OR MECHA-
NIZED INVENTORY OR STOCK CONTROL
RECORDS: punched or magnetic tapes and
other mechanical records.created or used in
connection with inventory control processing
and reporting and not specifically covered
elsewhere in para. 4440.

Retention period: when data is con-
verted to magnetic or other mecha-
nized tape records, destroy raw data
(card or other source document) as
soon as tape data have been verified in
accordance with approved electronic
data processing machine procedures.
(Verification of tapes requires one,
two, or three successive updatings,
depending on EDPM techniques and
programming procedures used. See
also para. 5230.) Destroy tapes
(erase and re-use magnetic tapes),
printouts, and other records prepared
from the raw data source documents
in accordance with disposal provisions
prescribed throughout para. 4440 for
records serving a similar functional
purpose.

(22) CARDS, TAPES, OR OTHER
RECORDS USED INCIDENTALLY IN INVEN-
TORY CONTROL PROCESSING.

Retention eriod: until superseded,
until related listings or reports have
been prepared, or until purpose has
been served.

(23) MANUAL (NON-MECHANIZED)
STOCK CONTROL RECORDS: stock control
and other records involved in the reconcili-
ation of phy.sical inventories and in stock
status and replenishment (stock account)
reporting when mechanized procedures are
not utilized:

(a) Stock Control Cards (such ag
NAVSANDA-766) used in reconciling physi-
cal inventories. (Exclude stock account
records covered in subpara. (b) below.)

Retention period: year, or year
after balance is recorded on new card
or other record, when item is carried
forward to new card or other record,
and upon completion of inventory if
tem is no longer carried in stock.

Disposal of Navy and Marine Corps Records

(b) Stock status and stock re-
lenishment (stock account card records
uch as NAVSANDA-767).

Retention period: 18 months after
balance is brought forward to new
card or until item is no longer car-
ried in stock, except 3 fiscal years for
Marine Corps activities.

(c) Other stock record cards,
lists, or other similar records.

Retention period: until superseded or
stock is depleted.

4442 SUPPLY LEVEL RECORDS

(I) CRITICAL ITEMS LISTINGS
maintained by inventory control points.

Retention period: 3 months or until
action has been taken.

(Z) REPORTS OF CRITICAL STOCK
LEVELS (BALANCES) accumulated by sup-
ply control activities.

Retention period: 3 months or until
action has been taken.

4443 FINANCIAL INVENTORY CONTROL
RECORDS

(1) SUMMARY REPORTS OF
MONTHLY, (UARTERLY, OR OTHER
PERIODIC FINANCIAL INVENTORIES
(such as NAVSANDA-ZI5 and Z55, and
NAVCOMPT-870) and related correspond-
ence and papers.

Retention period: 2 years.

(Z) PRICE ADJUSTMENT FORMS.
Retention period: year.

(3) ITEM PRICE CARDS.
Retention period: until cancelled or
Obsolete.

(4) FINANCIAL DETAIL CARDS OR
TAPE RECORDS: financial summary cards
(such as NAVMC-10261-FD) or tapes, in-
cluding daily stores detail tapes and semi-
annual voucher/invoice tapes.

Retention period: 6 months, provided
’stock record accounting action has
been completed, or 6 months after
Submission of report or listing (taped
or other) in which stores details were
included, except supply centers will
retain financial transaction code sum-
mary (updated) tapes.

Change 1
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(5) OTHER TAPE RECORDS created
or used by supply activities or by activities

performing supply functions in connection

with the periodic processing and reporting
of financial inventory accounting data.

Retention period: stores ledger tapes
used to input data to subsequent
dated tapes--until after preparation of

third generation tape; weekly stores

summary taes and financial trans-

actions summary tapes--until after

preparation and submission of the

next monthly return or report, unless

notified to hold longer, exc._retain
master of month of June (enct ol fiscal

year) tapes until 45 days after sub-
mission; other records used in con-

nection with or incidental to daily or

other pe rlodic proce s sing--until
superseded or successfuty merged
or updated and new tapes are verified,

and/or until preparation of next

periodic summary listing or report,
as appropriate.

4450 STORAGE RECORDS

(1) REPORTS AND RELATED COR-
RESPONDENCE AND PAPERS CONCERN-
ING THE STORAGE OF SUPPLIES AND
EQUIPMENT, including those relating to

storage operations, storage standards and

procedures, cross- servicing agreements,
storage space utilization and control, stor-

age facilities, and storage maintenance:

(a) Reports of individual storage

units (such as Storage Unit Reports,
]I-’A’V’SANDA-605).

Retention period: until superseded or

until revised report is forwarded to

the Bureau of Supplies and Accounts
or other higher authority.
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(b) Other reports (such as Stor-

age Space Utilization Reports, NAVSANDA-
604; Storage Space Utilization and Occu-

pancy Reports, DD-805; Reports of House-
hold Goods Activities, DD-II66; Explosive
Storage Reports, NAVORD-272).

Retention period: 2 years, provided
summary reports or data have been

forwarded to the Bureau of Supplies
and Accounts, technical bureaus, or

other higher authority.

(c) Storage and warehousing

facility permits, leases, and cross-

servicing agreements (such as Request
and Authorizations-Commercial Warehouse

Service or Cold Storage Service,

DD-810).
Retention period: year after per-
mit, lease, or agreement is termi
hated.

(2) LOCAL STORAGE CONTROL
RECORDS, such as space or location

charts or cards, space or bin assignment
records, and other papers used for

space assignment or control purposes, or

as locator media for supplies and equip-
ment, or as record of stock locations.

Retention period: until superseded
or obsolete.

(3) SPACE LAYOUT OR PLANNING
CHARTS, ILLUSTRATIONS, or other rec-

ords relating to storage space utilization,

planning, or layout.
Retention period: until superseded
or obsolete.

(4) WAREHOUSE RECEIVING AND
DISPATCH RECORDS:. extra copies of ar-

rival reports, copies of outbound shipping

Change 1

H-4-21 27 August 1964



SECNAVINST 1212.5B
Part TT Chapter 4

reports, work sheets, and other documents
used as local warehouse receiving or dis-
patch (shipping) records. These are main-
tained by depots, warehouses, or receiving
platforms in connection with arranging for
the receipt, packing, unloading, or dispatch
of supplies and the assignment of labor and
equipment for handling supplies at depots,
warehouses, etc.

Retention period: 3 months ater
terial is received, or until loc&l con-
trol purpose has been served.

(5) STORAGE SPACE PLANNING
AND LOCATOR RECORDS: records used
in connection with space or layout planning,
or to locate supplies, or as check or inven-
tory record of stock locations. Include bin
tags, space location sheets or cards, and
layout diagrams or space-planning charts.

Retention period: until superseded
or obsolete.

44/)0 MATERIALS HANDLING RECORDS

(1) REPORTS AND RELATED COR-
RESPONDENCE AND PAPERS CONCERN-
ING MATERIAL HANDLING OPERATIONS.

Retention period: 2 years, provided
summary report is forwarded to Bu-
reau of Supplies and Accounts or to
other higher authority.

(2) LOCAL OPERATIONAL REC-
ORDS maintained by depots and other activ-
ities relating to the operation and utilization
of materials handling equipment. Include
work assignment records, working reports
of materials handling equipment, dispatch
control records, inorrrmtion on equipment
loaded or unloaded, and other similar local
operational (work control) papers.

Retention period: 0 months.

4480 MATERIAL EXPENDITURE (USAGEI
RECORDS

(I) MATERIAL USAGE AND EX-
PENDITURE DATA accumulated by activi-
ties in determining material requirements.

Retention period: year or until
superseded.

4490 MATERIAL REQUIREMENTS, AD-
VANCE PLANNING RECORDS

(1) MATERIAL (SUPPLY) REQUIRE-
MENTS ESTIMATE FILES.

Retention eriod: year.

Disposal of Navy and Marine Corps Records

4500 PROPERTY REDISTRIBUTION AND
DISPOSAL RECORDS GENERAL

(1) PRIMARY PROGRAM RECORDS
OF THE OFFICE OF NAVAL MATERIAL,
HEADQUARTERS MARINE CORPS, BU-
REAU OF SUPPLIES AND ACCOUNTS, BU-
REAU OF YARDS AND DOCKS, AND OTHER
DEPARTMENTAL BUREAUS AND OFFICES
responsible for the development, establish-
ment, and implementation of property re-
distribution and disposal policies, programs,
and procedures.

Retention period: permanent. {Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.

(Z) GENERAL CORRESPONDENCE
FILES AND OTHER RECORDS RELATING
TO THE OPERATION AND ADMINISTRA-
TION OF PROPERTY REDISTRIBUTION
AND DISPOSAL FUNCTIONS (other than
program records covered in para. 4500(1)
above.

Retention period: 2 years.

4530 SALES RECORDS

(I) POLICY FILE: records relating
to the sale of property involving transac-
tions of 5,000 or more and documenting
the initiation and development of transac-
tions that deviate from established proce-
dures or precedents with respect to the De-
partment of the Navy’s disposal program.
These records are accumulated primarily
by departmental bureaus and offices.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter 1 year after closing of transaction.

(2) SALES CONTRACT CASE FILES:
invitations, bids and awards, acceptances,
and general sales forms and conditions
(such as Std-ll4 and II4A, B, and C), lists
of material (item descriptions), evidences
of sles, and related correspondence and
papers (other than those included in para.
4530(1) above). The transaction is con-
sidered completed for purpose of disposal
when property has been removed from Gov-
ernment premises and when final payment
has been made (any monies due the Govern-
ment have been collected):

(a) Sales officers case files.
Apply para. 7250(4).

(b) Other case files. Apply
para. 4280.
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(3) SALES RETURN RECORDS.
Apply paras. 7Z50(l) and (Z).

4570 EXCESS AND SURPLUS PROPERTY
RECORDS

(I) CORRESPONDENCE AND RE-
LATED PAPERS REGARDING SURPLUS
MATERIAL AVAILABLE AT NAVAL AC-
TIVITIES. Include lists of material
certified as surplus by activities and des-
ignated for redistribution within the De-
partment of the Navy.

Retention period: 2 years,
retain summary records perta,nmg
to the monetary value of material re-
distributed and/or declared surplus
for 4 years.

(2.) REPORTS OF EXCESS AND
SURPLUS PROPERTY (such as Std-lZ0 and
NAVSANDA-I I04)and Reports of Sales of
Government Property, Invitations, Bids,
and Acceptances (such as Std-ll4); related
correspondence and papers.

Retention period: I year after final
action has been taken.

(3) CASE FILES RELATING TO
SALES OF EXCESS AND SURPLUS PROP-
ERTY. See para. 4530.

(4) EXCESS VESSEL FILES: Corre-
spondence and related papers concerning the
stripping and preservation of vessels ex-
cess to the Navy and awaiting disposal ac-
tion; vessel reports (other than those cov-
ered in para. 4570(2) above).. These
records primarily are maintained by BU-
SHIPS activities.

Retention period: 2 years after dis-
posal action is completed.

4600 TRAVEL AND TRANSPORTATION
RECORDS GENERAL

(I) PRIIL.RY PROGRAM RECORDS:

(a) General correspondence files
and other records of the Bureau of Supplies
and Accounts, Headquarters Marine Corps
and other departmental bureaus and offices
having program responsibility, relating to
the development and implementation of
plans, policies, and procedures for the
transportation of naval material and the
shipment of military and civilian household
goods, and for terminal transportation op-
erations (land, sea, and air}.
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Retention period: permanent. (Trans-
fer periodically to Federal Records
Center, Alexandria, Va.

(b) General correspondence files
and other records of the Bureau of Naval
Personnel documenting its responsibilities
for the development and implementation of
policies and procedures for the transporta
tion of military personnel.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria. Va. when 4 years old.

(c) General correspondence files
of the Commander, Military Sea Transpor-
tation Service documenting his over-all re-

sponsibilities for providin sea transporta-
t,on services for the Department of Defense.

Retention period: permanent. (See
para. 4620(I )).

(2) GENERAL CORRESPONDENCE
FILES OF ACTIVITIES AND OFFICES RE-
SPONSIBLE FOR TRAVEL AND TRANS-
PORTATION MATTERS, RELATING TO
THEIR OPERATION AND ADMINISTRATION
(other than records covered in para. 4600(I)
above).

Retention period: 2 years, except 3
years for /Marine Corps activities.

(3) TRANSPORTATION REPORTS:
copies of reports forwarded to or summa-
rized in reports submitted to higher au-
thority and not specifically authorized in
the 4600 series for other disposal.

Retention period: 2 years.

4610 SHIPMENT (CARGO AND FREIGHT)
RECORDS

(I) RECORDS RELATING TO SHIP-
MENT (TRANSPORTATION) BY COMIMER-
CIAL CARRIER: shipping documents and
related correspondence and papers pertain-
ing to the transportation of material by
commercial carrier, including copies of
bills of lading, air bills, cargo lists, in-
divldua/demurrage reports, manifests,
and other supporting documents containing
pertinent freight classification data; stor-
age in transit records, including Records
of Transit Freight Bills and Tonnage Cred-
its (such as NAVSANDA-711 and DD-575);
export certificates, trans-shipment tonnage
data, and car and car demurrage records
(such as DD-1092):
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(a) Commercial freiBht docu- (2) SHIPMENT REQUESTS AND RE-
mentation dated after 31 December 1958. LATED ORDERS USED AS REQUISITIONS.

4 years for issuing See part. 4235.

4615 ROUTING RECORDS

(b) Commercial frei ht docu-
mentation datedb/ore anuar

10. y.ar,:or
off_un_d_, co _!___and con
and inbound consignee copies to near-
est Federal Records Center when 4
years old, axcpt that overseas Mili-
tary Assistanvisory Groups
(MDAPs) will transfer inbound copies
to the Federal Records Center, Army
Section, Alexandria, Va. when 3
years old in accordance with part.
4900.

(I) ROUTE ORDER FILES: orders
and other records (such as Movement of
Military Interchange Railroad Cars, DD-
1089) relating to the authorization and
routing of freight shipments. These copies
are used for statistical or other local in-
formational purposes oaly (such as original
file of the Navy Transportation Statistical
Division, Freight Terminal Department,
Naval Supply Center, Norfolk, Va. }. In-
clude routing requests, route orders,
routing authorizations, other records of
routings, and related corr,spondence and
papers.

Retention period: year or until
purpose has been served.

(2) RECORDS RELATING TO SHIP-
MENT (TRANSPORTATION) BY GOVERN-
MENT CARRIER: Government bil/s of ind-
ing, cargo manHests, freight warrants and
waybills, and other documents supporting
shipments by Government carriers.

3 years for issuing
copies and for con-

nee inbound co-ies; I year for all
order copies.

(3) COPIES OF SHIPMENT REPORTS
and related papers submitted o,r summa-
rized to higher authority and nbt specifi-
cally authorized for other disposal. Include
tabulated listings, statistical data, and spe-
cial reports (such as Transportation (Cargo}
Tonnage Reports ), maintained by trans-
portation activities for local statistical or
shipment management purposes.

Retention period: 2 years.

(4). CANCELLED BILLS OF LADING
Retention period: 3 months.

(5) MILITARY SEA TRANSPORTA-
TION SERVICE CARGO RECORDS. See
part. 4620.

4611 BILLS OF.LADING. See part. 4610.

4612 SHIPMENT ORDER RECORDS

(1) SHIPMENT ORDERS OR RE-
QUESTS SUPPORTING BILLS OF LADING.
See part. 4610.

(2) OCEAN MANIFESTS and related
papers used by freight terminal offices or
other similar activities for routing manage-
ment purposes only. (See part. 4610 for
other copies.

Retention period: 2 years.

(3) SECTION 22 QUOTATIONS FILES
AND TARIFF FILES.

Retention period: until cancelled or
superseded, that tariffs re-
quired to interpret Section 22 (uota-
tions may be retained.

4620 SEA TRANSPORTATION RECORDS

These records are accumulated by Military
Sea Transportation Service activities, in-
cluding Headquarters MSTS and subordinate
commands and offices (other than files
maintained aboard individual MSTS ships
which are covered in Part HI of this In-
struction). Military Sea Transportation
Service records not covered in this {4620)
paragraph should be disposed of in accord-
ance with pertinent subject-matter provi-
sions throughout this manual.

Regardless of these authorized retention
periods, any records pertaining to unsettled
claims, to matters under litigation or in-
vestigation, or to General Accounting Of-
fice exceptions are to be retained until
after case is finally settled or closed.
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(1) PRIMARY PROGRAM RECORDS:

(a) Commanders, Military Sea
Transportation Service Headquarters and area
and sub-area commands eneral correspond-
ence subject) file s: correspondence, reports,
and other records that document the organiza-
tion of the Service, and the over-all development
and execution of plans, policies, programs, and

procedure s relating to the Service’ s a s signed
mission of providing sea transportation for
Department of Defense goods and personnel;
related index records. (Exclude internal oper-
ating records covered in para. 4620(3) below.)

Retention period: permanent. (Trans-
fer to nearest Federal Records
Center when - years old.)

(b) That portion of the eneral cor-

respondence files of divisions and other organ-
izational units of Headquarters Militar}, Sea

Transportation Service that documents plans,
programs, generalprocedures, the overall
accomplishment of assigned functional respon-
sibilities, and the performance of es sential
transactions, when these files are not dupli-
cated or essentially documented in files cov-

eredby subparagraph (a)above. Include pro-
gramdocumentation of the Plans and Policies
Division, Operations Division, Commercial
Water Traffic Division, Maintenance and Re-
pair Division, Engineering Division, Claims
Division, Contract Division, the Consultant
Negotiator, the Merchant Marine Assistant,

and the Arctic Operations Provost Officer.
Include also congressional liaison files of
the Plans and Policies Division.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 2 years old.

(c) That portion of the general cor-
respondence files of the legal staffs of
MSTS Headquarters and area or sub-area
commanders that documents policy deci-
sions and the development and accomplish-
ment of overall plans and programs relating
to the staff’s assigned responsibilities and
to the coordination of legal work under area
and sub-area commanders.

Retention period: indefinite.

(-) GENERAL CORRESPONDENCE
FILES of divisions and other organizational
units of Headquarters Military Sea Trans-
portation Service that are essentially du-
plicated or summarized in the Commander’s
general correspondence files and that re-
late to the overall performance of their
functional responsibL1ities. (Exclude rou-
tine operating records covered in para.
4620(3) below.

Retention period: 4 years.
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(3) INTERNAL OPERATING REC-
ORDS: general correspondence files of the
Commander, MSTS; of divisions and other
organizational units of Headquarters,
MSTS; and of subordinate commands and
offices, including legal staffs, divisions,
or other organizational units of the com-

mand or office, relating to the routine in-
ternal operation and administration of their
functions. Include copies of reports submit-

ted to higher authority and not speci/ically au-

thorized in this (4620) paragraphfor other
disposal. ( primary program rec-

ords covered inpara. 4620(I) and (2) above.
Retention period: 2 years.

HEAD(UARTERS MILITARY SEA TRANS-
PORTATION SERVICE RECORDS.(See
paras. 4620(18)-(27) for records of MSTS
subordinate commands and offices.

(4) JOINT AGREEMENT FILES:
agreements between Military Sea Trans-
portation Service and Shipper Services.

Retention period: permanent.

(5) SHIPBOARD ADMINISTRATION
RECORDS:

(a) Annual reports of admini-
strative inspections of MSTS ships; related
correspondence and papers documenting
recommendations and results.

Retention period: permanent, as pro-
vided in para. 5040(3).

(b) MSTS WeLfare and Recrea-
tion Fund records. Apply para. 5380.

(6) OPERATIONAL INTELLIGENCE
RECORDS (Operations Division):

(a) Port Facilities Files: copies
of reports, brochures, regulations, photo-
graphs, and other records pertaining to
port facilities or Department of Defense in-
staLlations of possible use to Military Sea
Transportation Service for resupply, emer-
gency, or other purposes, including copies
of reports relating to foreign ports. These
records are maintained by the Operationa
InteLligence Officer.

Retention period: until superseded,
cancelled, or obsolete.

(b) General correspondence files

relating to port facilities and operational
inteLligence matters at MSTS activities.
Consist of correspondence and related pa-
pers concerning such matters as status of
facilities, ships schedules, anchorages
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and harbors, dredging, ammunition handling
and stowage.

Retention period: 1 year.

(7) PLOTTING OFFICER. RECORDS:

(a) Movement report cards; con-
tinuous record of ship arrivals, departures,
and speed of advance.

Retention period: permanent.

(b) Movement reports (message)
from MSTS subordinate commands and of-
fices of ship arrivals and departures; status
re prepared daily from daily messages
received.

Retention period: status reports-2
years; message reports--until super-
seded or until vessel is removed from
MSTS control.

(c) Ships employment schedules
(periodic) received from a USN vessels;
COMSTS schedules for USNS vessels
(passenger, cargo, tanker, and chartered
vessels ).

Retention period: until superseded.

(d) Special projects file of
copies of daily position charts, messages,
and other reports.pertaining to specific
operations or special projects.

Retention period: 3 months ater
completion of project.

(8) PASSENGER OPERATIONS
RECORDS:

(a) Passenger Transportation

se:
summary reports of passengers

d by Military Sea Transportation
Service (such as MSTS-46ZI(15a)}. Include
reiated index or control records, such as
kardex record of passenger reports
received.

Retention period: permanent. (Trans-
fer annually when I year old to Fed-
era1 Records Center, Alexandria, Va.)

(b) Passenger lists. Apply para.
4650(9).

(c) Passenger traffic (card} rec-
ords: summary records of passenger traf-
fic satistics showing number and source
(by military Service) of passengers carried
by each MSTS ship.

Retention period: permanent.

Disposal of Navy and Marine Corps Records

(d) Traffic Anal)rsis and Reports
Files: copies of reports and other data re--to or accumulated in connection with
the analysis of passenger traffic, i.e., re-
quirements versus plans and capabilities,
traffic requirements and a11ocations, etc.
Consist of internally prepared reports,
Passenger Tra/fic Reports, Comparative
Analyses of MSTS Traffic, and other simi-
lar reports or data.

Retention period: 5 years.

(e) Ships Files: correspondence
with individual passenger ships, and related
papers.

Retention period: 3 years.

(9) CARGO SHIP OPERATION REC-
ORDS:

(a) Ships Fires: correspondence
and other records relating to individual
MSTS cargo ships. Include periodic vessel
operation reports, departure and arrive;
reports, schedules, cargo assignments,
certificates of performance, voyage reports,
and other simiiar or related records.

Retention period: 5 years.

(b) Oerational statistical and
data reports received periodically from
MSTS subordinate commands and offices.
Consist of such reports as Continental
Port Activity and Cargo Summary, Over-
seas Cargo Activity, Operational Report of
MSTS Charter of USNS and USS Cargo Ships,
and Cargo and Ship Activity (Message}
Report.

Retention period: 5 years, except
year for cargo and ship activ-
message report.

(c) Cars0 transportation space
requirements reports: received periodicaLty
from Shipper Services.

Retention period: 2 years.

(I0) COMMERCIAL WATER TRAFFIC
RECORDS:

(a) Charter Contract Adminis-
tration Files: correspondence and other
records relating to the general administra-
tion of charter contracts. Include material
on general procedures and instructions,
contract preparation, rate analysis, and re-
fated matters.

Retention period: 5 years.

11-4-26 21 June 1961



Logistic Records

(b) Ocean Terminal and Tariff

Files.
Retention period: indefinite.

(c) Ocean manifests, related

stowage plans and dock receipts: irorma-

lion copies used for analysis of cargo loaded

on commercial vessels; related card records
of manifests received. (See para. 4010 for

other copies.
Retention period: 3 years.

(d) Vessel schedules.
Retention period: year.

(e) Cargo Activity Reports
(Overseas) and Port Activity and Car[o Re-

ports for Continental U.S. Ports: copies
accumulated by Rate Branch.

Retention period: 4 years for conti.
nental U.S. reports; year for over-
seas reports, vrovided no longer
needed for reference or statistical|

purposes.

(f) Company and Commodity
Files.
Retention period: indefinite.

(g) Caro Distribution and Ton-

nae Lifting Reports.
Retention period: year, provided no

longer needed for statistical or ref-
erence purposes.

(I l) TANKER OPERATION RECORDS:

(a) Ships Files: consist of (I)
individual folders for each tanker, contain-

ing correspondence on the tankerts opera-
tion, maintenance and repair, damages,
crew articles and other similar material;

(2) folders containing operational records,

such as Tanker Voyage Reports, Gauging
and Inspection Reports, Vessel Utilization
and Operation Reports, and other similar

reports; and (3) folders containing messages
on operation of each vessel.

Retention period: 2 years.

(b) Tanker Operations Schedules
(weekly) and periodic reports from contract
operators showing ships schedules and
names of ships masters and chief engineers;
loading and discharge reports.

Retention period: year, excerpt 18
months for loading and discharge
reports.

SECNAVINST P5212.5B
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(c) Port Information Files: cor-

respondence, reports on sailing harbor and

other conditions, port facilities and stow-

age information, reports of unusual condi-

tions, and other similar data.
Retention period: until information is

superseded or obsolete.

(12) MAINTENANCE AND REPAIR
RECORDS:

(a) Ships correspondence files:

correspondence, messages, and other rec-

ords relating to individual MSTS vessels
and to repair, overhaul, and maintenance
matters.

Retention period: indefinite.

(b) Job Order Specifications and
Final Cor. Reports of Vessel Repairs, in-

cluding Departure (finl cost) Reports for
repairs to tankers. These document vessel
repairs, maintenance, alterations, and
conversions.

Retention period: indetinite.

(c) Inventory and Condition

Surveys for all MSTS vessels, including
cursory condition survey reports and re-

ports received when vessel is placed under
MSTS control; annual material inspection
reports; annual boiler inspection reports.

Retention period: indefinite.

(d) American Bureau of Ship-
ping and U.S. Coast Guard inspection re-

ports and certificates, copies of; related
documents.

Retention period: indefinite.

(e) Shipalts, including Altera-
tion Approval Records, for ali USS vessels
and for CVE’s under MSTS control.

Retention period: until all ships to

which applicable have been removed
from MSTS control or until craft is

stricken.

(f) Tanker Passage Report Files:

copies of Voyage Abstracts, Abstracts of

Engineering Logs or Engineer Passage
Reports, other similar records.

Retention period: indefinite. (Trans-
fer to Federal Records Center, Aex-
andria, Va. when 3 years old.

(13) ENGINEERING RECORDS:

(a) American Bureau of Shipping
and United States Goast Guard reports and
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Disposal of Navy arid Marine Corps Records

certificates, copies of, for MSTS tankers,
transports, etc.

Retention period: until vessel is
scrapped (deleted from register of
United States naval ships).

(b) Blueprints and plans for
MSTS vessels.

Retention period: until superseded or
vessel is removed from MSTS control,
except that Technical Branch will re-
tain its files of plans, specifications,
and/or data books for all categories
of hull, machinery, structural detail
plans for tankers, stability plans,
general arrangement plans, conver-
sion and repair specifications, new
design plans, and related documenta-
tion until 3 years after superseded or
vessel is removed from MSTS control.

(h) Ships Electronics Files:
correspondence and other records relating
to electronics matters aboard individual
MSTS ships. (See pars. 9670 for other
shipboard electronics records.

Retention period: until vessel is re-
moved from MSTS control or scrapped,

retain electronic equipment
ecord reports received from

subordinate commands and related
tabulations and records until 3 years
old.

(14) MATERIAL RECORDS:

(a) Ship equipment data, such as
copies of trial trip reports, allowance lists,
and other basic material data.

Retention period: until vessel is
stricken.

(c) Vessel Files: records relat-
ing to individual MSTS cargo and transport
vessels. Comprise records relating to en-
gineering matters, such as boiler and other
inspection reports, Reports of Ships Under-
going Repair or Alteration, Port and Voyage
Abstracts, Docking Reports for MSTS cargo
and transport vessels (annual or biarmual),
propeller da.ta (measurements), and other
similar reports or records.

Retention period: 5 years, re-
tain docking reports and propeller
data until vessel is removed from
MSTS control.

(d) Technical progress reports.
Retention period: 5 years.

(e) Engineering calculations and
related technical reformation regarding
MSTS vessels.

Retention period: 3 years after date
calculations are superseded by later
data or data otherwise becomes
obsolete.

(f) American Bureau of Shipping
approvals of technical machiner)’ and struc-

tural
Retention period: permanent. {Trans-
fer to Federal Records Center, Alex-
andria, Vs. when 3 years old.

(g) Ships Design Files. Apply
pars. 90Z0, except that Technical Branch
wi retain, its new design plans for ships
until 3 years after superseded.

(b) Ship material status, formal
records of, at time of transfer of vessel,
such as builder’s receipts and ship’s inven-
tories.

Retention period: until obsolete.

(c) Materialprocurement and
inventor), control records. Apply pertinent
provisions of the 4000 series and other
pertinent provisions throughout Part H of
this Instruction.

(15) MEDICAL RECORDS: Voyage
Medical Reports (such as MSTS-155) and
other similar reports, and periodic statis-
tical data relating to medical functions at
MSTS activities or aboard MSTS ships.

Retention period: I year.

(16) STATISTICAL AND ANALYSIS
RECORDS:

(a) Periodic reports received
from subordinate commands and offices and
used for analytical purposes and to compile
data. Consist of Reports of MSTS Ship
Dispatches and Demurrages (monthly, con-
solidated, etc. ); Reports of MSTS ships
used by other than MSTS on a per diem
basis; copies of statements (used to pro-
rate bills for shipper services); Reports of
Allocations of Direct and Overhead Costs;
Balance Sheets used to abstract or compile
data for periodic statistical reports; Vessel
Expenditure and Obligation Reports; Voyage
Reports; monthly statistical listing reports
of Joint Military Transportation Committee.
Include also speci1 reports or listings pre-
pared by specific request.

Retention period: 2 years.
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(b) MSTS Transportation Bill--
Allocation Bill and Statistical Bill, for
Shipper Services or agencies; substantia-
tion for Bills, including consolidated
monthly reports (listings by categories) and
monthly sheets. Include also work sheets
and other background papers used in pre-
paring Bills for Shipper Services (such as
allocation work sheets, income and expen-
diture and cost analysis data and codes

Retention period: 2 years, exc.ept
retain Bills to Shipper Servi until
3 years old.

(c) Summarized Reports of MSTS
Operations; MSTS Ship Performance (Under-
way Performance Vessel Operations)
ports; MSTS Ships Characteristics Inven-
tories; Quarterly MSTS Ship Utilization
Reports.

Retention period: permanent.

(d) IVISTS Financial and Statisti-
cal Reports (such as NISTS Report 552):
prepared monthly.

Retention period: permanent.

(e) Lift statistics and revenue

billin (cost) cards: contain NtSTS cargo
and passenger lift statistics, and perform-
ance, cost, and other data. Received
periodically from subordinate commands.

Retention period: original detail
cards submitted periodically by
subordinate commands--indefinite:
summar)r cards preparea at Hea6-

uarters--5 years.

If) Tabulations or listin[s cov-

erin[ MSTS lift statistics (passenger, cargo,
inbound and outbound lifts, etc. and mis-
cellaneous shipment statistical data.
statistics are summarized in published re-

ports; one copy of each published report is

to be retained indefinitely.
Retention period: 3 years.

(17) MSTS INSPECTOR GENERAL
RECORDS: reports of inspection and sur-

veys made of subordinate activities by Area
Command survey teams; Shipboard Inspec-
tion Reports. See para. 5040.

MILITARY SEA TRANSPORTATION SERV=
ICE SUBORDINATE COMMANDS AND OF-
FICES RECORDS. (See paras. 4620(4)=(17)
above for Headquarters MSTS records.

(18) DALLY BULLETINS.
Retention period: master copies.-

(one of each)--permanent; all others--until
superseded or obsolete.

(19) PASSENGER LISTS.
Retention period: master passenger
lists with arrival dates affixed (one
official copy of each list)--permanent
(transfer to Navy Branch, Federal
Military Personnel Records Center,
9700 Page Boulevard, St. Louis 32,
Mo. when 3 months old); all others--
until purpose has been served, ex-
cept that comptroller divisions of
MSTS activities will retain account-
ing copies for 2 years.

(20) LOCATOR FILES (SHIP AND
PERSONNEL).

Retention period: year.

(21) SHIPS AVAILABILITY REPORTS.
Retention period: until superseded or
cancelled, excerpt that operations di-

visions of MSTS activities will retain
for 2 years.

(22) STATISTICAL AND COST AC-
COUNTING RECORDS maintained by the
comptroller’s office of MSTS activities:

(a) Cargo and passenger lift
statistical records (such as original detail
(EAM) cards used for cargo and. commodity
identification and summary cards! contain-
ing lift statistics, including summary cards
used to prepare specific reports and inter-

mediate summary cards used to prepare
unspecified reports); monthly bulk petro-
leum reports.

Retention period: 2 years.

(b) Ocean shipping manifests:
copies used by MSTS comptrollers for
statistical and analytical purposes.

Retention period: caro manifests--
6 months; berth-term or space ship-
ment manifests year.

(c) Other cost and financial ac-

counting records. Apply chapter 7.

(.3) LEGAL RECORDS. See paras.
4620(1) and 5800.

(24) MSTS MAINTENANCE AND RE-
PAIR DIVISION RECORDS. These are

maintained for internal maintenance and
repair planning and for progress control
purposes. (See pertinent subject-matter
series for official contract and order files,
inspection files, etc.
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(a} MSTS Vessel (Ship) Case
Files: correspondence and related papers
pertaining to MSTS ships undergoing re-
pair or alteration. Include such records as

of alteration requests, bids, field
repair specifications, progress and

inspection reports, departure reports, and
other similar reports and papers; "related
correspondence. See pars. 4700(3).

(b} Pre-voae vessel condition
reports.

’etention period: I year.

(c) Reports and abstracts (other
than those filed in case files covered in sub-
pars. (a} above: port and voyage reports
and abstracts (such as MSTS-9400-1 and
9400-Z); engine department log abstracts;
conversion progress reports (such as
MSTS-180}; lube oil analysis reports;
boiler water conditioning reports; inspec-
tion of water or pressure vessel reports
(such as MSTS-4730-2}; periodic mainte-
nance reports of vessels and reports of
vessels undergoing conversion and repairs;
other similar or related reports pertaining
to local maintenance and repair functions.

Retention period: - years.

(d) Decommissionin inventories.
Retention period: permanent.

(e) Ships characteristics data.
Retention period: until superseded or
until ship is removed from MSTS
control.

(f) Records of equ/pment aboard
MSTS vessels.

Retention period: until superseded or
until vessel is removed from MSTS
control.

(g) General MSTS ship specifica-
tions and standards MSTS ship repair speci-
fications. Apply pars. 41Zl.

(h) MSTS records relatin to
salvage and disposal of scrap by private
contractors, including declarations from
contractors, invoices, and memoranda
approving, payment.

Retention period: 4 years.

(i) Work production records.
See pars. 5ZZ0.’

Chane 1
-? August 1764

Disposal of Navy and Marine Corps Records

(j) Other maintenance and re-
pair records.

Retention period: Apply 4700-4799
series

(ZS) CIVILIAN MARINE PERSONNEL
RECORDS:

(a) Qualification records.
Retention period: year after trans-
fer or other separation of employee.

(b) Rosters of masters and other
civilian marine personnel.

Retention period: until superseded.

(c) Crew lists.
Retention period: I0 years. (Trans-
fer to nearest Federal Records Cen-
ter when 2 years old or ater settle-
ment of claim to which pertinent,
whichever is later.

(d) Other records relatin to
civilian marine personnel. Apply pro-
visions of Chapter I-.

(-6) OPERATIONS DIVISION
RECORDS:

(a) .Original’deck loss (submitted
monthly by USNS ships to home port com-
manders).

Retention eriod: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when year old and
when vessel is transferred from MSTS
control.)

(b) Ships data and characteris-
tics records.

Retention period: until superseded or
vessel is removed from a MSTS ac-
tivity’ s control.

(c) Ship itinerary cards or other
records of vessel moyements.

Retention period: Z years ater date
of obsolescence’.{ship is removed
from MSTS control, placed in re-
serve operation ervice (ROS}, or
scrapped }.

(d) Billet assignments kboard
ship, records of.

Retention period: 6 months.

(e) MSTS passenjer, booking,
and trip records: passenger ship schedules;
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passenger transportation reports (such as

MSTS-4621-3) and speedletter reports of
passenger activities; booking requests and

other related booking records for USNS in-

service and MSTS chartered vessels; copies
of trip summary reports (such as IviSTS-
4650-4); and card or other records of ship
bookings.

Retention period: 1 year.

(f) JOSPRO (Joint Ocean Ship-
ping Procedures) passenger messages and.
sailing orders.

Retention period: 2 years.

(g) Ship and caro availabilit]
and operational records, such as ships
availability reports and weekly MSTS op-
eration reports; vessel activity reports,
port activity and cargo forecasts and sum-
maries; space reservation reports and
summaries of space available; Army con-

sist lists indicating cargo on wharves
available for shipment; Mutual Defense As-
sistance Program (MDAP) shipment reports;
and other similar or related documents.
These are copies accumulated for opera-
tional planning and ship and cargo avail-

ability purposes.
Retention period: Z years.

(h) MSTS and commercial steam-

ship sailin8 schedules; records of port
facilities.

Retention period: until superseded.

(i) MSTS manHests and hatch

list.__s (such as DD-4680 469, and 485), to-

gether with related bills of lading and other
similar records pertaining to each sailing
of individual vessels: copies used for op-
erating purposes. (See pars. 4610 for
official outbound and inbound shipment
copies.

Retention period: 2 years when

caro is loaded within area o re-

sponsibility.; until ship departs the
area when cargo is incoming.

(J) Berthin plans for MSTS
passenger vessels.

Retention period: until superseded
or until vessel is stricken from
register.

(k) Vessel movement records
including copies of operational orders and
movements and supporting documents. (See
also subpara. {p) below.

SECNAVINST P5212 5B
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Retention period: 2 years, as pro-
vided in para. 3123(2).

(I) Ship Voyage Files: cargo

preplanning (ship voyage)files containing
such records as rough shipping orders,
certificates of performance, stowage plans,
copies of damage reports, and agreements
on cubics of cargoes; claims (ship voyage)
files, including space charter invoices and
claims files, containing such reords as
manifests, shipping orders, out"turn re-

ports, invoices, status slips, and claim
forms; ship voyage files () used for
cargo operation purposes ana containing
such records as manifests, copies of bills

of lading, sailing messages, out-turn re-

ports, applications for berths, confirma-
tions of berth assignments, and related
correspondence.

Retention period: 2 years.

(m) Time charter vessel op-
eratives lirormation) files: copies of op-
erational orders and movement reports,
delivery and redelivery urvey reports and
certificates, port logs, condition surveys,
and other similar or related papers and
correspondence.

Retention period: 2 years after de-

livery of vessel.

(n) Charter contracts. Apply
para. 4280.

(o) BerthinS lists, and hi-weekly
and other on-berth shipboard reports.

Retention period: 3 months.

(p) Daily position reports (rues-

etention period: 6 months or until

information has been plotted on posi-
tion chart or otherwise recorded,
whichever is earlier.

(q) Condition survey reports;
arrival and departure nspection reports;
on-hire nd off-hire inspections.

Retention period: 2 years.

(r) Quartermasters Notebooks:
forwarded annually to home ports by in-

dividual MSTS vessels.
Retention period: 3 years.

(s) Other vessel operation re-

ports and records, including those relating
to passenger and cargo handling matters,

and to other MSTS operational matters not
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specLflcally covered elsewhere in this
(4620) series.

Retention period: 2 years.

(27) OTHER MSTS RECORDS.
pertinent subject-matter instructions
throughout this manual.

4622 MERCHANT MARINE RECORDS

These records are accumulated by the Mer-
chant Marine Assistant’s Office at Head-
quarters, Military Sea Transportation Serv-
ice, Washington, D.C.

(1) GENEIAL CORRESPONDENCE
FILES OF THE MERCHANT MARINE
SISTANT’S OFFICE relatin to the overa21
mission of the Office and its organization
and significant accomplishments, including
liaison activities with the Maritime Admin-
istration. (Exclude routine internal op-
erating rec0r-’

Retention period: permanent, as pro-
ided in pars. 4620(I above.

(2) MERCHANT MARnE VESSEL
FILES: include (a) individual case folders
for each active merchant marine vessel
having previous service with the Navy or the
Army Transportation Corps, each major
merchant ship built since World War II,
each ship currently assigned to Mil/tary Sea
Transportation Service, and each merchant
type ship transferred to the Navy by the
Maritime Administration since World War
II; and {b) related hardex and linedex rec-
ords of merchant marine vessels.

Retention period: until vessel is sold
foreign (less those under "effective
U.S. control"}, scrapped, sunk, or
no longer considered su/table for fu-
ture service in the American Merchant
Marine.

(3) MERCHANT MARINE VESSEL
PLANS, including conversion plans for
ships converted to merchant vessels; copies
of.

Retention period: until superseded or
obsolete, or until ship is removed
from "effective U. S. control" {sold
foreign, sunk, or scrapped}.

(4) NAVAL R,ESERVE PENNANT
FILES: company and ships files consistins
of. copies of Awardin Warrants to Fly Mer-
chant Marine Reserve Flag, qualHying
letters, copies og SECNAV award/z letters,
and Reports of Naval Reserve Status of Crew.

D/sposal of Navy and Marine Corps Records

Retention period: until ship’s war-
rant is cancelled, then transfer to
and dispose of with vessel file (pars.
4622 (2) ab.ove).

(5) MERCHANT VESSEL REGISTER
master file-one copy of each.

Retention period: permanent.

(6) AMERICAN BUREAU OF SIGP-
PING LISTINGS with supplements, and
LLOYD’S REGISTER with supplements.

Retention period: 5 years, except
retain indefinitely selected "Critical
Year" issues.

4630 AIR TRANSPORTATION RECORDS

(I) AIR CARGO AND FREIGHT
SHIPMENT RECORDS. See pars. 4610.

(2) AIR PASSENGER AND TRAVEL
RECORDS. See para. 4650.

4650 PASSENGER, TRANSPORTATION/
TRAVEL RECORDS

(I) ACTIVITIES GENERAL CORRE-
SPONDENCE FLLES: files of transporta-
tion offices and of other offices or activities
performing travel and transportation func-
tions. (Exclude departmental program rec-
ords covered in para: 4600(I) and MSTS
records covered in paras. 4620(I) and (2).)

Retention period: 2 years.

(2) TRANSPORTATION REPORTS:
copies of reports relating to civilian, travel
and to travel by military personnel and
their dependents. Include Reports of Pay-
ments for Travel Expenses not shown on
transportation requests, other similar re-
ports, and related correspondence and
papers.

Retention period: 2 years.

(3) DAILY TRANSACTION FILES.
Retention period: 2 years.

(4) MILITARY PERSONNEL TRANS-
PORTATION REQUESTS AND MEAL
TICKET RECORDS: official transportation
office and certifying or authorizin office
,copies of records relating to the authorisa-
,ion or issuance of transportation requests
and meal tickets to military personnel or
their dependents, including Transportation
Requests or Meal Tickets issued, stubs of
transportation requests or meal tickets
issued, copies of duty orders, travel
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orders, certificates, and related corre-
spondence and other supporting papers.

Retention period: 4 years, excevt
3 years for MARCORPS activities.

(5) TROOP MO% EMENT RECORDS:
draft movement orders and related corre-

spondence and papers concerning the routing
(transportation) of troop drafts (15 or more

men). Include requests for rail or other
space and draft sheets.

Retention period: Z years.

(6) TRANSPORTATION ACCOUNT-
ABILITY RECORDS: fiscal copies of
vouchers and other records covering passen-
ger transportation charges. See chapter 7.

(7) CIVILIAN PERSONNEL TRAVEL
RECORDS: requests, authorizations,
orders, and other records relating to offi-
cial travel by civilian personnel and their
dependents and to other civilians authorized
to travel at Government expense, including
Conference Travel Requests and Authoriza-
tions (such as NDGEN-1020).

Retention period: transportation of-
fice official copies and administrative

(authorizing) offic e copies --4 year s

other copies--until purpose has been
served.

(8) TRAVEL EXPENSE CLAIIS.
Retention period: 3 years after date

of settlement of claim.

(9) PASSENGER LISTS AND PAS-
SENGER REPORTS (passenger invoice re-

capitulation sheets)and related destination

summary sheets; cargo reports (invoice
recapitulation sheets) and related sum-

maries of cargo (other than MSTS perma-
nent (master) file and other copies accumu-

lated by Military Sea Transportation Service
activities and covered in para. 46Z0(19).

Retention period: I year.

(I0) MOTOR VEHICLE OPERATING
RECORDS. See para. 11240.

4660 TERMINAL OPERATIONS RECORDS

(1) GENERAL CORRESPONDENCE
FILES created or accumulated by activities
in connection with.the operation and admin-

istration of cargo and terminal operation
facilities, including stevedoring and ship
loading operations, waterfront (port and
port terminal) facilities, and transit and
export operations (other than primary

5ECNAVINST P5212.5B
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program records covered inpara. 4600
(1)).

Retention period: 2 years.

(2) STEVEDORING CONTRACTS,
CROSS-SERVICE AGREEMENTS, AND
CARGO HANDLING SERVICE AND SPACE
SHIPPING CONTRACTS. Apply para.
4280.

(3) CARGO TONNAGE REPORTS
(such as NAVSANDA-1045 ), cargo handling
reports, Reports of Transit Utilization by
Transit Operators (such as DD-I090), and
other terminal operations reports not spe-
cificaLty authorized for other disposal.

Retention period: Z years,
that cargo handling battalions will
destroy cargo handling battalion
progress reports when 6 months old
or upon disestablishment.

(4) TERMINAL FACILITIES DATA
FILES: ships characteristics, charts,
map-: .and other irfformational material re-

garding terrninal..facilities, terminal han-

dling cost and thnage data, stowage plans,
and other papers reflecting terminal facil-

ities informational data.
Retention period: until superseded,
obsolete, or no longer needed for
information.

4700 MAINTENANCE, REPAIR, CON-
STRUCTION, AND CONVERSION RECORDS
GENERAL

(I) GENERAL CORRESPONDENCE
FILES of activities, departments divisions,

or other organizational units concerned
with the construction, alteration, overhaul,

repair, salvage, maintenance, or construc-
tion of naval facilities, equipment, aircraft,
vessels, and other materials, and pertain-
ing to the execution of their functions.
clude primary program records covered in

appropriate subject matter series:

(a) Correspondence, reports,
and other records relating to the planning
of industrial operations involvin the con-

struction, repair, and maintenance of fa-
cilities, equipment, aircraft, vessels; and
other craft and materials. These records
pertain to the correlation of work with avail-

able funds, preparation and issuance of de-

signs, coordination of work assigned to

private contractors, engineering procedures,
work scheduling (planning)programs, and
the overall supervision of these functions
within the activity.

Change 1
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Retention period: 4 years,
that public works activities w, re-
tain for 5 years.

(b) Correspondence relating to
the routine internal operation and admin-
istration of the activity, sho, or other
organizational unit concerned with mainte-
nance, repair, and overhaul functions.

Retention period: 2 years.

(2) AIRCRAFT (CASE) FILES: cor-
respondence and related papers regarding
repairs and alterations to individual air-
craft or astronautic vehicles. These are
accumulated by overhaul and repair offices
or units of aviation stations, facilities, or
other activities concerned with the mainte-
nance, overhaul, and repair and readiness
of aeronautical craft. Consist of such pa-
pers as reports and data on major and
minor overhauls; copies of specifications,
characteristics data for craft; copies of
alteration and repair receipts and requests,
inventories of materials used in repair,
and release forms; check-off sheets, dis-
crepancy sheets; copies of inspection re-
ports; related correspondence and papers.

Retention period: year after plane
or other craft leaves activitys
custody or year after completion of
repair or alteration job, except re-
tain summary records relating to any
major modifications (including Project
Case Files of BUWEPS Fleet Readi-
ness Representatives relating to mod-
ification of types of craft} until craft
is disposedo type of craft be-
comes obsolete.

(3) SHIPS (CASE) FILES: records
documenting the maintenance, repair, con-
struction, and conversion of individual
vessels and accumulated by shipyards,
faciliti’s, and other activities con-
cerned with the upkeep, maintenance,
repair, alteration, and readiness of
vessels and other craft. Consist of
copies of repair, alteration, and other
requests, copies of bids and se.ifica
tions, inspection and departure reports,
material inventories, and other similar
reports and papers; related correspond-
ence.

Disposal of Navy and Marine Corps Records

Retention period: 4 years or until
vessel is stricken from Naval Vessel
Register, whichever is earlier, ex-
cept retain summary records relating
to major alterations and ships char-
acteristics until craft is disposed of
or vessel is stricken.

(4) JOB CONTROL OR STATUS
CARDS, check-off lists, or other progress
or status control records relating to up-
keep, maintenance, repair, construction,
or alteration work.

Retention period: until action is
completed.

(5) CARDS OR OTHER LOCAL CON-
TROL RECORDS relating to the status
(readiness or other) of individual vessels,
craft, or equipment under an activitys
cognizance.

Retention period: until craft or equip-
ment is disposed of or transferred.

(6) WORK LISTS covering approved
alteration and repair projects; related cor-
respondence and papers. See para. 4235(2}.

(?) ENGINEERING TEST DATA AND
RESEARCH AND DEVELOPMENT PROJ-
ECT AND DATA FILES for aeronautical,
ordnance, ships, and other naval weapons
and materials. See para. 3900.

(8) MACHINERY OR EOUIPMENT
HISTORIES (card or other similar record}
and related documents.

Retention period: I year after
equipment or machinery becomes
obsolete or is scrapped.

(9) U.S. COAST GUARD RECOM-
MENDATIONS for repairs to vessels.

Retention period: - years.

(I0) JOB OR PROJECT ORDER
(SHIP, CRAFT, OR EOUIPMENT) FILES:
accumulated by shops performing mainte-
nance services and other work, including
rework, repair, and conversion work for
aircraft, USN and USNS ships and other
craft, and for naval weapons and equip-
ment. These consist of copies of job and
project orders, together with copies of
related plans, bids, repair specifications,
schedules, invoices, completion and in-
spection reports, and other similar or re-
lated papers, including correspondence.
(Exclude copies to be filed in contract or
order case files covered in para. 4280 and
accounting copies of orders covered in
para. 7303.

Retention period: 2 years after com-
pletion of job or project.

(I I) SPECIFICATIONS REFERENCE
FILES: extra copies of specifications, in-
cluding contract specification estimates for
repairs, rework, overhaul, etc. to ships,
craft, weapons, and materials.

II-4 34 21 June 1961



Logistic Records

Retention period: 2 years, until com-

pletion of related work, or until ob-
solete or no longer needed for
reference.

(12) WORK PRODUCTION RECORDS.
Seepara. 5220.

(13) ENGINEERING DRAWINGS AND
PLANS REFERENCE FILES: copies used
by activities in connection with repair,
maintenance, construction, and conversion
operations. {See technical subject series

for master files.
Retention period: until superseded,
obsolete, or no longer needed for
reference.

(14) ENGINEERING INSTRUCTION
SHEETS: information and working copies
orB.y.

Retention period: until completion of
job or until no longer needed.

(15) REFERENCE COPIES OF MAS-
TER OR OTHER CONTRACTS, including
repair, rework, overhaul, conversion, or

construction contract files (ships, aero-

nautical services, and others). (See para.
4280(1 for contract case files.

Retention period: year after com-

pletion of repair or alteration job as

provided in para. 4280(2).

(16) LABOR AND MATERIAL CHARGE
AND OTHER COST RECORDS. See para.
7310.

(17) MANUFACTURING WORK AND
REPAIR ORDERS AND REQUESTS. See
para. 4235.

(18) INDUSTRIAL MANAGEMENT
PROJECT FILES maintained by overhaul
and repair departments at air stations, air

facilities, shipyards, and other activities
concerned with the construction, repair,
rework, conversion, and maintenance of
naval craft (ships, aircraft), missiles,
facilities, and materials:

(a) Research and development
project files. Apply para. 3900.

(b) Other project files. Apply
para. 5Z00.

4701 SCHEDULING RECORDS

(1) GENERAL CORRESPONDENCE
FILES maintained by various shops and

SECNAVINST P5212.5B
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offices, relating to maintenance, upkeep,
repair, construction, and improvement
work for ships and other craft, equipment
and materials, and facilities and instaLla-
tions, and involving work scheduling and

progressing. (See para. 4700(I) for pro-
gram plannin records.

Retention period: 2 years.

(2) OVERHAUL, ALTERATION,
MAINTENANCE, AND UPKEEP SCHED-
ULES and related local control records;
shop schedules.

Retention period: shop and ob
schedules--b months; equipment up-
keep and maintenance schedules--I
year.

(3) LOCAL CONTROL, PROGRESS,
AND STATUS RECORDS: workload prog=
tess and control records, including re-

ports, cards, schedules, and other similar
or related papers that are prepared or

maintained for local internal production
planning or scheduling and work progress
reporting or control purposes. These
records are accumulated by shops and other
activities concerned with the upkeep, main-
tenance, construction, and repair of air-

craft, vessels, other craft, naval equipment
and materials, and ashore facilities.
clude progress control cards; production,
distribution and delivery, material erec-

tion, and other schedules; other local rec-

ords and correspondence used to schedule
work or to facilitate or control work in

progress.
Retention period: 6 months or 6
months after completion of all re-

lated job or project orders or con-

tracts, as appropriate, except re-
tain job status reports and related
listings for 1 year.

4710 OVERHAUL/REWORK RECORDS

(I) OVERHAUL USAGE DATA relat-
ing to aeronautical craft and materials
maintained by activities concerned with
overhaul operations.

Retention period: Z years.

(Z) PROJECT CASE FILES FOR
TYPES OF CRAFT OR EQUIPMENT: cor=

respondence, copies of specifications, data

and related records pertaining to the over-
haul and modification of types of craft.

Retention period: until craft or
equipment is obsolete.
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(3) OVERHAUL AND REWORK RE-
QUIREMENT SCHEDULES. These records
document working plans and requirements
for major rework and overhaul work sched-
u/ed or programmed. Include master work
schedules, together with any changes there-
to, and related papers.

Retention period: I year after super-
seded by new schedule..

(4) OTHER OVERHAUL/REWORK
RECORDS. See para. 4700.

47Z0 ALTERATION AND IMPROVEMENT
RECORDS

(I) SHIPALTS, ORDALTS, NAV-
ALTS, and other alteration and repair
specification documents or material lists
(copies of) maintained by maintenance, con-
struction, and repair activities or facilities
or by supply activities for inventory control
and other supply management purposes, or
to facilitate local maintenance, construction,
or repair action.

Retention period: until superseded or
cancelled, or until completion of al-
teration or repair program, or until
craft or vessel is stricken, or until
material is deleted from the supply
system, as appropriate.

(2) PROJECT (CASE) FILES relating
to the major alteration of individual vessels
or craft.

Retention period: until vessel or
craft is stricken.

(3) OTHER ALTERATION AND
IMPROVEMENT RECORDS. See para.
4700.

4730 INSPECTION, EXAMINATION, TEST,
AND SURVEY RECORDS

(I) BOARD OF INSPECTION AND
SURVEY, WASHINGTON, D.C. RECORDS:

(a) General correspondence files
of the President of the Board: that portion
of the files that documents’the Board’s or-
gan/sational and functional history and the
development and execution of plans, policies,
procedures, and essential transactions per-
tining to the Board’s primary function of
providing for periodic and special inspec-
tion of ships and other craft, supervision
and review of sub-boards, participation by
the Board itself in inspections, execution
of directives from higher authority, and the

Disposal of Navy and Marine Corps Records

development and issuance of instructions
and procedures relating to inspections; re-
lated index records. (Exclude files relat-
ing to the routine administration of the
Board covered in para. 4730(2) below.

Retention period: permanent.

(b) Shi and Craft (Case) Files:
individual inspectlon case folders for each
vessel or craft that has undergone inspec-
tion by the Board. Consist of inspection
reports, commissioning and decommission-
ing data, instructions to regional and sub-
boards, schedules of inspections, specifi-
cation and construction data, blueprints,
precepts for inspections, related corre-
spondence and other supporting papers.

Retention period: permanent. (Place
in inactive file when ship or crft is
stricken; transfer inactive files in
annual blocks to the Federal Records
Center, Alexandria, Va.

(c) Control records (kardex or
other) of ship and craft inspections and
trials: summary records showing dates
oIs and inspections and other data.
(Filed by fleet organization.

Retention period: until ship or
craft is stricken.

(d) Board’s reference file of
data books and ships plans.

Retention period: indefinite,
destroy obsolete and duplicate
ords when no longer required for
reference.

(e) Message Files: information
copies of messages relating to inspections,
surveys, alterations, damages, and repairs
of vessels and craft.

Retention period: 2 months.

(Z) GENERAL CORRESPONDENCE
FILES relating to the internal operation
and administration of boards and sub-
boards of inspection and survey.

Retention period: 2 years.

(3) WORKING PAPERS OF BOARDS
AND SUB-BOARDS OF IN3PECTION AND
SURVEY, including drafts and background
data and other data or information sum-
marized or incorporated in final reports.

Retention period: until final approval
and issuance of report.
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(4) REPORTS OF BOARDS, SUB-
BOARDS, AND DISTRICT SUB-BOARDS OF
INSPECTION AND SURVEY (other than
those maintained by the Board of Inspection
and Survey, Washington, D.C. covered in
para. 4730(I)(b} above):

reliability program copies for aero-
nautical and ordnance activities.

(7) MANAGEMENT INSPECTION
AND SURVEY RECORDS. See para. 5040.

4740 SALVAGE RECORDS

(a) Acceptance trial reports.
Retention period: until superseded by
new inspection report.

(b) Material inspection reports:
inspection reports for active and inactive
aircraft, vessels, and other craft, for
naval facilities, and for general aeronau-
tical, ordnance, and other equipment; re-

lated check lists, correspondence, and
other records. These reports relate to
condition of craft, equipment, or other
material, and to need for rework or changes
etc.

Retention period: until superseded,
or until craft or equipment is re-
moved from naval custody, e.g.,
sold, scrapped, or stricken, which-
ever is earlier.

(5) EQUIPMENT OR MATER/.AL

INSPECTION OR TEST REPORT FILES:
these are copies maintained.b7 activities

performing maintenance, repair, inspec-
tions, serviceability, and construction

functions or related operations.
They consist of reports of inspections or
tests and related data, control sheets or

check lists, correspondence, and other
supporting papers. (Exclude records of
boards of inspection and survey covered in
paras. 4730(I through (4) above.

Retention period: 2 years or until
superseded by new report, whichever
is appropriate, or until material or

equipment is disposed of (removed
from naval custody).

(6) UNSATISFACTORY EQUIPMENT
REPORT FILES: copies of reports indi-
cating defective equipment or equipment
failures. Contain information such as de-
scription of defect, cause of trouble, rec-
ommended action, and other related infor-
mation. (Exclude copies to be filed in
contract or purc-ase order for material or
services case files when’ reports relate to
contracts or orders.

Retention period: 2 years, exc_..psee
also para. 4855 for quality control

copies and para. 13070 for material

(I) REPORTS OF SALVAGE or of
salvageable naterials: copies of reports
submitted to higher authority.

Retention period: - years.

(2) RECORDS RELATING TO RE-
DISTRIBUTION AND DISPOSAL (by sale or
other means) of salvageable or scrap
terials. See para. 4500.

4750 UPKEEP RECORDS

(1) EQUIPMENT UPKEEP AND.
PREVENTIVE MAINTENANCE RECORDS:
logs, tapes, charts, vork sheets, and
other forms used to record daily equip-
ment performances or periodic services
or technical inspections of equipment;
engineer equipment performance logs or
sheets; other local equipment operation or
installation maintenance logs.

Retention period: untLt completion of
next periodic maintenance service or
inspection, except 1 month for daily
or weekly records and for detail
working papers or check sheets.

(Z) UPKEEP AND PREVENTIVE
MAINTENANCE SCHEDULES.

Retention period: I year.

4760 CONSTRUCTION AND CONVERSION
RECORDS

(I) PROJECT (CASE) FILES: copies
of job and project orders, together with re-
lated plans, specifications, correspondence,
and other records regarding conversion
jobs for individual ships or other craft.
These case flies are maintained by ship-
yards or other activities concerned with the
conversion of naval vessels or craft.

Retention period: 2 years after com-
pletion of conversion.

(2) ENGINEERING DRAWINGS AND
PLANS for ordnance, aeronautical, and
ships material, and for facilities, etc.
See technical subject-matter series.

4780 SERVICE CRAFT AND RELICS
RECORDS
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(1) REPORTS, MEMORANDA, AND
RELATED CORRESPONDENCE CONCERN-
ING THE CLEANING, INSPECTION, AND
MAINTENANCE OF SERVICE CRAFT and
to the care of their equipage and stores:
copies maintained by BUSHIPS activities
concerned with the care of service craft.
{See also pars. 4730.

Retention period: I year.

4800 CURRENT PRODUCTION AND IN-
DUSTRIAL MOBILIZATION PLANNING
RECORDS GENERAL

These records are accumulated by bureaus
and by departmental and field industrial
mobilization offices and activities. They
relate to current industrial production, to
mobilization readiness planning, and to the
determination of current and potential
production capacities of industrial facilities
or the production of items of supply. Rec-
ords are maintained for individual facilities
{commercial concerns or plants} and for
specific items of supply.

(1) INDUSTRIAL PRODUCTION AND
MOBILIZATION READINESS PLANNING
RECORDS: general correspondence files
and other primary program records main-
tained by the Office of Naval Material and
the Office of the Assistant Secretary of the
Navy (Material) that document the develop-
ment and establishment of production and
industrial mobili.ation readiness plans,
policies, programs, procedures, and es-
sential transactions and accomplishments.
{Master production planning and reserve
program case files are retained by the
Office of the Secretary of Defense.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Vs. when 4 years old.

(2) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: correspondence, re-
ports, and other records of activities or of
production managers, offices, or other or-
gani-ational units pertaining to the internal
operation and administration of the office.
Include papers relating to production and
Industrial mobilization planning, scheduling,
expediting, control, analysis, and to sup-
ply sources and industry expansion.
clude primary program records covered in
pars. 4000{I} and 4800{I).

Retention period: 2 years.

($) PRODUCTION OR PRODUCTION
STATUS REPORTS (see also para. 480Z):

Disposal of Navy and Marine Corps Records

copies of submitted to higher authority and
not specifically covered elsewhere in this
chapter. Inctude internal feeder reports.

Retention period: 2 years.

4802 INDUSTRIAL READINESS (MOBILI-
ZATION) PLANNING RECORDS

(1) INDUSTRIAL MOBILIZATION
READINESS CORRESPONDENCE FILES:
correspondence, reports, and other papers
relating to the performance of industrial
production and mobilization planning func-
tions (other than records covered in pars.
4800(1) and (2)).

Retention period: 3 years.

(2) ARMED SERVICES PROCURE-
MENT PLANNING AND INDUSTRIAL MO-
BILIZATION PLANNING CASE FILES.
These consist of documents such as:
Tentative Schedules of Production (DD-406,
DD-1314, and NAVEXOS-4470), Industrial
Facility Surveys (DD-1313 and DD-404),
Requests for Planning Action (DD-403),
Emergency Production Planning Program
Preliminary Production Information
(NAVEXOS-4469), Renewal Areements--
Tentative Schedules of Production (DD-406a
related papers and correspondence.

Retention period: until superseded by
new form or until completion of re-
survey; or 3 years after facility is
removed from the Emergency Pro-
duction Planning Program if resurvey
is not made and cancelled or expired
forms are not superseded.

(3) CLAIMANT PROCUREMENT
PLANNING CASE FILES: These consist of
documents such as Requests for A/location
and Production Capacity, Tentative Sched-
ules of Production (DD-406, DD-1314, and
NAVEXOS-4470), Industrial Facility Sur-
veys {DD-404 and DD-1313), Requests for
Planning Action (DD-403}, work sheets,
Renewal Agreements (DD-406a), and re-
lated papers and correspondence.

Retention period: until superseded by
new form or until completion of re-
survey; or 3 years, after facility is
removed from the Production Alloca-
tion Program if resurvey is not made
and expired or cancelled forms are
not superseded.

(4) INDUSTRIAL DEFENSE SUR-
and industrial defense survey check
See para. SS41(S).
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(5) INDUSTRIAL RESERVE PRO-
GRAM CASE FILES: Inspections of
Government-Owned or Reserve Plants (such
as DD-337) and related correspondence and
other papers.

Retention period: 3 years after re-
ceipt of information from cognizant
bureau that facility has been deleted
from the Industrial Reserve Program.

4810 PRODUCTION REQUIREMENTS (CUR-
RENT AND MOBILIZATION) RECORDS

(I) PRODUCTION REQUIREMENT
REPORTS and related papers: copies of re-

ports submitted or summarized in reports
forwarded to higher authority.

Retention period: 2 years.

4813 BILLS OF MATERIAL RECORDS

(I) BILLS OF MATERIAL (such as
DD-346 and 347), including standard, de-
tailed, modified, and sumrnry bills, and
similar material data records. Contain
data such as name, form, size, and de-
scription of material, assembly data, and
specifications:

(a) Copies used as supporting
documents to requisitions, job orders, con-
tracts, or other records. Dispose of with
the documents which the bills support.

(b) Reference copies used for
material development, production, or me-
bilisation plannIng purposes.

Retention period: until superseded,
cancelled, or obsolete.

4830 DEFENSE MATERIALS SYSTEM

IPRIORITIES AND CONTROL) RECORDS

(1) PRIMARY PROGRAM RECORDS
MAINTAINED BY THE OFFICE OF NAVAL
MATERIAL AND THE ASSISTANT SECRE-
TARY OF THE NAVY (MATERIAL) docu-
menting the over-aLl development, direc-
tion, and accomplishments of the Defense
Materials System.

Retention period: indefinite. {Trans-
fer to Federal Records Center, Alex-
nndria, Va. when 4 years old.

{2) CORRESPONDENCE AND OTHER
RECORDS, INCLUDING COPIES OF RE-
PORTS SUBMITTED TO HIGHER AUTHOR-
ITY, RELATING TO THE INTERNAL
ERATION OF DEFENSE MATERIAL SYS-
TEM PROGRAM FUNCTIONS.

Retention period: 2 years, except
retain DMS reports for 3 years.

4831 PREFERENCE RATING RECORDS

(1) COPIES OF CORRESPONDENCE
ADVISING CONTRACTORS OR OTHERS OF
RATINGS APPLICABLE TO SPECIFIC
CONTRACTS; information copies of related
documents. (See para. 4280 for copies in
official contract files.

Retention period: 1 year after com-
pletion of related contract or pur-
chase order.

4832 CONTROLLED MATERIALS ALLO-
CATION RECORDS

(I) CONTROLLED AND CRITICAL
MATERIALS FILES: general correspond-
ence files, reports, nd other records re-
lating to requirements for and the allotment
and allocation of controlled and critical ma-
terials under the Defense Material System
program. Include such records as Con-
trolled Materials Program A/locations and
Allotments {NAVEXOS--77-), Allocation De-
terminations {DD-59), Materials Require-
ments Steel and Nickel Alloy {DD-614},
Reports of Controlled Materials Allotments
and Authori--ed Controlled Materials Orders
NAVEXOS-3937), Reports of Allotments
{DD-492}; nd allotment worksheets and
tabulations. {Exclude primary program
records covered "para. 4830{I).

Retention period: 3 years.

4841 STOCKPILING RECORDS

(1) GENERAL CORRESPONDENCE
FILES OF SUPPLY ACTIVITIES relating
to the internal administration of the stor-
age, handling, and care of strategic and
critical materials under the National Stock-
pile Program.

Retention period: 2 years.

(2) NATIONAL STOCKPILE RE-
PORTS, such as National Stockpile Storage
Reports (NAVSANDA-606); NATIONAL
STOCKPILE COST REPORTS (NAVSANDA-
607); RECEIVING REPORTS (GSA-131);
OUTBOUND STORAGE REPORTS (GSA- 132);
OVER, SHORT AND/OR DAMAGE REPORTS
(GSA-1052); and other records accumulated
by activities in connection with the mainte-
nance and security of strategic and critical
materials (pursuant to Public Law 520, 79th
Congress}. Include records of material on
board; eceiving, shipping, and inventory
reports; related correspondence.
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Retention period: 2 years after final
outshipment of national stockpile
material.

4850 PRODUCTION PROGRESSING, EX-
PEDITING, AND SCHEDULING RECORDS

(I) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES, INCLUDING RE-
PORTS, PERTAINING TO LOCAL PRO-
DUCTION PLANNING AND SCHEDULING;
production expediting, analysis; and con-
trol; application engineering; and military
urgencies system. Include local production
schedules, plans, and related data.

Retention period: Z years.

(Z) CORRESPONDENCE AND OTHER
DOCUMENTS ACCUMULATED IN CONNEC-
TION WITH CONTROLLING, FACILITAT-
ING, AND EXPEDITING THE DELIVERY
OF MATERIALS OR SERVICES under spe-
chic item or product contracts or purchase
orders. (See para. 4280 for copies in of-
ficial contract files.

Retention period: 1 year after com-
pletion of related project, contract,
or purchase order.

(3) PRODUCTION, MANUFACTUR-
ING, AND INDUSTRIAL STATUS DATA used
for local production or progress control
purposes or to develop production or man-
ufacturing schedules:

(a) Local working data.
Retention period: unt/1 data has been
recorded or consolidated in other re-
ports or status records or summa-
rized or reported in production or
industrial status reports, or until
obsolete.

(b) Production reports.
Retention period: 2 years, excevt re-
tain daily production or production
progress reports consolidated or
summari--ed in other reports for 6
months.

(c) Other local production or
industrial status control records.

Retention period: unt/1 superseded or
obsolete.

(4) GENERAL CORRESPONDENCE
FILES RELATING TO PRODUCTIVE OPER-
ATIONS OF THE ACTIVITY, and to the
supervision and operation of the technical
production shops, utiLisation of equipment,

application of safety measures, and the
general meeting of production quotas. In-
clude reports and statistical completions.
These flies generally are accumulated by
the planning office of the activity. {Exclude
correspondence f/les of Navy Prope/lant
PLant covered in para. 4861 below.

Retention period: 2 years, 4
years for BUSHIPS and BUWEPS field
activities’ production departments.

(5) MAINTENANCE, CONSTRUC-
TION, AND CONVERSION SCHEDULING
RECORDS. See para. 4701.

4851 PRODUCTION PLANNING AND
SCHEDULING RECORDS

(1) JOB ASSIGNMENT CONTROL OR
PROGRESS RECOR.DS: card tickler, chits,
extra copies of documents, or other local
record used as an internal assignment or
progress control record.

Retention period: until completion of
job.

4853 PRODUCTION ANALYSIS RECORDS

(I) SHOP REPORTS ANALYZING
LABOR AND MATERIAL EXPENDITURES,
accumulated by production departments of
activities.

Retention period: 2 years.

4855 QUALITY CONTROL RECORDS

(I) QUALITY CONTROL RECORDS:
copies of Reports of Damage or Improper
Shipment, reports of defective or unsatis-
factory equipment, notices of defective ma-
terial, special survey reports, and other
simLLr papers used for quality control
purposes in connection with the production
and acceptance of mater/als {acceptable
quality control levels} and the rlassHica-
t/on of defects and the correction of de-
ficiencies reported. {See also para. 5220}.

Retention period: I year, provided
corrective or other action has been
completed.

4860 SUPPLY SOURCES/FACILITIES
RECORDS

(1) MANUFACTURERS CATALOGS,
BROCHURES, PAMPHLETS; INSTRUCTION
BOOKS, and other technical and informa-
tional data used only for reference purposes
or to facilitate local action; related Listings
or card records.
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Retention period: until superseded or

until no long.er needed for reference.

(2) MANUFACTURING FACILITIES
CASH TRANSACTION AND INVENTORY
RECORDS: records maintained by Navy and

Marine Corps manufacturing facilities to

report cash expenditures and receipt trans-

actions, and inventory status data to dis-

bursing officers.
Retention period: Z years.

4861 NAVY AND MARINE CORPS MANU-
FACTURING FACILITIES RECORDS

(I) GENERAL CORRESPONDENCE
FILES AND REPORTS OF PRODUCTION OR
MANUFACTUR/NG PLANTS, FACILITIES,
OR SHOPS.

Retention period: 2 years, except see

appropriate subject-matter serles

(e. g., 8000 for ordnance-type produc-
tion or rnnufacturing activities, 9000
for shipyards and other ship facilities,
13000 for aeronautical facilities) for
handling of activities’ prinary pro-
gram records.

(Z) ORIGINAL AND/OR MASTER
MICROFILM NEGATIVES OF PRODUCTION
DRAWINGS and related engineering data
and specifications for naval weapons and
materials. These generally are accumu-
lated by activities having design and/or
production cognizance of items or materials.

Retention period: permanent. Handle
as provided in para. 41ZI(2) and in
pertinent technical subject-matter

(3) MANUFACTURING AND ENGI-
NEERING DATA WORKING FILES: copies
of records containing engineering and man-

ufacturing data for items of naval mate-
rials and equipment. These are convenience
files accumulated by manufacturing facili-
ties or other interested activities in con-

nection with the manufacture, production,
scheduling, or procurement of nav&l nmte-
rlas and equipment. They consist of such
records as copies of drawings, tracings,
nanufacturing specifications and standards,
commercial or Government manufacturers’
operating instructions or catalogs, or

process sheets, test data, and other perti-
nent papers. (See para. 4121 for master
specification files of design cognizant
activities.

Retention period: until material is

superseded or item becomes obsolete.

4870 MACHINE TOOL AND INDUSTRIAL
PRODUCTION EQUIPMENT RECORDS

(1) RECORDS RELATING TO EMER-
GENCY PRODUCTION SCHEDULING:,
Emergency Production Schedules (such as

NAVEXOS-4870) and preliminary production
information.

Retention period: 3 years.

(2) MACHINE TOOL ASSIGNMENT
RECORDS: records indicating assignments
of’tools to responsible individuals.

Retention period: I month after re-

turn of equipment and clearance of
individual.

(3) TOOL REPAIR HISTORY CARD
RECORDS of repairs to each tool.

Retention period: until tool is dis-

posed of.

(4) ORDNANCE TOOLING RECORDS:
manufacturing data for special ordnance
tooling e.g. dies, jigs, fixtures)used in

the production of ordnance items (other than
data on items included in "M Day" plans).
These consist of such material as copies
of drawings, tracings, sketches, photo-
graphs, reproducibles, and copies of op-
eration and process sheets prepared by
commercial or Government manufacturers.
They are accumulated prirnarL1y by ord-
nance production activities. (See para.
4121 for master specifications files.

Retention period: until superseded
or ordnance item is obsolete, or
until fLte is superseded by a new and

superior production method file, or

until manufacture of item is discon-
tinued. Lf record is microfilmed,

originals may be destroyed provided
master negative is retained.

4900 FOREIGN MILITARY ASSISTANCE
AND MUTUAL SECURITY PROGRAM
RECORDS GENERAL

Instructions in this (4900) paragraph apply
to records accumulated or created by De-
partment of Defense joint mLtitary assist-
ance or advisory groups. They cover (I)
primary program or mission records and
other records of Joint MAGs or MAAGs
under the executive control of the Navy and
(2) internal housekeeping records of Navy
Sections of MAAGs under the executive con-

trol of the Army or Air Force. Primary
mission records of MAAGs under the ex-

ecutive control of theArmy or Air Force are
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handled in accordance with instructions
issued by those Departments.

Primary program or mission (operational)
records of MAGs (or MAAGs) are those
records that directly relate to the assigned
mission of the group. Housekeeping or in-
ternal administrative and organizational
records are those that relate to and are
accumulated in support of the individual
service element (Navy, Air Force, or
Army) but that are not cormected with the
primary mission of the joint MDAP
agency.

Primary program records accumulated at
the departmental level are permanent rec-
ords as provided in para. 3000(I) and
4000( l ).

(I) RECORDS OF JOINT MILITARY
ASSISTANCE ADVISORY GROUPS UNDER
THE EXECUTIVE CONTROL OF THE DE-
PARTIENT OF THE ARMY OR AIR FORCE

(a) Primary program (opera-
tional) records of Joint Military Assistance
Advisory Groups under the executive con-
trol of the Department of the Army or Air
Force. These consist of all records that
pertain to the assigned mission or program
of the agency (MDAP). Dispose of in ac=
cordance with instructions of the executive

(Instructions for the disposal of
primary program (operational) records when
Navy is the xecutive agency are contained
in para. 4?00(2) below.

(b) Housekeepin or internal or-
ganizational records that relate solely to
naval administrative matters and that are
not connected in any way with the assigned
mission or program of the joint agency
(MDAP):

I. When records are main-
tained separately and are clearly identifi-
able as internal naval housekeeping or or-
ganizational records, dispose of in
accordance with pertinent instructions for
similar housekeeping records contained in
this mantml. These would include, for
example: Supply records--chapter 4
military personnel records--chapter I
communication records--chapter 2; civil-
ian l>ersonnel records--chapter I-;
cal records--chapter 6; office servlce’
and administrative records--5900-5999
series.

Disposal of Navy and IVIrine Corps Records

In these instances where housekeeping rec-
ords are clearly identifiable, no report to
or review by the executive agency is re-
quired.

2. When housekeeping or in-
ternal organi.ational records are not clearly
identifiable or are interfiled vith t"
agency’s primary mission (operational)
records series, handle as a single records
series and dispose of as required by the
executive agency. (Inquiries regarding the
disposal of records relating to naval admin-
istrative matters or records of groups under
the executive control of the Navy may be di-
rected to the Chief of Naval Operations.

(2) RECORDS OF JOINT MILITARY
ASSISTANCE ADVISORY GROUPS UNDER
THE EXECUTIVE CONTROL OF THE DE-
PARTMENT OF THE NAVY:

(a) General correspondence
(subject) iles of commands, including both
classified and unclassLfied matter, relating
to the development and execution of their
assigned missions and programs. (Exclude
internal housekeeping records covered in
para. 4900(I)(b) above.

Retention period: permanent. (Trans-
fer to Federal Records Center (Army
Branch), A/exandria, Va. when 3
years old.

(b) Program and PLans Proect
Files: correspondence, studies, reports,
and statistical data used in planning for sup-
ply and training of foreign national forces.

Retention period: permanent. (Trans-
fer to Federal Records Center (Army
Branch), Alexandria, Va. when 3
years old.

(c) Army, Navy, and Air Force
Sections eneral correspondence (subject)
files.

Retention period: permanent, Lf not
previously included or duplicated in
the groupts general subject files.
(Transfer to Federal Records Center,
(Army Branch), A/exandria, Va. when
3 years old.

(d) Trainin files reLating to the
training functions of the Army, Navy, and/or
Air Force Sections.

Retention period: permanent, if not
previously included or duplicated in
the groupts general subject files.
(Transfer to Federal Records Center,

II-4-42 Zl June 1961
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(Army Branch), Alexandria, Va. when
3 years old.

(e) Individual trainin[ status

cards.
Retention period: until disestablish-
ment.

(f) Plannin[ Files: staff studies,

minutes of conferences, and other papers
relating to defense planning.

Retention period: permanent. (Trans-
fer to Federal Records Center (Army
Branch), Alexandria, Va. when 5
years old.

(g) Pier Operation Files relating
to loading, unloading, departures, and
arrivals.

Retention period: 3 years.

(h) Equipment maintenance and

inspection records: reports, check sheets,
andrelated correspondence concerning the

use, maintenance, and storage of furnished

equipment.
Retention period: permanent. (Trans-
fer to Federal Records Center (Army
Branch), Alexandria, Va. when 5
years old.

(i) Foreign Aid Program Ac-
counts Files:

I. Documents showing signa-
tures of foreign government officials or
representatives receiving foreign aid sup-
plies, including signed supply manifests and
bills of lading, together with supporting
papers..

Retention period: indefinite. (Trans-
fer to Federal Records Center (Army
Branch), Alexandria, Va. when 3

years old.

-. ALl other documents.
Retention period: years.

(j) Official record copies of
documents peculiar to one military Service,

no._t included elsewhere in this (4900-4999)
series and not duplicated in the official gen-
eral subjectf’---iles of the group. Dispose of
in accordance with the appropriate regula-
tions or instructions of the military Service
involved.

(k) Convenience and transitory
files: extra copies of correspondence, re-
ports, and documents maintained for

ECNAVINST P5212.5B
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reference purposes; nonaction and irfforma-
tional copies, and working papers; "per-
sona1" files and material which does not
document action.’

Retention period: until purpose has
been served but do not retain for
more than year.

(I) Reference publications re-

ceived from outside sources. (.Exclude di-
rectives on which action has been taken and
made part of the appropriate subject folder.)

Retention period: until publication is
obsolete, superseded, or cancelled.

(m) Locally enerated
publications--record copies of. Include
superseded, amended, and cancelled pub
lications, directives, manuals, Instruc-
tions, .Notices, and other general orders.

Retention period: permanent. (Trans-
fer in annual blocks to the Federal
Records Center (Army Branch),
Alexandria, Va. when rescinded,

superseded, or cancelled.

(n) Registeled or accountable
publications: any publication for which re-

ceipt or location is registered for security
purposes. Handle as instructed by the
issuing office.

4920 MUTUAL SECURITY AND MILITARY
SALES RECORDS

{I ACCOUNT RECORDS maintained
by MDAPs relating to mutual security and
military safes. See para. 4900(-)(i) above.

(2) MILITARY SALES (REIMBURS-
ABLE AID) CASE FILES: records docu-
menting reimbursable aid or sales to for-
eign countries. Include correspondence
and related papers requesting the purchase
of equipment or materials, instructions

relating to requests, Statements of Mututal
Security Military Sales Transactions (such
as DD-645), and other correspondence and
papers documenting the transactions. Ap-
ply para. 4280(I).

4950 TRAINING RECORDS

(I) AVIATION TRAINING JACKETS
for foreign trainees: individual case files
for foreign students undergoing pilot training.

Retention period: until not later than

one week after completion or termina-

tion of training, then forward to Chief of
Naval.Air Training for processing in ac-

cordance with OPNAVINST 4950. I.

() FOREIGN TRAINEE PROGRAM
RECORDS OF MAAGs. See para. 4900.

June 1961 II-4-43





CHARTER 5

ADMINISTRATIVE MANAGEMENT AND MANAGEMENT IMPROVEMENT RECORDS

5000-5999

The records described in this chapter per-
tain to performance of office and other ad-
ministrative management functions through-
out the Department of the Navy and to
various techniques and programs to develop,
control, and improve management proc-
esses. These techniques and programs relate
to organization and planning; management
analysis; oHice methods; records, forms,
reports, and publications management;
mechanized and data processing systems;
industrial engineering and methods; man-
agement sciences; and overall civilian and
military personnel/manpower programs.
The records also pertain to the administra-
tion and performance of legal, military
justice, and legislative functions and re-
lated matters.

These records are accumulated both by
activities and offices carrying out the above
techniques and programs as well as by
activities (primarily at the departmental or
command level) developing overall proce-
dures, policies, and programs.

Certain specialized records relating to the
management of military personnel, civilian
personnel, logistics, and financial matters
are covered in other chapters of this

S000 ADMINISTRATION AND MANAGE-
MENT tECORDS GENERAL

(1) PMARY PROGRAM RECORI:
general correspondence files of activities
and offices consisting of correspondence,
studies, reports, and other records docp-
menting plans, policies, programs, proce-
dures, and accomplishments pertaining to
the general administration and management
of the Navy and Marine Corps:

(a) Files of the Office of the
Secretary of the Navy, the Office of the
Chief of Naval O)erations. the Office of the
Commandant of the Marine Corps, Navy
/anagement Office,. and of departmental
bureaus and other offices documenting their
primary mission responsibilities for the
development, establishment, and accom-
plishment of administrative and manage-,
ment plans, programs, and procedures.
Include any related indexes or other find/ng
media records.

21 June 1961

Retention period: permanent. (Trans-
fer to Federal Records Center, ’Alex-
andria, Va. when 4 years old.)

(b) That portion of the files of
district management assistance offices,
naval districts and river commands, that
documents their overall administrative and
management responsibilities; related index
records.

Retention period: permanent. (Trans-
fer with the commands permanent
correspondence (subject) files to
nearest Federal Records Center when
4 years old.

(2) GENERAL CORRESPONDENCE
FILES OF OTHER ACTIVITIES AND
OFFICES:

(a) ortion of Z.he files that
relates to the actxvxty ffice’s overali
administration and management responsi-
bilities and to significant improvement
accomplishments.

Handle the same as the activity or

officess general correspondence
(primary program) files. (See appro-
priate functional subject-matter chap-
ter or series.)

(b) That pqrtion of the files that
relates essentially to temporary adminis-
trative and management needs, including
interna/ administrative operations records
covered in para. 5000(3) below.

Retention period: - years.

(3) ACTIVITIES ADMINISTRATIVE
OPERATIONS FILES: correspondence,
reports, and other records relating to the
internal administrative management and
operation of the individual activity or office.
Include records covering internal house-
keeping operations (such as all office
services, personnel utilization, space and
maintenance, administrative announce-
ments and administrative reports or other
issuances used for operating purposes).
These files relate essentially to temporary
needs. Material relating to assigned func-
tional or program responsibilities are
covered elsewhere in this manual.

Retention period: 2 years.

(4) ROUTINE CORRESPONDENCE:
requests for information (routine

ll-S-I



8ECNAVIIqST P5212. SB
Part II. Chapter 5

information requirinf no special research
or compilations), publications, or supplies,
together with replies thereto; correspond-
ence or forms forwarding or correcting re-
ports.

Retention period: 3 months, or re-
turn to requester with reply.

(5) ACKNOWLEDGEMENTS AND
TRANSMITTAL,$ OF INQUIRIES, or of re-
quests that have been referred elsewhere
for reply.

Retention period: $ months

(6) CHRONOLOGZCAL (DAY) OR
READING FILES: extra copies of corre-
spondence and other papers accumulated
for convenience or for routine administra-
tive reasons, such.as for signature or
action control, or for tumporary informa-
tional purposes.

Retention period: 3 months or until
purpose has been served.

(7) LOCAL ROUTINE CONTROL
RECORDS not specifically authorized for
other disposal: punched, linedex or other
card records; internal route slips (other
than those of official mail and files stations
covered in pars. 2700); work sheets; rough
drafts; control sheets; and other similar
records used only to control or facilitate
local action or work in progress.

Retention period: $ months or until
purpose has been served.

(8) MATERIAL OF A GENERAL IN-
FORMATIONAL NATURE not requiring
action by the receiving activity or office and
not affecting the procedures or policies of
the recpiving activity or office.

Retention period: until completion of
routing, then destroy immediately.

(9} PUBLICATIONS AND PUBI,ICA-
TIONS REFERENCE FILES: publications
issued by any Department of Defense or
naval activity or office, and publications
issued by other Government agencies or
nongovernmental organizations. These are
maintained in organised collections. They
Include instructional and informational
manuals, catalogs, and other similar pub-
lished materials:

(a) Issuin office master copy:
one copy of each publication issued by the
originating naval activity.

Retention p.riod." permanent.

Disposal of Navy and Marine Corps Records

(b) All other copies: maintained
for reference purposes on a need-to-know
basis and consisting of publications essen-
tial to operations. These are arranged in
a manner that will best serve reference re-
quirements, generally by source.

Retention period: urtil superseded,
obsolete, or no longer needed for
reference, handle registered
publications xn accordance with pars.
2601. Return current and usable,
publications no longer needed to
nearest publications supply office for
reissue.

(10) TECHNICAL MATERIALS REF-
ERENCE FILES: copies of technical mate-
rials, such as motion pictres, sound
recordings, still photographs, and maps
maintained for reference purposes only.

Retention period: until superseded,
obsolete, or no longer needed for
reference. handle accountable
material in--dance with instruc-
tions of the originator and return
usable materials to supply channels.
(See also pars. 1551 for instructions
on training material, and 3150 for
photographic records.

(11) POLICY, PROCEDURES. AND
PRECEDENT REFERENCE FILES: extra

of documents or operating proce--’d’res
ishing policies or precedents for con-

tinuing or future action. Normally retained
at the operating level, these consist of

oof operating procedures, statements
cies or procedures, examples of

precedent-setting or of typical cases, and
other similar Department of Dafense or
Navy or Marine Corps documents that are
duplicated in subject (functional) file.

Retention period: until organisational
unit is disestablished or until docu-
ments become obsolete or are no
longer needed for operating or refer-
ence purposes.

(12) OTHER REFERENCE OR SUS-
PENSE FILES: extra or working copies of
correspondence or Other documents main-
tained a8 follow-up or suspense docttments
or as working tools until action is com-
pleted.

Retention period: until action is
completed.

Change I
27 August 1964 11-5-2
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5040 MANAGEMENT INSPECTION AND
SURVEY RECORDS

(I) PRIMARY PROGRAM RECORDS:

(a) General orrespondence files

of the Inspector General of the Navy OHice

of the Chief of Naval Operations document-

ing his primary program responsibilities
relating to survey plans, policies,’ pro-

grams, procedures, and accomplishments.
See para. 5040(3) below for report files.

Retention period: permanent.
Transfer to Federal Records Center,
Alexandria, Va. when 4 years old.

(b) General correspondence files

of the Secretary ofthe Navy, of departmental
bureaus and offices and of Headquarters

Marine Corps that reflect survey policies_,

programs, and general procedures (other
than routine survey recommendations and

amplishments).
Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old.

(c) That portion of the files of

commands and of other activities and offices
that reflects over-all survey procedures
and programs, and significant accomplish-
ments (other than routine recommendations).
Dispose of with activity’s general corre-

spondence (primary program) files.

(-) ACTIVITIF-,S GENERAL CORRE-
SPONDENCE FILES RELATING TO AD-
MINISTRAVE AND MANAGEMENT ON-
SITE SURVEYS, and to administrative,

military, and other surveys and inspections
(other than primary program records
covered in para. 5040(I) above).

Retention period: 3 years, exce 2
years for routine internal operating
records.

(3) SURVEY AND INSPECTION
REPORTS FILES:

(a) Inspector General’s Reports
File: Office of the Inspector General’s official
(departmentai) file of reports of on-site sur-
veys, including industrial, supply, andother
surveys and investigations made by or under
the direction of the Inspector General of the
Navy. Include master impiementatioiles
and other supporting documentation.

Retention.period: permanent. (Trans-
fer to Federal enter, Al-,xandria,

Va. when 4 years old.

(b) Final (summary) reports
files (master file only of departmental
bureaus and offices relating to surveys of
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major activities that are not duplicated or

essentiallysummarized in records covered
in subpara. (a) above, together with corre-

spondence and other records implementing
essential or important recommendations
and results.

Retention period: permanent. (Trans-
fer to Federal Records Center,
A1exandrla, Va. when 4 years old.

(c) Naval District and River
Command and Fleet Command Headquarters
Reports Files: copies of final reports of
surveys of major activities performed by
the District Inspector General’s Office;
supporting documentation of action taken.

Retention period: permanent. (Trans-
fer to appropriate Federal Records
Center when 4 years old with Com-
mandant’s genera.l subject file.

(d) Military Sea Transportation
Service Inspection Report Files: Shipboard
Inspection Reports, Material Inspection
Reports, Reports of Area Command survey
teams.

Retention period: 2 years or until
superseded, whichever is later,

that the Commander, MSTS
will retain indefinitely one copy of
final reports, together with recom-
mendations and results.

(e) Other Activities Report File.s
(other than those covered in subparas. (a)
through (d) above): individual activities
files of copies of reports, surveys and in-

spections, together with reports of action

taken, comments and recommendations,

other supporting documentation, and related
correspondence. Include industrial survey
reports, evaluation reports, reports of in-

vestigations, check lists, charts, and other
similar or related papers. (Exclude iror-
mational material, check lists, and working
papers summarised in final reports; these
may be destroyed when purpose has been
served.

Retention period: until superseded.

{f} Other Report Files:
Retention period: until superseded,
until action is completed, or until
purpose has been served(that
copies filed with and supporting other
documentation will be disposed of with
the records they support).

{4) SURVEY CONTR)L RECORDS:
cards or other records maintained as con-

trol. suspense, or status records of admln-
istratlve, management, or other surveys or
inspections
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Retention period: 3 months, or until
action has been completed or purpose
has been served.

(5} SPECIAL FINANCIAL SURVEY,
INVESTIGATION AND INQUIRY RECORDS:
special investigation reports, correspond-
ence and other documents relating to vio-
lations or irregularities.

Retention period: I0 years.

(6) SECURITY SURVEY AND INVES-
rIGATION RECORDS. See pars. 5500.

(7) INTERNAL AND CONTRACT
.%UDIT SURVEY REPORTS. See paras.
7510 and 7560.

(8) RECORDS OF NAVY BOARDS,
SUBBOARDS AND DISTRICT SUBBOARDS
OF INSPECTION AND SURVEY. See pars.
4730.

5041 ADIVLINISTRATIVE INSPECTION
RECORDS. Apply the 5040 series

5042 ON-SITE SURVEY RECORDS. Apply
the 5040 series

5050 MEETING, CONFERENCE, CONVEN-
TION, AND VISIT RECORDS.

(I) MINUTES AND REPORTS OF
MEETINGS. CONFERENCES, CONVEN-
TIONS, AND VISITS:

(a) Official reFord copies. Dis-
pose of with related functional subject-
matter files or with the general correspond-
ence files of the activity or office.

(b) Ali other copies.
Retention period: until purpose has
been served.

5070 LIBRARY AND LIBRARY SERVICES
RECORDS

These records are accumulated by librari-
ans or others responsible or maintaining
library collections.

(I) LIBRARY CATALOG AND
SOURCE CARDS, LIST BOOKS, LAGA-
ZINES, REPORTS, AND OTHER.LIBRARY
MATERIALS.

Retention period: 2 years’ ater all
copies of publications are withdrawn
from the library cullection.

(2) SHELF LISTS: records of all
documents making up library collections.

Retention period: until superseded.

(3) CHARGEOUT RECORDS: charge-
Jut cards or other records of material on
loan; waiting lists; overdue notices; and
other similar control records.

Retention period: until document is
returned or accounted for, until
chargeout card is filled, or until ap-
propriate action has been taken.

(4) INTER-LIBRARY LOAN LOGS
or other similar records.

Retention period: 6 months after
transaction is completed.

(5) TECHNICAL PUBLICATIONS
LIBRARY RECORDS. Consist of publica-
tions designated as Code 4 publications in
the Navy (Forms and Publications) Supply
System, and other similar non-RPS-
distributed publications accumulated by
commands and by other naval activities and
offic s.

(a) Transaction files: copies of
all correspondence pertaining to the han-
dling of TPL publications, including local
memoranda, allowance lists, and Change
Entry Certification Forms {such as the
lower portion of OPNAV-5070- I Z on which
correction change is entered}.

Retention period: Z years.

(b) Custody Record Files: files
of TPL catalog cards (such as OPNAV-
5070- I I) for each basic publication under
control of the Te:hnical Publications
Library.

Retention period: Z years after pub-
lication is transferred, lost, or
destroyed.

(c} Change Entry Cetifi%ation
Form_____s {such as OPNAV-5070-1Z): upper
portion of form used as receipt for change.
(See also subpara. (a) above.)

Retention period: until Date of Change
entry is made on Technical Publica-
tions Library catalog card.

(d) Inventory reports of Techni-
cal Publications Library material on board.

Retention period: - years.

5100 SAFETY RECORDS- GENERAL

The records described in this paragraph are
accumulated throughout the Department of
the Navy by activities and offices concerned
with safety matters for military and civilian
personnel.
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(I} GENERAL CORRESPONDENCE
FILES OF ACTIVITIES AND OFFICES AND
OTHER ORGANIZATIONAL UNITS CON-
CERNED WITH SAFETY MATTERS RELAT-
ING TO CIVILIAN AND MILITARY PER-
SONNEL. (Exclude primary program rec-

ords accurnulated by the Office of Industrial
Relations, Washington, D.C. covered in

para. 12000(I) and by other departmental
bureaus and offices assigned primary safety
program responsibilities).

Retention period: 4 years.

(2) SAFETY ENGINEERS REPORTS
OF INSPECTION OF NAVAL ACTIVITIES
and related correspondence and papers re-

flecting recommendations and results.
Retention period: 3 years.

(3) REPORTS OF INJURIES:

(a) Reports of Injury or Occu-
pational Disease (such as NAVEXOS-109)
containing detailed information relating to

each injury or occupational disease case
resulting in loss of time.

Retention period: 3 years.

(b) Supervisors Reports of In-
(such as NAVEXOS-108)submitted to

t-qocal safety office.
Retention period: 3 years when no

compensation claim is involved; in-
definite when compensation claim is

involved. (Transfer to Federal Records
Center, 111 Winnebago St., St. Louis,
IV[o. upon settlement of claim.)

(4) ACCIDENT DATA AND ANALY-
SIS REPORTS:

(a) Monthly Injury Data Reports
(such as NAVEXOS- I I0) showing monthly
accident statistics, classified by types of
injuries and classes of employees involved.

Retention period: 2 years.

(b) Statistical analyses and sum-
maries of accidents, including analyses of
causes classified by nature of accident
(such as Accident Cause Analysis Report
(NAVEXOS- 11 I) and Motor VeldcleAcci-
dent Summary (NAVEXOS-2447)).

Retention period: 3 years.

(c} Annual accident compilati6ns
{summaries}(such as NAVEXOS-1680) of
statistical data relating to accident experi-
ence. These are accumu/ated by the Office
oflndustrialRelations, Washington, D. C.
ouiy.

H-5-5
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Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria Va. when 4 years old.)

(5) INJURY COMPENSATION FORMS
AND CORRESPONDENCE. See para.

(6) DISPENSARY PERMITS {such as
NAVEXOS-107) prepared by supervisors for
each accident and used as official notifica-
tion to dispensaries to give treatment.

Retention period: I year.

(7} VEHICLE OPERATORS EXAMI-
NATION OR TEST RECORDS: examination
or test forms for drivers operating naval
vehicles (such as NAVEXOS-I774}.

Retention period: 3 months, provided
a copy of Operator’s Quifications
and Record of Examination, U. S.
Navy and Marine Corps {such as
NAVEXOS-3549} is filed on the tem-
porary side of the official personnel
folder of the individual.

{8} STATISTICAL REPORTS RELAT-
ING TO NAVAL MOTOR VEHICLE ACCI-
DENTS, including Motor Vehicle Summaries
(such as NAVEXO-Z447}.

Retention period: 3 years.

(9) SAFETY AWARD RECORDS. See
para. 12450(I}, (2).

(I0) FIRE PROTECTION AND FIRE
FIGHTING RECORDS. See para. II3Z0.

(I I) SAFETY INSTRUCTIONS OR
REGULATIONS. Apply para. 5Z15.

(IZ) LOCAL RECORDS OF SAFETY
EQUIPMENT ISSUED (such as protective
shoes, respirators, goggles, etc.).

Retention period: until equipment is
returned and/or accounted for.

Sl-0 UNITED STATES SAVINGS BOND

The records described in this paragraph
relate to the issuance of savings bonds and
are accumulated by activities and offices
performing bond issuing and related
operations.

(I) PAYROLL SAVINGS AUTHORI-
ZATIONS (such as NAVCOMPT-585) and
RECORDS OF PAYROLL SAVINGS (such as
NAVCOMPT 586).

Retention period: until 2 years after
superseded bynew card or until separa-
tion or transfer of employee, whichever
is earlier. Change 1

Z7 August |964
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(2) REGISTRATION STUBS OR
MICROFILM COPIES OF SAVINGS BONDS.

Retention period: I year.

(3) BOND STATUS OR ISSUE LIST-
INGS.

Retention period: 2 years.

(4) SAVINGS BOND OPERATIONS
SUMMARIES (such as NAVCOMPT-5?6)
and other reports of bond issuing operations
made to the Navy Comptroller.

Retention period: 3 years.

(5) RECORDS RELATING TO RE-
CEIPT FOR AND TRANSMITTAL OF
BONDS, and control records for bonds
placed in and released from safekeeping.

Retention period: 3 months, or 3
months after bond is released, re-
ce’;ved, or transferred, as appropri-
ate.

(6) OTHER RECORDS PREPARED
FOR LOCAL CONTROL OR ADMINISTRA-
TIVE IJRPOSES, includln punched cards,
microfilm, or tape records used to accu-
mulate local savins bond operations data.

Retention period: until purpose has
been served.

(7) ACCOUNTABILITY (DISBURSING)
RECORDS OF SAVINGS BOND ISSUING
AGENTS, including reports of deposits and
purchases of bonds.

Retention period: 4 years after period
covered.

5Z00 MANAGEMENT PROGRAMS Al9
TECHNIOUES RECORDS GENERAL

(1) PROJECT AND SURVEY RE-
PORTS RELATING TO MANAGEMENT
IMPROVEMENT PROGRAMS AND TECH-
II)UES: final reports, together with sup-
porting correspondence and papers that
document the project’s inception, scope,
procedures and accomplishments (exclusive
of papers described in para. 5Z00(Z) below):

(a) Official project files (one
COl/ of above-described papers). D/spose
of with the general (subject) correspondence
files of the activity or office.

(b) Information and reference
copies of reports or other papers.

Retention period: until final comple-
tion or until no longer needed.

Disposal of Navy and Marine Corps Records

(2) PROJECT AND SURVEY WORK-
ING PAPERS: background material, notes,
interim and progress reports that are sum-
marized in final reports; other related
papers.

Retention period: 6 months after
final action, on project; if no final
action is taken, retain for 3 years o
3 years after completion of report,
as appropriate.

(3) PROJECT CONTROL RECORDS
showing assignments, progress and com-
pletion of projects.

Retention period: I year after proj-
ect is completed, unless used as an
index to projects; when used as an
index, dispose of with the general
correspondence files of the activity
or office.

(4) MANAGE/vLENT CONSULTANT
REPORTS: final reports and records of
accomplishments.

Retention period: permanent. (Trans-
fer I copy of each to nearest Federal
Records Center with general corre-
spondence (subject) files or when no
longer required for local reference
purposes. Destroy all other copies
when no longer needed for reference
purposes.

(5) COPIES OF OTHER ADMINIS-
TRATIVE OR MANAGEMENT REPORTS
submitted to or summarized in reports to
higher authority.

Retention period: 2 years.

5212 RECORDS DISPOSAL RECORDS

(1) RECORDS DISPOSAL AUTHORI-
TIES: authorizations or approved instruc-
tions for disposing of naval records; re-
lated correspondence and papers:

(a) Navy Management Office,
Navy Department records: one copy of each
legal disposal authority, together with sup-
porting or related correspondence and
papers, and one copy of each officially
issued retention or disposal instruction.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old.

(b) Other departmental offices,
bureaus, Head<juartersMarine Corps, and
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field activities records,: official file copy of

each disposal instruction; related papers.
Retention period: I0 years after
superseded or obsolete.

(c) Copies maintained for infor-

mation.
Retention period: until superseded,
obsolete, or no longer needed.

(2) TRANSFER RECORDS: records
(such as copy of transferring document and/
or descriptive list, and related papers}
showing records transferred to storage
{records center or other depository} or to
the National Archives.

Retention |)cried: 5 years or until
referenced records are removed from
records center or depository or the
National Archives, that Navy
Management Office, Navy Department
records relating to transfers to the
National Archives are permanent.
{Transfer Navy Management CHfice
records to Federal Records Center,
Alexandria, Vs. when 4 years old.

(3) STATISTICAL REPORTS OR
OTHER RECORDS CONCERNING RECORDS
ON BOARD, DESTROYED, IN LOCAL
STORAGE AREAS, OR TRANSFERRED to
Federal Records Center storage.

Retention period: 2 years, provided
purpose has been served.

5213 FORMS AND REPORTS MANAGE-
MENT RECORI

(I) FORMS (CASE) FILES: official
(nmnerical) case files consisting of one
copy of each form originated by the activity
or office, together with background and
usage data and other pertinent material:

{a) Departmental bureaus and
offices’ case files.

Retention period: permanent. (Place
in inactive file when superseded or
cancelled: transfer to Federal Rec-
ords Center, Alexandria, Vs. in
annual blocks.

(b) All other activities and offices
case files.

Retention period: 2 years. (Place in
inactive file when superseded or
cancelled; destroy inactive files when
2 years old .)
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(2) FORMS FUNCTIONAL FILES:
one sample copy of each form used by the

activity or other organizational unit.
Retention period: until individual
form is cancelled or superseded.

(3) REPORTS MANAGEMENT (CASE)
FILES:

(a) Requiring activity’s case
files of reports it requires, including re-

quiring directives, background material,
justifications, usage data, and other sup-
porting papers:

I. Departmental bureaus and
offices files.

Retention period: permanent. (Place
in inactive file when report is dis-
continued; transfer periodically to
Federal Records Center, Alexandria,
Vs. when no longer required for lo-
cal reference.

2. All other activities and
offices files.

Retention Jeriod: 2 years. {Plac in

inactive file when report is discon-
tinued; destroy inactive file when 2

years old.

(b} Submittin (preparing} acti-
vities files: one copy of each report that an
ctivity or office is required to prepare and
submit to other field activities or offices, to

departmental bureaus or offices, or to others.
Retention period: until report is dis-
continued.

5215 ISSUANCE SYSTEM RECORDS

(I) DIRECTIVES FILES:

(a) Official Case Files: official
copy of each Instruction as defined in
SECNAVINST 5215. I originated by any activ-

ity or office, and official copy of an equiv-
alent manuali-ed instructions or other
directive media issuances of the activity or

ffice.

Retention period: Dispose of at the
same time and in the same manner as

the general correspondence files of
the activity or office. (See appropriate
functional subject series throughout
this manual.
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(b) All other copies of direc-
tive,.

Retention period: until superseded,
cancelled, or no longer needed for
reference purposes.

5ZZO WORK AND PERFORMAN(E
MEASUREMENT RECORDS

(1) WORK MEASUREMENT FILES:
statistical records and analyses used in
compiLin workload, work measurement.
machine utilization, work production, or
work performance reports or data; work
measurement cards Or Listings; weekly,
monthly, or other periodic workload or
production reports used to compile sum-
mary reports; copies of statistical work
me&surement or performance reports that
are dupLicated in activity or command files;
Workload data; reiated papers {other than
summary records described in para.
5220(2) below}.

Retention period: until abstracted or
consolidated, or I year if no abstract
or consolidation is prepared.

(Z) PERFORMANCE AND WORK
MEASUREMENT RECAPITULATIONS and
SUM/ARY REPORTS. GRAPHS. AND
CRITERIA.

Retention period: 5 years.

5230 MECHANIZED AND DATA PROCESS-
ING SYSTEM RECORDS

(1) GENERAL CORRESPONDENCE
FLLES of activities and offices relatin to
mechanised and data proessin proKrams
and operations. Applyparas. 5000(I } and {2}.

(2} OFFICIAL RECORD COPIES OF
MAGNETIC OR PUNCHED TAPE RECORDS
created or used in connection with the
accumulation of operatin and reportin data
pertaluin to the functions of activities and
offices.

Dispose o. in accordance with dis-
posal provisions for records servin
a slm/lar functional purpose as pre-
scribed throuhont this manual. If
the original paper record is retained
for the required retention period and
the tapes represent a dupl/cation of
the paper recordstthe tapes may be
disposed of after it has been deter-
m/ned that all needs for the tape rec-
ord have been met and that it will not
be required for further reference or
use. (See pars. $250() below. )

(3) WORKING TAPES, RAW DATA
INPUT TAPES, MASTER TRANSACTION
TAPES AND INTERIM MASTER TAPES,
AND PRINTING TAPES. These tapes are
essentially working tapes that are used to
introduce data into or through the system;
eventually they produce results on "master"
tapes or on subsidiary exception or report
tapes or documents. The following general
criteria may be used as guidance for dis-
posing of these so-called working tapes.

(a) input tapes, including raw
data input tapes: tapes containing data ab-
etracted from basic source documents and
used for initially entering the data into the
computer system. Generally the data is
abstracted or converted from punched card
or other conventional record.

Retention period: until subsequent
(transaction} tapes reflecting the de-
tailed raw data have been prepared,
provided resultant tapes have been
verified and determined successful
i.n accordance with accepted electronic
data processing procedures. (Trans-
action tapes reflect the raw data taken
from the punched card or other paper
documentation.

(b) Work/z tapee: tapes used
merely to move data into or through the
system from one transaction step to the
next, i.e. from the raw input tape or data
to resultant master interim tape or final
master tapes. Include transaction tapes
reflecting the raw data as taken from the
paper or other documentation.

Retention period: until the succeeding
generation tapes have been produced
and verified in accordance with ac-
cepted electronic data processiug pro-
cedures. (This verification may re-
quire retention until preparation of
second or tldrd generation tapes,
depending upon progran,ning tech-
uiques; transaction tapes generally
should be retained until preparation
of second or third generation tape.

(c) Interim master transaction
tapes: tapes contaluin detailed or sum-
mary transaction data cumulative throngh
the last upcLatin or merger process, or
contalnin ontetanding transaction items Or
totals representix the cirrent status of a
record. Interim tapes are wed as the in-
put to the next subsequent EDPM runs that
produce new updated interim or final master
tapes.



Administrative Mangement and Management
Improvement Records

Retention period: until after prepara-
tion of third generation tape. After

cumulative final master tape has been

prepared and determined successful
or all outstanding items have been

liquidated from current status tape,
the two preceding interim tapes may
be destroyed (erased}.

(d) Final master transaction

eSo:

tapes containing detailed or summary
r cumulative transactions under a

program, account etc.
Retention period: until at least 1
month after preparation and clear-
ance of all prescribed reports re-

flecting data contained on the tapes,

provided it has been determined that
the tape will not be required for prep-
aration of other reports which could
be taken from the taped data. When

complete printouts of taped data are

prepared retain until after printouts
have been approved and it has been
determined tapes will not be required
for preparation of other reports or

printouts

(e) Printing tapes, including
source printing data tapes. These are

tapes containing data extracted from the

data processing system (from master tapes
or other source documents\’In order to pro-
duce printout or printing tapSo (The basic

source tape or other document is not de-

stroyed in the process of preparing these

printing tapes.
Retention period: until printouts are

prepared and approved. (Dispose of

printouts in accordance with subject-
matter standards prescribed through-
out this Instruction.
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5300 MANPOWER/PERSONNEL RECORDS
(OVER--ALL CIVILIAN AN MILI-
TARY PERSONNEL MATTERS)
GENERAL

5310 MANPOWER/PERSONNEL RECORDS

(I) GENERAL CORRESPONDENCE
FILES and summary records relating to the

over-all development and execution of plans
and programs pertaining to manpower
(military and civilian), including plans for

the general deployTnent and utilization of

military and civilian personnel. Apply
para. 5000(1). (See also paras. I000(I)
and IZ000(1).

53Z0 COMPLEMENTS AND ALLOWANCE
RECORDS

(1) COMPLEMENTS AND ALLOW-
ANCE RECORDS for military personnel, in-

cluding Marine Corps tbl;e s of organization.
Retention period: 2 years or until

superseded, except 5 years for
master case files of the Bureau of
Naval Personnel.

5360 DEATH AND FUNERAL RECORDS

(1) DEATH REGISTERS AND BURIAL
RECORDS (such as NAVMED-HF-38).

Retention period: indefinite.

(2) REPORTS OF BURIAL, exclusive

o_f copy filed in Death Record Jacket).
Retention period: years.

(3} REPORTS OF DISPOSITION AND
EXPENDITURES, REMAINS OF DEAD
(such as NAVMED-609).

Retention period: year.

(4) CERTIFICATES OF DEATH.
Retention period: year, except file
one copy in patient’s clinical
record.

(5) DEATH RECORD JACKETS main-

tained by Bureau of Medicine and Surgery.
Retention period: indefinite.
(Transfer to Federal Records Center,
Alexandria, Va. when 3 years old.)

5380 PERSONNEL SERVICES RECORDS

(l) RECORDS OF MORALE, WEL-
FARE, AND RECREATION CLUBS, AS-
SOCIATIONS, AND FACILITIES and other

personnel service activities financed from

nonappropriated funds:

(a} General records of morale,
welfare and recreation facilities and other

personnel service activities, boards, and
councils operating with nonappropriated
funds, including correspondence minute s of

meetings; inspection reports and other gen-
eral operating reports; bylaws, charters or

constitutions and other related papers.
Retention period: 3 years, except
retain by-laws, charters, or constitu-

tions until 3 years after superseded
or cancelled. (MARCORPS activities

see para. 1746(I}.)

(b) Income tax withholdin
records:

I. Exemption certificates.
Retention period: 4 years after super-
seded or 4 years after the close of the

Change I
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calendar year in which individual
leaves activlty’s employment.

Z. Statements for personnel
and reports of Federal taxes withheld.

Retention period: 4 years.

(c) Civilian employee personnel
records havin continuiq value:

I. Employee’s history (case)
file comprisin only those records having
continuing value, such as employee ques-
tionnaires or other personnel or employ-
ment information forms, records of changes
in pay status, and other summary employ-
ment records.

Retention period: indefinite. (Place
in inactive file when individual leaves
activity’s employment. Transfer in-
active file {in annual blocks} to Fed-
eral Records Center. 111 Winnebago
Street. St. Louis. Me. when I year
old or upon disestablishnent of acti-
vity. Clearly mark these "Nonappro-
priated Fund Employee Records".

2. Individual Earnings Record
Cards (such as NAVCOMPT-736 or other
similar record) containing such data as
individual’s name, address, occupation,
wage payments, period of employment,
social security number, when subject to
FICA tax. etc.

Retention period: indefinite. (File
in individual’s case file when individ-
ual leaves activity’s employment and
transfer case file to Federal Records
Center. III W/nnebago Street. St.
Louis. Me. as provided in sub pars.
(c) I. above.

(d) Other civilian em Io ee
records (not covered in subpara. (c) above).
-etention period: until purpose has

been served, or apply disposal pro-
visions for similar records for Fed-
eral civilian employees contained in
chapter 12.

(e) Financial accountin records.
See Pars. 7010(I).

{Z} PERSONAL AFFAIRS AND
SERVICES RECORDS FOR MILITARY PER-
SONNEL ONLY. See paras. 1700-1777.

(3) EMPLOYEE RELATIONS AND
SERVICES RECORDS FOR CIVILIAN PER-
SONNEL ONLY. See paras. 12700-12777.

(4) FUND RAISING CAMPAIGN
RECORDS: correspondence, records of
receipts, and related records and informa-
tional material used in conducting and con-
trollin campaigns for the collection of
monies for fund-raising drives of charitable,
health, welfare, and other similar commu-
nity or naval organ/sations.

Retention period: 1 year or until
completion of next equivalent cam-
paign.

5400 ORGANIZATION. FUNCTION. AND
STATUS RECORDS

(1) ORGANIZATIONAL AND FUNC-
TIONAL CHARTS. MANUALS. or other
records depicting the internal organization.
relationships, fuctions, and status of naval
activities and offices, and chanes thereto.

(a} Departmental bureaus and
offices: one official copy of each document
originated or approved.

Retention period: permanent. (File
with bureau or office’s permanent
correspondence files.

(b) Fleet and shore-based com-
mand headquarters (other than air and am-
phibious base (shore) commands}: one copy
of each document originated within the com-
mand headquarters.

Retention period: permanent. {File
with command’s permanent corre-
spon,dence files.

{c} Other activities and offices.
including air and amphibious base {shore)
commands: one copy of each to be filed
with activity’s general correspondence {pro-
gram} files and disposed of with the corre-
spondence files {see appropriate functional
subject series throughout this manual), ex-

retain summary records of organiza-
and functional history of activity as

provided in pars 5750(3).

(d) Copies filed as supportin
documents to other records. Dispose of
with the related records.

(e) Local reference and othvr

Retention period: until superseded or
cancelled or no longer needed for
reference,

(2) ORGANIZATION, FUNCTIONS.
AND STATUS REFERENCE FILES: copies
of records documenting the history of the
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organization, its primary functions, pro-
cedures, and essential transactions, and
other policy matters. These are main-

tained for reference purposes only. (See
para. 5750 for permanent history records.

Retention period: until no longer
needed for reference or until activity
is disestablished.

54-0 OARE AND COMMITTE
RECORDS

(l} MINUTES, AGENDA, REPORTS,
CHARTERS OR PRECEPTS, and related
correspondence, exhibits, and other
records:

(a) Departmental boards and

0mmittees: official files of the secretar-
iat, recorder, or other officially designated
officer of departmental boards and commit-

tees documenting the accomplishrnents and
results of matters assigned to the board or

committee for consideration or action by
its precept or charter.

It 5ention period: permanent. (Trans-
fer to center storage when file be-
comes inactive or with general cor-

respondence files of the bureau or
office.

(b) Official files of locally
established committees (other than those
covered in subpara. (a) above). Handle in

the same manner as the general correspond-
ence files of the activity accumulating the

file, or in accordance with instructions for

disposal of the general correspondence files

relating to the specific subject matter
involved.

(c) Files of anels, subcornmit-

tees or committee members and other
reference or information only copies.

Retention period: 2 years or until no

longer needed for reference.

(2) MIDDLE ATLANTIC, WESTERN,
AND HAWAIIAN AREA JOINT COMMIT-
TEES RECORDS. See para. 3020(2).

5442 AIRCRAFT STATUS RECORDS

(I) MONTHLY OR OTHER PERIODIC
REPORTS OF AIRCRAFT (such as OPNAV-
5442. IA) relating to the status (transfers,
etc. of aircraft: copies of reports submit-
ted to higher authority.

Retention period: 2 years.
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(2) RECORDS PREPARED UNDER
THE AIRCRAFT ACCOUNTING SYSTEM
(OPNAV Instruction 544Z. Z): copies of
status of aircraft and other reports (such as

OPNAV-544Z and NAVAER- 1385), including
reports of status of research and develop-
ment aircraft submitted to higher authority.

Retention period: I year.

(3) AIRCRAFT RECORD CARDS
(such as OPNAV-544--gA) prepared in con-
nection with the Aircraft Accounting System.

Retention period: I year after air-
craft is transferred from custody,
except that Marine Corps activities

may retain for 6 months after transfer.

(4) AIRCRAFT FLIGHT WORK
SHEETS (such as OPNAV-544Z-I IC).

Retention eriod: I month.

(5) DAILY AIRCRAFT AVA_LABIL-

ITY WORK SHEETS (such as OPNAV-544Z-
10B).

Retention period: 6 months.

(6) AIRCRAFT INVENTORY LOGS OR
RECORDS. See para. 130?0.

5500 SECURITY RECORDS GENERAL

These records pertain to security and re-

lated matters and are accumulated through-
out the Department of the Navy.

(1) PRIMARY PROGRAM RECORDS:
general correspondence files, reports, and
other records of the Office of the Chief of
Naval Operations (Office of Naval Intelli-

gence) and Offices of Assistant Secretaries

of the Navy (Office of Industrial Relations

and Office of Naval Material) documenting
their responsibilities for the development,
execution and direction of plans, policies,
programs, and procedures for security mat-
ters, including personnel and facilities and

industrial security.
Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.)

(Z) SECURITY OFFICES GENERAL
CORRESPONDENCE FILES: records of
activities and offices relating to the pera-
tion and administration of their security
functions, including the security of phy-
sical plant and personnel .protection,
security investigations, the safeguarding
of classified and unclassified matter, and
the providing of propsr authorization for the

1961 U-5-11
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movements of military and civilian person-
nel, other than material of a continuinE con-
troversial nature and policymakin criteria.
(Exclude also primary program records
covered in para. 5500(1) above and corre-
spondence filed in command’ s or station’s
general files.

Retention period: ?- years.

(3) ACTIVITIES SECURITY GUARD
FORCE RECORDS: correspondence and
related records pertaining to the employ-
ment of Marine security guard forces at
activities of the Naval shore establishment,
including records relatin to strength and
distribution assignments and requirements.

Retention period: 3 years.

(4) DUTY OFFICER LOGS OR
OFFICER-OF-THE-DAY LOGS: entrance
and exit logs, building guard and other guard
books or records. (,Exclude medical and
dental officer-of-the-day logs covered in
para. 6010{I}.}

Retention period: ?- years, or Z years
after last entry, except I year after
last entry for Marine Corps Sergeant
of the Guard report books.

(5) DUTY OFFICER NIGHT ORDER
BOOKS.

Retehtion period: ?- years after hook
is filled.

(6) MILITARY SECURITY SURVEY
AND INSPECTION RECORDS. See para.
55?.2.

(7) SECURITY VIOLATION REPORTS
and related records (other than reports sup-
porting continuing cases or felonies and
covered in para.

Retention period: ?- years.

5510 SECURITY REGULATION RECORDS

(1) CORRESPONDENCE AND RE-
hATED PAPERS PERTAINING TO CLEAR-
ANCE OF PERSONNEL FOR ACCESS TO
CLASSIFIED INFORMATION.

Retention period: Z years after trans-
fer or other separation of employee.

(Z) REPORTS OF VIOLATION OF
POLICE, TRAFFIC, BUILDING, AND
FIRE REGULATIONS (hgX_J]records
relatinE to continuing cases or to felonies
(see para. 5520); related papers.

Retention period: ?- years.

Change 1
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(3) RECORDS RELATING TO THE
ISSUANCE OF AND ACCOUNTABILITY FOR
KEYS.

Retention period: 1 month after lock
is chaned, retain indefinitely
records relatinE to issuance of keys
for locks in s_pecial (maximum) secu-
rity areas.

(4) CARD RECORDS, LISTS, FORMS,
OR OTHER RECORDS OF INDIVIDUALS
KNOWING SAFE OR PADLOCK COMBINA-
TIONS, and other similar data used to con-
trol access to cabinets or other containers
of classified material.

Retention period: I month after su-
perseded or cancelled, retain
indefinitely records relating to spe-
cia__l (maximum) security containers.

(5) RECORDS RELATING TO AD-
MISSIONS TO SECURITY AREAS.

Retention period: records relating to
admissions to special (maximum)
Securit areas--permanent; records
relatin to admissions to other secu-
rity areas--?- years.

(6) AGENCY (NATIONAL) CHECK
REQUESTS (such as OPNAV-5510-397}.
See para. 3800(5) for intelligence office
copies. (See also para. 5521(2).
5511 CLASSIFIED MATERIAL CONTROL

RECORDS

(1) CLASSIFIED DOCUMENT RE-
CEIPT RECORDS: records of receipt,
transfer, or issue of classified documents.

Retention period: Z years.

(?-) RECORDSRELATINGODISCLO-
SURE OF TOPSECRET INFORMATION (such
as Record of Disclosure, OPNAV-551 I- 13).

Retention eriod: indefinite.

(3) RECORDS RELATING TO THE
DESTRUCTION OF CLASSIFIED DOCU-
MENTS, such as destruction certificates.

Retention period: Z years.

(4) LOGS, REGISTERS OR LEDGERS,
or other similar records used as inventory
or control records of classified documents.

Retention period: ?- years.

(5) RECORDS RELATING TO CON-
TROL OF REGISTERED PUBLICATIONS.
See para. ?-601.

H-5-1Z
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551Z IDENTIFICATION, ADMISSION. AND
VISIT RECORDS (CREDENTIALS,
TAGS, PASSES, PERMITS)

These records relate to an individual’s ac-

creditation or identification and to the issuance

of identification cards, permits, badge s, and

passes.

(I) RECORDS RELATING TO AP-
PLICATION FOR AND ISSUANCE OF PER-
MANENT IDENTIFICATION BADGES,
CARDS, AND PASSES.

Retention period,: badges and passes_--
until badge, card, or pass is sur-

rendered; records of issuance--6
moriths after new accountable system
is established, or until year after

final disposition of each issuance
record is entered in retained log or

similar record.

(Z) RECORDS, INCLUDING CORRE-
SPONDENCE, RELATING TO APPLICA-
TIONS FORAND ISSUANCE OF TEMPORARY
PERSONNEL BADGES, CARDS,AND PASSES.

Retention period: year after sur-

render of badge, card, or pass,
except retain records of admission to

sl (maximum) security areas.

(3) CARDS OR SIMILAR RECORDS
USED TO VERIFY IDENTITY OF NEW
PLOYEES AND REGUESTS OR ORDERS
FOR BADGES OR PASSES.

Retention period: until verification is

accomplished or badge or pass has
been prepared and delivered.

(4} EMPLOYEE PICTURE AND
FINGERPRINT FILES used for identMication
purposes.

Retention period: 1 year fter sepa-
ration of employee.

(5} MILITARY DEPENDENTS IDEN-
TIFICATION RECORDS.

Retention period: 2 years for appli-
cations for identification cards or

ags and related papers; retain iden-

tification cards or tags until super-
seded or cancelled.

(6} RECORDS RELATING TO VISITS
and to applications for and issuance of
visitors passes or vehicle entry permits.

{a} Records relatin to admis-

sion,s to security areas..
Retention period: 2 years, exc
retain indefinitely records re,a,ng to

adrr/ssions to special (maximum}
seFurity areas.
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(b) All other visit or admission

records.
Retention period: year, or year
ater book or log is filled, as

appropriate.

(7) IDENTIFICATION RECORDS OF
EMPLOYEES OF PRIVATE FIRMS UNDER
NAVY CONTRACT and of contra.ctor and

other employees working aboard the naval

activity.
Retention period: Z years after com-

pletion of contract or separation of
employee, except retain indefinitely
records of disclosure of security
classified data.

(8) PROPERTY PASSES: personal
and public property passes and property
pass books (such as NAVMED-HF-3Z
NAVMC-155-SD, etc.

Retention period: personal property
passes authorizing the removal of

property or materials--3 months;

Government or public property
passes--until property is returned or

accounted for.

(9) RECORDS RELATING TO THE
ISSUANCE OF KEYS. See para. 5510(3).

(I0) APPLICATIONS FOR EXCHANGE
PERMITS.

Retention period: Z years after appli-
cation is cancelled.

(I I) PERSONAL EFFECTS TAGS (such
as DD-599):, identification tags for effects
stored.

Retention period: until effects have

been returned to individual or other-

wise accounted for, except when rec-

ord is used as a signe-"rreceipt for
clothing returned to a hospital patient
upon discharge, file copy in patient’s
clinical record.

(IZ) BAGGAGE TAGS (such as Baggage
Tags, DD-600) and Hold Baggage Tags.

Retention period: until delivery of
baggage to destination.

(13) BAGGAGE RECORD CARDS (such
as NAVMED- 25).

Retention period: 6 months.

(14) EMERGENCY MEDICAL TAGS:
medical identification tags (such as

NAVMED- -I 0).
Retention period: 6 months.

Change I
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(15) RECORDS RELATING TO
ACCOUNTABILITY FOR PROPERTY
I2T or stolen, such as building guards
records of lost and found property:

(a) Loss statements, receipts,
reporta and other similar records relat-
ing to lost and found articles.

Retention period: 2 years.

(b) Ledger records reflectin
accountabiLit}.

Retention period: 3 years.

(16} MOTOR VEHICLE OPERATORS
IRk/IT."ang perm,uchas
U.S. Government Operator’s Permit
(DD- 313} and Motor Vehicle Operator’ s
Permit {NAVGEN-53}.

Retention period: 3 months after
expiration or renewal of permit.

(17} BOAT REGISTRY RECORDS:
records of permits or Licenses granted
civilians for navigation in waters under the
jurisdiction of a station or command.

Retention period: 6 months after per-
mit laps es.

$520 INVESTIGATION RECORDS

(1) REPORTS OF INVESTIGATIONS
and other records pertaining to felonies.
Include any police or other reports, exhib-
its, statements, correspondence, and other
related supporting material.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter 2 years after case is closed.
Or if records are microfilmed,
des’troy paper records 2 years after
case is closed and retain microfilm
permanently.

(2} COMMAND OR ACTIVITY LOCAL
INVESTIGATIVE FILES: reports of spec-
ial investigations into security or related
matters, such as violations of police and
fire regulations of a minor nature and
violations reported by security officers and
involving possible disciplinary action;
related and supporting papers. Include also
copies of reports when case is submitted to
higher authority for review or action.
(Exclude records relating to security vio-
lations classified as felonies and covered in
pars. 5520(3} below, and exclude also docu-
ments required to be filed in official civilian
and military personnel folders.

Disposal of Navy and Marine Corps Records

Retention period: 2 years after final
corrective or disciplinary action is
completed.

(3) SECURITY VIOLATION INVES-
TIGATIVE REPORTS and supporting papers
and correspondence concerning security
violations serious enough to be considered
felonies.

Retention period: permanent. Or if
microfilmed, destroy paper records
2 years after case is closed and re-
tain microfilm permanently.

5521 NAME CHECKS AND PERSONNEL
CLEARANCE RECORDS

(1) PERSONNEL SECURITY CLEAR-
ANCE (CASE) FILES: official case files
containing all records relating to investiga-
tions of civilian personnel under Executive
Order 10450 and prior orders. See pars.
12732(1). (See also para. 3800(4) for in-
vestigation fLtes of district intellisence
offices.

(2) PERSONNEL SECURITY CLEAR-
ANCE SUSPENSE OR STATUS FILES:
cards, lists, or extra copies of clearance
requests accumulated by security offices
or units or by other activities as a sus-
pense or control record of the status of
personnel security clearances or as a rec-
ord of clearance status of individuals on
board.

Retention period: until transfer, or
other separation of employee or until
superseded or obsolete, as appropriate

(3) CERTIFICATES OF CLEARANCE
FOR HANDLING CLASSIFIED MATTER
(such as OPNAV-S521-429); related corre-
spondence and papers. (Exclude records of
clearances maintained by the Office of
Naval Intelligence.

Retention period: 2 years after trans-
fer or separation of employee.

5522 SECURITY INSPECTION RECORDS

(1) MILITARY SECURITY SURVEY
AND INSPECTION PROGRAM RECORDS:
correspondence; survey, reinspection, and
other reports; related papers. Include cor-
respondence and papers relating to military
security and training of security personnel.
{Exclude primary program records covered
in pars. 5500{I} above}:
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(a) Survey and reinspection

tentionperiod: until new survey
is dlrectedand completed.

ence,
(b) Other reports, correspond:

and related papers.
Retention period: years,
retain continuing policy correspond-
ence, instructions, and criteria for
6 months after termination or

supersession.

5540 INDUSTRIAL SECURITY RECORDS

This series covers industrial security
r’ecords accumulated by all naval activities
and offices, except for permanent records
maintained at the departmental level by the

Office of Naval Material (Navy Department)
and Office of the Assistant Secretary of the

Navy (I & L). Additional security rec-

ords, such as a central index file of all
industrial personnel and facilities security
clearances maintained by the Industrial
Security Board of the Department of Defense,
also are*permanent records.

(I) REQUESTS FOR PROPOSALS
AND PROPOSED OR BID INVITATIONS
(such as DD-746).

Retention eriod: 6 months after
recovery or 6 months after date that
disposition of classified matter has
been accomplished if contract does
not result. If contract does result,
file in contract file.

(2) SECURITY REQUIREMENTS
CHECK LISTS (such as DD-254): copies
maintained by contracting offices. File in
contract file.

(3) RECORDS OF DESTRUCTION
(such as Classified Matter Destruction
Reports, OPNAV -5511 12) or of declas s Hica-

tion of classified records furnished private in-

dividuals or facilities. (See also para. 551 I.
Retention period: 2 years.

(4) REPORTS OF SURVEYS OF
SUBCONTRACTORS LOCATED IN OTHER
AREAS, prepared upon request of local
contractors.

File in contract file.

5541 FACILITIES SECURITY RECORDS

(I) CENTRAL INDEX FILE CARDS--
Facility (such as DD-Z65): records of in-
dustrial facilities security clearances.

SECNAVINST P5- 12.5B
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(Duplicated in retained Central Index File
of the Industrial Security Board, Depart-
ment of Defense).

Retention period: 6 months after
supersession or termination of facility

(Z) CARD RECORDS OF FACILITY
CLEARANCE STATUS (such as PID-54).

Retention period: permanent. (Re-
tain on board until disestablishment).

(3) FACILITY CLEARANCE STATUS
REPORTS (lists) of subcontractors. These
are furnished prime contractors upon
request.

Retention period: 6 months.

(4) FACILITY CLEARANCE CASE
FILES: records of facilities having secu-

rity clearances, consisting of copies of
Facility Security Clearance Surveys (such
as DD-374), Security Agreements (such as
DD-441), Letters of Consent (such as

DD-560), Letters of Notification of Facility
Security Clearances (such as DD-56), and
other similar and related papers:

(a) Case Files. (See subpara.
(b) below for special handling of Letters of
Consent.

Retention period: 3 years after secu-
rity clearance is administratively
terminated in accordance with para.
2-110.1 of Armed Forces Industrial
Security Reglations (AFISR), or 3

years after clearance is withdrawn or
revoked in accordance with para.
2-II of AFISR. (Place in inactive

file when clearance is terminated,
withdrawn, or revoked; destroy 3
years later.

(b) Letters of Consent.
Retention period: When Letters of
Consent cover interim clearances,
retain only until issuance of final
clearance. In cases of death or ter-
mination of employment or security
clearance, remove Letter of Consent
from the case file and destroy imme-
diately, provided the CIF card (such
as DD-264) has been forwarded to the
Central Index File in accordance with
para. 5542(2).

(5) INDUSTRIAL DEFENSE SUR-
VEY RECORDS: Industrial Defense Sur-
veys and Check Lists (such as DD-395
and 395-1): other survey and resurvey
reports and related correspondence

Change
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and other papers concerning the De-
partment of Defense Industrial Security
Program for physical protection of key
industrial facilities assigned to the cog-
nizance of the Navy, and national and
departmental reserve plants under Navy
security cognizance. (Exclude primary
program records maintained by the As-
sistant Secretary of the Navy (Installations
and Logistics) and the Office of Naval
Material, Navy Department. Master
files are retained by the Assistant Sec-
retary of Defense.)

Retention period: until 2 years
after suprsededor/ea.rfer

-facility has been deleted from key
facility list.

(6) INDUSTRIAL SECURITY IN-
SPECTION CHECK LISTS or Contractors
Facilities (such as DD-696). (Form is
completed by the Departments of the Navy,
Army, and Air Force for facilities under
their cognizance and the cognizant security
office maintains official permanent fi/e.

Retention period: until superseded
by a more current inspection report.

(7) VISIT RECORDS: visit request
cards, correspondence, and other papers:

(a) Records of visits requirln
on/y clearance certification.

Retention period: b months.

(b) Records of visits to local
facilities reuirin. both clearance and
need-to-know certafication, and records of
visits of foreign nationals or aliens.

Retention period: 2 years.

(c) Records relatin to visits by
local contractor representatives to other
industrial facilities. Include justifications
for visits. (Filed in cognizant security
office).

Retention period: 1 year a/ter com-
pletion of contract.

5542 INDUSTRIAL PERSONNEL SECURITY
RECORDS

(1) INDUSTRIAL PERSONNEL
SECURITY QUESTIONNAIRES (such as
DD-48), CERTIFICATES OF NON-
AFFILIATION WITH CERTAIN ORGANI-
ZATIONS (such as DD-4$-I), IMMIGRANT

Center when year old, provided
chronological brief and/or investiga-
tive work sheet containing deroga-
tory information is maintained.)

(b) Non-dero[atory cases (cases
on which access is granted), provided doc-
umentation is duplicated in the files of the
Office of Naval Intelligence and district
intelligence offices.

Retention period: - years, or I year
fter issuance of Letter of Consent,
as appropriate.

---{z}--CENTRAL iNDEX FILE CARDS
(such as DD-264): records of industrial
personnel security clearance. (DupLicated
in permanent Central Index File of the
Industrial Security Board, Department of
Defense).

Retention period: until superseded.
(Place in inactive file when employ-
ment or security clearance of individ-
ual is terminated; hold on board for
6 months, then forward with proper
notations to Central Index File (CIF),

that in case of death of ind/-
forward immectiately to

with notation of demise.

5560 TRAFFIC CONTROL AND PARKIN
RECORDS

(I} RECORDS RELATING TO
PLICATIONS FOR AND ISSUANCE OF CAR
PARKING PERMITS.

Retention period: 3 months fter
permit lapses.

(2) RECORDS RELATING TO AP-
PLICATIONS FOR AND ISSUANCE OF
TEMPORARY VEHICULAR PASSES.

Retention period: I year after sur-
render of pass, exc_._retain records
of admission to special security

(3) RECORDS RELATING TO THE
ISSUANCE OF AUTOMOBILE PLATES.

Retention period: 15 months after
plate is returned.

5600 PUBLICATIONS AND PRINTING,
DUPLICATING. AND REPRODUC-
TION RECORDS GENERAL

ALIEN QUESTIONNAIRES (such as DD-49), *The records described in this (5600-5699)
and related correspondence and papers: series relate to publications and publishing

and printing matters, including the prepa-{a} Derogatory cases, ration, production, procurement, and dis-
Retention period: permanent. (Trans- tribution of publications and blank forms.fer to nearest Federal Records {See para. 5200 for forms management

Change
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records.) They are accumulated by the
Director, NPPS, Washington, D.C., by other

Navy and Marine Corps departmental and
field publications and printing activities and
offices (including Publications and Printing
Service Offices, the Defense Printing Serv-

ice, and the branch offices of the Navy Pub-

lications and Printing Service), and by ac-

tivities or organizational units performing
printing, publication, or reproduction func-

tions. They are accumulated also by activi-

ties preparing publications.

(I) PRIMARY PROGRAM RECORDS:
general correspondence files and other
records of the Director, NPPS, Washington,
D. C., and other depar-nental offices
having assigned overall publications and
printing or other reproduction prograxn
responsibilities, and that document the
development, establishment, and execution

o overall plans, policies, prograns,
and procedures pertaining to publications,
priniing, and other reproduction matters
’and to the operations of the publications
and printing service.

Retention eriod: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old.

(2) GENERAL CORRESPONDENCE
FILES of Publications and Printing Service
Offices and of activities and offices and
other operating units concerned with pub-
lications, printing, and related matters.
(_xclude primary program records covered

in para. 5600(I} above}: correspondence,
reports, and other records of the organiza-
tional unit relating to its internal operation
and administration, including production
planning and scheduling, processing, pro-
curement, and distribution functions. In-
clude reports not specifically covered else-
where in this series.

Retention period: 2 years.

(3) REPORTS TO THE JOINT CON-
GRESSIONAL COMMITTEE ON PRINTING:
these reports (such as JCPForms I-6) are

required by Congress to be submitted peri-
odically and relate to printing office opera-
tions and inventories. They include semi-
annual production reports, contract field
printing reports, annual inventories of
equipment, production reports for plants
primarily concerned with map and/or chart
production, annual reports of stored equip-
ment, nd other reports and related papers.

Retention period: year provided no
longer required for local reference for

Change
-7 August 1964
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Navy activities, and 5 years for Ma-

rine Corps activities, except that the

Director, NPPS, Washington, D.C.
will retain one master copy of each

report as a permanent r’cord.

(4) PUBLICATIONS FILES: master

file of naval publications maintained by
printing plants or other production units

and/or by issuing activity--one copy of each

publication (manual, booklet, chart, regu-
lation, etc.) produced.

Retention period: permanent.

(5) REFERENCE FILES OF PUBLI-
CATIONS.

Retention period: until obsolete,
cancelled, or no longer nee#ded for
reference. Return current and usable
publications no longer needed to ap-
propriate Cog I stocking segment of
the Navy Supply System.

(6) EXCESS TECHNICAL PUBLICA-
TIONS BINDEtS SUITABLE FOR REISSUE.

Retention period: forward to appro-
priate Cog I stocking segment of the

Navy Supply System except forward
excess aeronautical technical publi-
cations and manual binders to Navy
Publications and Printing Service,
Building 7, Naval Aviation Supply
Depot, 700 Robbins Avenue l:rnila

delphia, Pa.

5bO PREPARATION RECORDS

(I) SOURCE FILES of articles.
stories, and other materials submitted for
official naval publications; related corre-
spondence and papers:

(a} -Unplaceablet (rejected or

unused) maazine articles, stories, etc.
Retention period: return to author
whenever possible; when not return-
able, retain until year ater story
or article has been rejected.

(b) Other source files.
Retention period: I year or until
material is no longer needed.

(2) PUBLICATION REPRODUCIBLES
OR COPY LATERIAL: original art work,
charts or graphics, negatives, and other re-
producibles manusc ript copies of publica-
tions or other printed material. (See also
para. 5603(3).)

Retention period: until publication is
superseded or obsolete, or until it
has been determined that art work,
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negatives, or other material or repro- (6) PRODUCTION COST RECORDS
ducibles are no longer usable or needed AND REPORTS:
for further reproductions.

(3) BACKGROUND IVATERIAL,
DRAFTS, and other papers used in devel-
oping and preparing publications.

Ret.ention eriod: until publication is
completed and published, or until
purpose has been served.

5603 PRODUCTION RECORDS

(I) PRINTING OFFICE SUPERIN-
TENDENTS (R THF,R SIMILAR OFFI-
CERS) CORRESPONDENCE FILES and
related papers pertaining to production
and related matters.

Retention period: Z years.

(2) LOGS, REGISTERS. OR OTHER
CONTROL RECORDS OF INCOMI/G JOBS
OR WORK REQUISITIONS.

Retention period: I year.

(3) JOB JACKET (CASE OR PROJ-
ECT} FILES: papers accumulated b7 Publi-
cations and Printing Service offices, or sim-
ilar activity, for each printing, binding, or
reproduction job. Consist of such papers as
copies c job requests or orders, material
withdrawal requisitions, pricing schedules,
job cost reports, samples of jobs produced,.
receipts for completed work, specifications,
and other related papers. (See also pars.
60(Z).)

Retention period: 6 months after com-
pletion, as provided in pars. 4235, ex-
cept Marine Corps activities will re-
tain until publication is superseded or
obsolete and no longer required for
further publications.

(4) DELIVERY UNIT COPIES OF
SIGNED RECEIPTS for completed work.

Retention period: 6 months.

(5) PRODUCTION PLANNING AND
SCHEDULING RECORDS:

(a) Production control or prog-
ressing records: control.stubs, tickets,
or other local forms used as job status
records or for posting to pricing schedules.

Retention period: 3 months.

(b) Production reports or other
records relatinto work production break-
downs, e.g., such as by estimated numbero- units of produ’ction per job in each cost
process planning copies of requisitions.

Retention period: 6 months.

Change
27 August 1964

(a) Time reports: daily military
musters, daily time reports, and other
similar records prepared daily by each
employee; summary time reports; and over-
time reports.

Retention period: summary and
overtime reports-6 months daily
reports -=2 months.

(b) Vork-in-process inventories
and tabulated or other listings of work in
process at end of month| requisition check

Retention period: 6 months.

(c) Cost reports, such as
Monthly Labor Cost Reports, Reports of
Accrued Annual Salaries and Wages, monthly
recapitulation work sheets and reports, and
other similar labor 6r material summary
cost reports; records of units produced and
billed.

Retention period: I year.

(d) Statistical data, including
tabulated listings and work papers (such as
job cost reports, social security retire-
ment costs, travel requests, etc.) used for
compiling data for periodic financial and
cost statements and for estimated cash bud-
get reports.

Retention period: I year.

(7) PRODUCTION INVENTORY AND
SUPPLY RECORDS: records relating to
printing or other reproduction supplies and
equipment of printing oHices, such as mate-
rial inventory control d usage records
(issue and receipt cards or other similar
records of paper and other supplies, equip-
ment, and repair parts received and issued);
copies of withdrawal requisitions used to
post to issue and receipt cards; periodic
inventory reports; and copies of requisitions,
including partial receiving reports and copies
of Ioadlng reports.

Retention period: I year.

(8) FINANCIAL STATEMENTS OR
REPORTS OF THE DEFENSE PRINTING
SERVICE AND OF NAVY PRUBLICATIONS
AND PRINTING SERVICE OFFICES (indus-
trial activities):

(a) Quarterly estimated cash

tention period: year.

(b} Financial and cost statements
submitted by Publications and Printing
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Service industrial-type activities to Navy
Comptroller and/or other higher authori-

ties; annual operating budgets. Apply
pra. 7630.

(c) Accounting registers used to

record and accumulate financial and cost

data on a monthly basis for posting to the

general and subsidiary ledger: Cash Re-
ceipts and Disbursement Registers, Mate-
rials on Order Registers, Accounts Re-
ceivable and Payable Registers, Labor and

Material Distribution Registers, 3ournal
Vouchers, and other similar registers.

Retention period: 6 years.

(d} General and subsidiary
ledgers. Apply para. 7640.

{?} OTHER FINANCIAL MANAGE-
MENT RECORDS. Apply chapter ?.

5604 PUBLICATION PROCUREMENT
RECORDS

(1) REQUISITIONS. PURCHASE
REQUESTS, and other similar requisition
or procurement documents. Apply para.
4Z35, exc apply para. 4280 to printing
procurement contracts or purchase orders.

(2) OTHER SUPPLY AND PRO-
CUREMENT RECORDS. Apply chapter 4.

$605 DISTRIBUTION RECORDS

(I) FORMS INDICATING THE
ISSUANCE, RECEIPT, AND.DELIVERY
OF PUBLICATIONS by divisions of supply
centers and other offices.

Retention period: I year.

(2) PUBLICATIONS AND FORMS
REQUISITION AND SHIPPING ORDER
FILES: copies of requisitions, shipping
orders, transfer requests, and related
papers accumulated by publications supply
activities and by activities and offices

requisitioning publications and forms from
stock. (See para. 4-35 for other requisi-
tion files).

Retention period: 6 months.

(3} DISTRIBUTION LISTS. See
para. 5900(5).

(4) INDEXES, CHECK LISTS, AND
OTHER RECORDS OF CURRENT
PUBLICATIONS.

SECNAVINST P52i2. SB
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Retention period: until superseded or

obsolete or until purpose has been
served.

(5) RECORDS RELATING TO DIS-
TRIBUTION OF CODE 4 PUBLICATIONS
in the Navy Supply System. See para. 5070.

5700 EXTERNAL RELATIONS RECORDS

The records described in this (5700"-5799)
series relate to public, legislative, and

executive relations, liaison, and programs,
to Navy’s participation in political milltar."
affairs, and to historical matters. They
include records accumulated in connection
with international relations, public relations
(including informational services), com-

munity relations, and audio-visual and press
relations. They also are accumulated in

connection with the conduct of our relations
with external (private) organizations.

(I) PRIMARY PROGRAM RECORDS:

(a) General correspondence files

and other records of the Secretary of the

Nav the Chief of Information the Chief of

Legislative Affairs, and the Office of the
Chief of Naval Operations documentinE the

development and execution of plans, poli-
cies, programs, and procedures regarding
external relations of the Navy Department,
including international affairs, public re-

lations, and congressional and legislative
matters.

Retention period: permanent. (Trans-
fer to Federal Records Center,
A.lexandria, Va. or other authorized

storage area when 4 years old or
when file becomes inactive.

(b) That portion of the files of
the Commandant of the Marine Corps and

other departmental bureaus and offices that

documents the overall accomplishment of

assigned external relations program re-

sponsibilities and that are not duplicated or

essentially documented in the files covered
in subpara. (a) above.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old or

when file becomes inactive.

(c) That portion bf the files of
naval district and river commands, of f1_ee
commands, and of other major shore-based
commands documenting policy decisions or
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other unusually significant or important
local transactions, or transactions of a
highly controversial nature.

Retention period: permanent. (Trans-
fer to appropriate Federal Records
Center with activity’s permanent
correspondence files.

(Z) GENERAL CORRESPONDENCE
FILES RELATING TO THE ROUTINE IN-
TERNAL OPERATION AND ADMINISTRA-
TION OF ACTIVITIES AND OFFICES PER-
FORMING EXTERNAL RELATIONS
FUNCION.

Retention period: Z years.

57 I0 INTERNATIONAL RELATIONS
RECORDS

(I) GENERAL CORRESPONDENCE
FILES. Apply para. 5700(I) above.

document the development and execution of
their policies, plans, programs, and pro-
cedures, essential transactions, and im-
portant decisions of the mission, and its
organizational history.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old.)

(-) GENERAL CORRESPONDENCE
FILES (OTHER THAN PRIMARY PROGRAM
RECORDS), including files of divisions,
branches, or other organizational units,
es ni&11-pqcd or summarze
records covered inpara. 5713(l) above.

Retention period: 4 years, excevt
retain records relating to the routine
internal operation and administration
of the office for years.

5720 PUBLIC RELATIONS RECORDS

(Z) MILITARY ASSISTANCE AND
ADVISORY GROUPS (MAGs and MAAGs)
RECORDS. See paras. 4900-4999.

NAVAL ATTACHES RECORDS:

(a) Primary program records:
general correspondence files and other
records documenting the development and
execution of plans, .policies, programs,
decisions, and procedures, and the per-
formance of essential transactions of the
office; records reflecting the organizational
history of the office.

Retention eriod: permanent. (Trans-
fer to Federal Records Center.
Alexandria, Va. when 3 years old,

retain on board material that
Ident Attache determines is

required for continuity or general
research purposes.

(b} File copies of reports.
Retention period: 3 years.

(c) Ealuation slips.
Retention period: I year.

(d) Other records. Apply pro-
v/sions of para. 3900 and other pertinent
subject-matter series.

5713 NAVAL MISSION RECORDS

(I) IRIMARY PROGRAM RECORDS:
general correspondence files and other
records of the chiefs of naval missions that

(I) GENERAL CORRESPONDENCE
FILES, including reports, of activities and
offices pertaining to public relations or in-
formation matters, including exhibits or
exhibitions, guest cruises, fleet home town
news services, community relations, and
audio, visual, and press relations.
(Exclude primary program records covered
in para. 5700(I).

Retention period: 4 years for district
and river commands; - years for all
others.

(Z) INFORMATIONAL RELEASES:
press releases, publications, transcripts
of press conferences, official speeches or
other presentations, including graphics or
exhibits, television or radio scripts, and
other formally presented publicity or infor-
mational material:

(a) Master files of the Chief of
Information, Washington, D. C. one copy
of each document, together with related
index or other records.

Retention period: permanent.

(b) Master files of other officially
designated public information offices: one
copy of each formally released document that
is not forwarded to or duplicated in the files
of the Chief of Information, Navy Depart-
ment, or other higher authority. Include any
related index records. (Exclude publicity
material that is important or useful in doc-
umenting the history of the organization and
that relates to specially significant or
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historically noteworthy events; these should
be handled as provided in paras. 5750(Z) and

(3).)
* Retention period: 4 years.

(c) Copies of press releases,

speeches, presentations, exhibits, communi-

clues and other public relations materials.
Retention period: year or until
purpose has been served. Retain
related indexes, check lists, or bib-

liographies (other than those covered
in subpara. (a) abovefuntil super-
seded, obsolete, or no longer needed.

(3) PUBLIC RELATIONS SERVICES
PROJECT (CASE) FILES: correspondence,
background material0 and other papers
(other than master files of formal iv_forma-

tion releases covered inpara. 5720(2)
above).

Retention period: year after com-

pletion of project.

(4) CASUALTY INFORMATIONAL
RECORDS: copies of communiques, casu-

alty lists, Navy Department press releases,
and other papers relating to naval casual-
ties.

Retention period: year.

(5) ARMED FORCES DAY RECORDS:
correspondence and other records relating
to the local observance of Armed Forces
Day.

Retention period: year.

(6) REQUESTS FOR INFORMATION:
routine requests for information, material,
or data of a nature that requires no special
investigation, no special compilation or re-
search, and that involves no policy decisions
and no administrative action; related replies.

Retention period: 3 months, or re-

turn to requestor with reply whenever
possible, except retain requests of a
less routine nature but involving no
policy decisions or matters of a con-
troversial nature or no unusually im-
portant transactions for Z years.

(7) ANONYMOUS LETTERS, LET-
TERS OF COMPLAINT OR CRITICISM, OR
LETTERS CONTAINING SUGGESTIONS,
together with replies thereto, on which no

investigation is made or administrative
action taken.

Retention period: 3 months.

SECNAVINST P5212.5B
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(8) APPROVALS (AUTHORIZATIONS)
FOR INFORMATIONAL (PRESS OR OTHER)
RELEASES and for the release of naval
films, exhibits, or other materials for pub-
lic viewing; related papers.

Retention period: 1 year.

(9) RESEARCH REFERENCE FILES:
press clippings, newspapers, and other
materials accumulated for reference arti-
cles, stories, etc. pertaining to or of
interest to the Navy and Marine Corps.

Retention period: until purpose has
been served.

57Z4 FLEET HOME TOWI NEWS
RECORDS

(1) FLEET HOME TOWN NEWS
CENTER RECORDS:

(a) General correspondence
files

1. Correspondence and re-

lated records documenting the Center’s
organizational history and its policies, pro-
grams, over-all procedures, and essential
transactions.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old.

2. Correspondence relating
to the internal operation and administration
of the Center.

Retention period: 2 years.

(b) Photographic prints and neg-
atives accumulated by the Fleet Home Town
News Center.

Retention period: 6 months, then
whenever possible, return prints and

negatives to person portrayed; other-
wise apply provisions of para. 3150.

(c) Other public relations
records. Apply pertinent provisions in this
(5720) series.

5728 AUDIO AND VISUAL (MOTION AND
STILL PICTURE, RADIO, AND
TELEVISION) RECORDS

(I) RADIO AND TELEVISION
SCRIPTS, and related publicity material
(other than files of the Chief of Information
and master files at public information of-
fices covered in para. 5720(2) above).

Change
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Retention period: 1 year, except re-
tain records used for background data
or for source material until no longer
needed for reference purposes.

(2) STILL AND MOTION PICTURE
FILM. Seepara. 3150.

57 30 CONGRESSIONAL AND LEGISLATIVE
LIAISON RECORDS

(I) PRIIVRY PROGRAM RECORDS:
general correspondence files and other
r fe Of Legislative Affairs
and other departmental offices having pri-
mary program responsibilities for all
phases of congressional and legislative
liaison matters. These are records that
document plans, policies, programs, pro-
cedures, accomplishrnents, and essential
transactions.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old or
when files become inactive.

(2) GENERAL CORRESPONDENCE
FILES of activities and offices pertaining
to the routine internal operation and ad-
ministration of Liaison activities between
Congress and other executive agencies.
Include routine requests for information
from members of Congress and replies
thereto. (Exclude primary program rec-
ords covered in para. 5730(1) above and
records documenting Navy or Marine Corps
policy, plans, orhighly important transactions,
including official files relating to changes in
location or status of naval facilities.

Retention period: Z years.

5750 HISTORICAL RECORDS

(1) PRIMARY PROGRAM RECORDS:

(a) Records of the Office of
Naval History, Office of the Chief of Naval
Operations; records accumulated or pre-
pared by the Office and documenting the
operational history of the Navy and Marine
Corps.

Retention period: permanent.

(b) Records of the Office of the
Secretary of the Navy and of departmental
bureaus and offices and Headquarters
Marine Corps. accumulated or prepared in
connection with historical and related func-
tions and reflecting the administrative his-
tory of the Navy and Marine Corps.

Change
27 August 1964
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Consist of reports, correspondence, and
other documents.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when no longer needed for
frequent on-board reference.)

(2) RECORDS OF FIELD AND FLEET
COMMAND ACTIVITIES AND OF CERTAIN
OTHER SELECTED FIELD ACTIVITIES
whose general correspondence files are
designated in the appropriate functional
areas of this manual for permanent reten-
tion: those records that reflect the admin-
istrative and operatoaqtor
activity.

Retention period: permanent. (Handle
in accordance with instructions for
activities permanent correspondence
files contained in pertinent functional
(subject) chapters or series in this
manual.

(3) RECORDS OF FIELD ACTIVITIES,
including fleet activities, not covered in
para. 5750(I) or (2) above and whose gen-
eral correspondence (program) files are not
specifically designated in this manual for
permanent retention:

(a) Records which the command-

in officer determines to be of unusual im-

portance or to have exceptional historical

significance or interest because they depict
important unique situations of continuing
interest or important policy transactions or
decisions, unusual noteworthy events, or
summarize the organizational and functional
history of the activity.

Retention period: permanent. (Retain
for local reference purposes. Navy
activities will transfer to nearest Fed-
eral Records Center when records are
no longer needed for frequent local
reference, that Operating Force
activities will transfer to Federal Rec-
ords Center, Mechanicsburg, Pa.;
MARCORPS activities will transfer
when 3 years old to Federal Records
Center, Mechanicsburg, that
Marine Corps Schools, uantico and
FMFLANT will transfer to Federal
Records Center, Alexandria, Va.)

(b) Other local records of contin-
uing historical interest to the local activity.

Retention period: until no longer
needed for Iocai reference.

(4) ADMINISTRATIVE HISTORIES or
other formally prepared histories, including
organizational and functional histories:
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(a) Master record copies of
histories prepared or accurnuiated by de-

partmental activities.
Retention period: permanent.

(b) Activities copies of histor-

ies: copies of histories submitted to higher
or

Retention period! until no longer
needed for reference purposes.

(c) Local activity or office
histories: locally prepared histories no.__t
required by or submitted to higher author-

ity.
Retention period: retain on board for
local reference purposes; transfer to
nearest Federal Records Center upon
disestablishment or when. records are

no longer needed for local reference.

(5) STATION JOURNALS recording
important information and noteworthy oc-

currences in the operation and administra-

tion of the station and maintained as re-

quired by Navy Regulations, Article 079Z.
Retention period: permanent. (Trans-
fer to Federal Records Center,
Mechanicsburg0 Pa. when 4 years
old.

$800 LAW AND LEGAL RECORDS
GENERAL

The records covered in this (5800) series

pertain to the administration of law and

legal matters, including admiralty law;

military justice; the providing of legal
assistance to naval personnel and their

dependents; the administration of courts
of inquiry and investigations; the admin-

istrative settlement of claims; the han-

dling of legal and administrative actions

and legal processes; the processing and

handling of patent, copyright, and trade-
mark matters; and other related functions.

These records are accumulated (a) by the

Office of the Judge Advocate General, the
Office of the General Counsel, and other
departmental activities responsible for
the development and supervision of legal
plans, policies, and programs, and for
the administrative review and approval
of legal procedures and the establishment
of procedures; and (b) by activities and
offices engaged in performing legal func-
tions and programs.

(I) PRIMARY PROGRAM RECORDS:
general correspondence files and other rec-
ords that reflect the over-all development
and accomplishment of plans, policies,

SECNAVINST PSZlZ. 5B
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programs, procedures, and legal processes
governing all phases of assigned legal re-

sponsibilities. (Exclude internal operation
records covered in para. 5800(Z) below.):

(a) Files accumulated at the

departmental level by the Judge Advocate
General, the Navy General Counsel, and
the legal staffs of the Chief of Naval Oper-
ations, the Commandant of the Marine
Corps, and other departmental bureaus and
offices.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old or when file be-

comes inactive.
(b) Files aCcumuiated by branch

offices of the Office of the Navy General
Counsel.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when no longer required for local
reference.

(c) Files accumulated by the

legal staffs of district and river command
headquarters, and of fleet commands and
other shore command headquarters.

Retention period: permanent. (Trans-
fer with headquarter’s general cor-

respondence files to the appropriate
Federal Records Center.

(Z) GENERAL CORRESPONDENCE
FILES, including reports, of legal offices,
including branch offices of the Navy Gen-
eral Counsel, that relate to the routine in-

ternal operation and administration of the
office.

Retention period: Z years.

(3) LEGAL OPINION RECORDS:
legal decisions or opinions on matters re-

lating to laws, regulations, administrative
decisions, and directives affecting the

Department of the Navy, and on military
justice, claims, and other related matters.
Include related cards or other records used
as an index or cross reference to opinions
or decisions.

Retention period: official (ori,nal)
--permanent (retain on board
until disestablishment); other copies--
until purpose has been served.

(4) FILES CONCERNING VETERANS’
RIGHTS AND BENEFITS and other problems
arising from readjustment to civilian life,
and consisting of information correspond-
ence with veterans, their beneficiaries, the
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Navy Department, Veterans Administra-
tion, and veterans organizations and
associations.

Retention period: year.

5801 LEGAL ASSISTANCE RECORDS

(1.} LEGAL ASSISTANCE CASE
FILES and other records relating to assist-
ance in civil matters rendered by legal
assistance officers.

Retention period: 2 years after the
matter is closed or until the closing
of the legal assistance office, then

5812 NON-JUDICIAL PUNISHMENT
RECORDS

(I) RECORDS, SUCH AS UNIT
PUNISHMENT BOOK PAGES, relating to
minor infractions of military discipline for
which no judicial punishment is imposed.
See para. 1620(3).

5813 COURTS-MARTIAL TRIAL RECORDS

(I) ORIGINAL RECORDS OF PRO-
CEEDINGS HELD BY SHORE AND FLEET
SUPERVISORY AUTHORITIES: summary

-rndle a, ollows:

(a) Return important or valuable
personal papers such as deeds, insurance
policies, notes, mortgages, original letters,
etc. furnished by the client to him or to the
civilian attorney representing him, or to
the district legal assistance officer or such
other party as he may designate, as appro-
priate. Make a record for the files of the
disposal of such documents.

andpets-mrtial c_ses not involv-
ing a sentence to a bad conduct discharge:

(a) Shore supervisory authorities.
Retention period: until 15 years after
final action has been taken. (Retain on
board until years after final action
has been taken, then transfer to Navy
Branch, Federal Military Persormel
Records Center, 9?00 Page Boulevard,
St. Louis, Mo.)

(b) Destroy unimportant papers
such as memoranda, interview cards, and
copies of correspondence.

(c) List and index under the
name of the client or the adverse party, any
remaining papers that in the opinion of the
legal assistance officer should be retained
and preserved properly mark and securely
fasten these together and send, together
wLth the list and index, to the Office of the
Judge Advocate General, Navy Department,
Washington D. C. (Attn: Legal Assist-
ance Program Branch).

(2) GENERAL CORRESPONDENCE
FILES OF LEGAL ASSISTANCE OFFICERS.
Apply para. 5800(Z).

5810 MILITARY JUSTICE RECORDS

(I) GENERAL CORRESPONDENCE
FILES, including reports, relating to the
internal administration of military justice.

Retention period: 2 years.

(Z) CORRESPONDENCE AND OTHER
PAPERS RELATING TO COURTS-MARTIAL
or other military justice cases and accumu-
lated for information by activities and of-
rices having an interest in the case.

Retention period: year after case
is closed.

(b) Fleet activity supervisory au-
thorities including Fleet Air and Fleet Ma-
rine Force authorities.

Retention period: until 15 years after
final action has been taken. (Retain on
board for 3 months, then transfer to
Navy Branch, Federal Military Per-
sonnel Records Certer, 9700 Page
Boulevard, St. Louis, Mo.)

(-) ORIGINAL RECORDS OF PRO-
CEEDINGS HELD BY THE JUDGE ADVO-
CATE GENERAL, relating to all general
courts-martial cases and to summary and
special courts-martial cases involving a
sentence to a bad conduct discharge.

Retention pe’riod: permanent. (Trans-
fer periodicallyto Federal Records
Center, Alexandria, Va.)

(3) COPIES OF RECORDS OF PRO-
CEEDINGS in courts-martial cases: copies
maintained by activities when the originals
are forwarded to the Office of the Judge
Advocate General or held by supervisory
authority as provided in para. 5813(I)
above.

Retention period: 2 years after final
action has been taken, retain
extra or information only copies until
purpose has been served.

Change I
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5830 COURTS OF IN(UIRY AND INVESTI-
GATION RECORDS

(1) INVESTIGATIONS CASE FILES:

reports of investigations and related rec-

ords regarding investigations into accidents

involving Government vehicles or craft or

other incidents involving naval activities

or personnel {other than courts-martial
cases) or claims for personal damage.
When claims arise, these records will be-

come part of other claims case files and

will be handled as provided in para. 5890.
Retention period: 2 years, provided
no local administrative, judicial, or

other action is in process or pending.

5860 LEGISLATION AND CONGRESSIONAL
ACTION RECORDS

SECNAVINST P5ZlZ. 5B
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papers and comments reflecting Department
of the Navy’s position on proposed legisla-
tion or legislation already introduced in the

Congress. Include related card index rec-

ords. These are accumulated at the de-

partmental level, principally by the Office
of Legislative Affairs, EXOS.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when file becomes

inactive.

(2) LEGISLATIVE REFERENCE
FILES: copies of proposed legislation and

of Executive Orders accumulated for iv.for-
mation. (Exclude files covered in para.
5861(1) above.

Retention period: until purpose has
been served.

(I) PRIMARY PROGRAM RECORDS:

(a) General correspondence files

and other records of the Office of Legisla-
tive Affairs documenting plans, policies,
programs, procedures, and accomplish-
ments relating to its primary program re-

sponsibilities for congressional and legis-
lative affairs. (Exclude records covered
inpara. 5860(2) below. See also para.
57 30.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Va. when 4 years old.

(b) That portion of the files of
the Chief of Naval Operations, the Com-
mandant of the Marine Corps, or chiefs
of other bureaus or oHices that documents

essential or important policy transactions
elating to legislative proposals and
enactments, congressional investigations,
and other congressional matters.

Retention period: permanent. (Trans-
fer to center storage when file be-
comes inactive.

(2) GENERAL CORRESPONDENCE
FILES of activities and offices performing
legislative or congressional liaison func-
tions and relating to the routine internal
operation and administration of the activity
or office.

Retention period: 2 years.

5861 LEGISLATIVE PROPOSALS

(I) LEGISLATIVE PROPOSAL
FILES: drafts of proposed legislation and
Executive Orders together with supporting

5862 LEGISLATIVE ENACTMENTS

(I) REFERENCE FILES of copies of
legislative enactments; related index

records.
Retention period: until purpose has

been served.

5863 CONGRESSIONAL INVESTIGATIONS
RECORDS

(I) GENERAL CORRESPONDENCE
FILES AND OTHER RECORDS OF THE
OFFICE OF LEGISLATIVE AFFAIRS,
EXOS, documenting its assigned program
responsibilities in regard to congressional
investigations and inquiries.

Retention period: perntanent. (Trans-
fer to the Federal Records Center,
Alexandria, Va. when 4 years old.

5870 PATENT. COPYRIGHT, INVENTION,
AND TRADEMARK RECORDS

(I) GENERAL CORRESPONDENCE
FILES OF ACTIVITIES CONCERNED WITH
PATENT MATTERS and relating to the in-
ternal operation and administration of their
functions (other than primary program
records of activities covered in para.
5800(1} and correspondence pertaining to
specific cases covered in para. 5870(2)
below).

Retention period: 2 years.

(2) PATENT (CASE) FILES: all
records relating to individual patent cases.
These consist of applications for patents,
trademarks, or copyrights; disclosures
made while awaiting applications; supporting
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specifications and exhibits; records of
status of inventories and of actions and
amendments of the U. S. Patent Office;
other pertinent documents and related
correspondence.

Retention period: permanent. {Retain
on board until - years after case
becomes inactive, then transfer to
nearest Federal Records Center.

(3) CARD INDEX OR SIMILAR
RECORDS OF PATENT APPLICATIONS
and/or summary progress records of
actions taken.

on board until activity is disestab-
lished.

(4) CARD OR OTHER SIMILAR REC-
ORDS OF INFRINGEMENT OR ROYALTY
INVESTIGATIONS and of action taken.

Retention period: 1 year after com-
pletion of action taken or of investi-
gation, as appropriate.

(5) LICENSE AND ASSIGNMENT
RECORDS: correspondence and other rec-
ords documenting license matters, including
license matters under a specific contract.
Include pertinent patent clauses, assign-
ments, and licenses approved thereunder,
and signed records of agreements obtained.

Retention period: indefinite. {Trans-
fer to nearest Federal Records Cen-
ter 2 years after completion of re-
fated contract or expiration of patent
involved in agreement.}

5880 ADMIRALTY RECORDS
(1") GENERAL CORRESPONDENCE

AND REPORTS MAINTAINED BY LEGAL
OFFICES and relating to admiralty cases
arising in the district or river command or
other area within the legal officer’s juris-
diction. (These records primarily are ac-
cumulated at naval district and river com-
mand headquarters.)

Retention period: 6 years.

5890 CLAIMS (OTHER THAN CONTRACT,LAIMS) REOXDS
(1) REPORTS, INVESTIGATIONS,

DAMAGE CLAIMS, and other papers and
documents arising from the administration
of the General Claims Regulation:

(a) Original records accumu-
lated by the Office of the Judge Advocate
General.

Retention period: permanent.

(b) Records of all other offices
or activities.

Retention period: 3 years, provided
original reports and all pertinent
papers are or have been forwarded
to the Office of the Judge Advocate
General, Washington, D.C., as
required by the General Claims
Regulation, and provided no Jurther
local action is pending or in process.

(} CARD OR OTHER LOCAL
RECORDS OF CLAIMS RECEIVED, PEND-
ING, OR IN PROCESS:

(a Vlused as suspense
record.

Retention period: until action has
been taken.

(b) When used as record of
action taken.

Retention period: I year after case
is closed.

(3) COURT OF CLAIMS CASE FILES:
correspondence, petitions, exhibits, and
other supporting papers relating to claims,
including claims for pay, allowances, travel,
and other monies.

Retention period: 6 years after final
settlement of claim.

5900 OFFICE SERVICES RECORDS
GENERAL

These records are accumulated throughout
the Department of the Navy in connectzon
with the providing of office services to
naval activities or offices.

(1) GENERAL CORRESPONDENCE
FILES OFOFFICES AND UNITS RESPONSI-
BLE FOR THE PERFORMANCE OF OFFICE
OR ADMINISTRATIVE SERVICES, including
the providing of supplies and equipment; the
handling of office space and maintenance
matters; utilization and assignment of park-
ing space; and the furnishing of stenographic,
clerical, and other similar services. (Ex-
clude primary program files of depart
m--’’al offices responsible for the Depart-
ment of the Navyts overall space planning
and utilization; these are permanent records.

Retention period: years.

(Z) ADMINISTRATIVE OR OFFICE
SERVICE COPIES OF REQUESTS OR
REQUISITIONS FOR OFFICE EGUIPMENT
AND SUPPLIES; requests for services or
work order requests, including building
and equipment maintenance service requests;

Change
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other sim/lar records; related correspond-
ence.

Retention period: 6 months.

(3) RECORDS RELATING TO THE
ROUTINE REVIEW OF REQUESTS FOR
OFFICE EQUIPMENT; equipment require-
ment and justification records; machine

utilization reports.
Retention period: 2 years.

(4) OFFICE (TELEPHONE) DIREC-
TORIES or other similar personnel listings

(a) Official record copies: one

copy of each.
Retention period: dispose of with the
activity or office’s general corre-

spondence files, Marine Corps
activities preparing directories will
forward annually and upon disestab-
lishment one copy of each issue to the
Commandant of the Marine Corps
(A03E}.

(b) Reproductive master or
working copies.

Retention period: until superseded or

obsolete.

(5) MAILING OR DISTRIBUTION
LISTS AND RELATED MATERIAL:

(a) Cards._., addressoRraph

plates, stencils, tapes, or other mailing

Retention period: until individual
cards, plates, or other record are

superseded or cancelled, or until
lists are revised or cancelled.

(b) Correspondence, request

forms, and other records relating to

chanes in mailin lists.

Retention period 3 months, or until
action has been taken, as appropriate.

(6) MAILMESSENGER, AND
POSTAL SERVICE RECORDS. See para.
2700.

SECNAVINST P2512.5B
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(7-) COURIER SERVICE RECORDS.
See p1’W.

(8) TELEPHONE SERVICE REC-
ORDS. See para. Z305.

(9) PRESENTATION SERVICES AND
AIDS RECORDS: records relating to the
use of corerence rooms, graphic aidsr
speech aid devices, conference reporting
services, and other similar matters.

Retention period: 2 years.

5910 SPACE REQUIREMENTS AND
ALLOCJTION RECORDS

(1) RECORDS RELATING TO RE-
QUIREMENTS FOR AND UTILIZATION AND
RELEASE OF SPACE. (See also para.
5900(1) above):

(a) Buildin plan files. See
para. 11012(1)

(b) Space holdinBs and require-
ments reports submitted tohigher author-

ity or to other cognizant authority.
Retention period: - years.
year for feeder reports and related
working papers.

5930 STENOGRAPHIC CLERICALs AND_
MESSENGER RECORDS

(1) STENOGRAPHIC NOTES OR
TAPES, DICTAPHONE DISKS, AND
DRAFTS OR OTHER TEMPORARY RE-
CORDING MEDIA.

Retention period: until transcribed.

(Z) INTERNAL MESSENGER REC-
ORDS, such as logs, assignment or route
schedu/es, and delivery receipts. (See
para. 2700 for other mail and messenger
records.

Retention period: 6 months, or until

superseded or cancelled, as

appropriate.
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CHAPTER 6

MEDICINE AND DENTISTRY RECORDS

6000-6999

The records described in this chapter re-
late to the administration and performance
of medical and dental functions by the med-
ical service of the Department of the Navy,
including the administration of civilian
health service programs, sanitation pro-
grams, and medical and dental services.

They include records reflecting the treat-
ment or care of individuals, as well as or-

ganizational records accumulated or

created in connection with the carrying out
of naval medical functions. They are ac-
cumulated by hospitals, dispensaries, med-
ical centers, laboratories, district medi-
cal and dental offices, and other similar
medical and dental activities and units, and
by other organizations.

Primary program records of the Bureau of
Medicine and Surgery, covered in para-
graph 6000(I) below, are permanent
records.

6000 MEDICAL AND DENTAL RECORDS-
GENERAL

(1) PRIMARY PROGRAM RECORDS:

(a) General correspondence
files and other records of the Bureau of
Medicine and Surgery that document the
development and execution of rnedical plans,
policies, programs, and procedures per-
raining to the performance of the Bureau’s
assigned mission for the accomplishment
of medical functions in support of the Naval
Establishment.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.

(b) General correspondence files
of other medical activities or offices: that

portion of the files that documents the or-
ganization of the activity and the overall de-
velopment and accomplishment of signifi-
cant plans, special programs, studies or

projects, and essential transactions of con-
tinuing interest. (See para. 3900 for gen-
eral correspondence files of medical re-
search activities.

Retention p.eriod: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 2 years old, provided local
reference needs have been met.

(c) General correspondence files
and reports relating to the internal opera-
ion and administration of medical func-
tions (other than records covered in sub-
paras. (a) and (b) above).

Retention period: 2 years.

(Z) COORDINATION AND INSPEC-
TION REPORTS of medical offices of naval
districts and river commands: copies of
reports forwarded to the Bureau of Medi-
cine and Surgery. (See para. 5040 for
other administrative survey and inspection
reports.

Retention period: 5 years.

6010 ADMINISTRATION RECORDS

(I) OFFICER-OF-THE-DAY LOGS
of medical and dental activities:

(a) Medical Activities.
Retention period: smooth logs--
permanent. (Transfer to Navy Branch,
Federal Military Persormel Records
Center, 9700 Page Boulevard, St.
Louis 32, Mo. when 2 years old. );
rough logs--1 year.

(b) Dental Activities.
Retention period: dental cornmands
permanent. (Transfer to Navy
Branch, Federal Military Persormel
Records Center, 9700 Page Boule-
vard, St. Louis 32, Mo. when Z
years old); other than dental
commands --Z years.

(Z) HOSPITAL LIBERTY LISTS (such
as NAVMED-20); leave and liberty logs.

Retention period: lists--6 months;
Iogs--I year.

(3) APPOINTMENT RECORDS:

(a) Medical and Dental
Appointments--Daily (such as NAVMED-
1393 and 1298).

Retention period: 6 months.

(b) Appointment Book--Medical
Department (such as NAVMED-566).

Retention period: indefinite. (Trans-
fer to Navy Branch, Federal Military
Personnel Records Center, 9700 Page
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Boulevard, St. Louis, Mo. I year
after last entry.

(4) PERSONNEL TABULATING
CARDS (such as NAVMED-1552 and 1352A).

Retention period: 1 year after depar-
ture of individual.

(5) ORDER AND INSPECTION
BLANK (such as NAVMED-23).

Retention period: years.

Disposal of Navy and Marine Corps Records

(b) Case files of the Board’s pro-
ceedings.

Retention period: 1 year after final
action by the Board.

(c) Index cards (alphabetical) of
the Board’s cases.

Retention period: permanent.

(Z) MILITARY PERSONNEL PHYSI-
CAL DISABILITY APPEAL BOARD, Navy
Department, records. See para. I000(4).

(6) INTERN RECORDS: Reports of
Interns and Internships (s_uch as ]AVMED, 6lZ0 IYSTCAT./’K)IRECORDS
1048); rTcs-0f Intern Service (such , (I) BOARDS OF MEDICAL SURVEYS
as NAVMED-1293).

Retention period: re--2 years;
transcripts-- yea.

(such
(such

(7) &iORNING REPORTS OF SICK
as NAVMED-T) and BINNACLE LISTS
as NAVMED-S).
Retention period: until information is
transcribed in NAVMED-H- 10).

(such
(8). STAFF LOCATOR RECORDS
as NAVMED-1286).
Retention period: 1 year.

(9) PERSONNEL REPORTS: Reports
of Medical Officer Personnel (Quarterly)
and Medical Officers Under Instruction (such
as NAVMED-1341 and 1949}; Combined Re-
port of Enlisted Hospital Corps (such as
NAVMED-590).

Retention period: I year

(I0} STAFFING REPORTS (such as
NAVMED-1357}, Hospital Staffing Report
(such as NAVMED-1353), and Expense Ac-
count Data Sheet (such as NAVMED-13S3-H}.

Retention period: - years.

{II} LOGS: gear log and valuables log.
Retention period: I year.

{12} POSTING ADVICE RECORDS
(such as NAVMED -I

Retention period: - years.

6100 PHYSICAL FITNESS RECORDS-
GENERAL

(I) PHYSICAL EVALUATION BOARD
RECORDS:

(a) General correspondence files
relating to the administration of the Board.

Retention period: 2 years.

Change I
27 August I764

REPORTS (such as NAVMED-M).
Retention period: copy to be filed in

atient’s clinical record--pernnent;
all other copies--1 year.

(2) REPORTS OF MEDICAL EXAMI-
NATIONS and REPORTS OF MEDICAL HIS-
TORIES (such as Standard Forms 88. 89,
and 506).

Retention period: copy to be filed in

atientWs clinical record--permanent;
all other copies--I year, except copy
my be filed in Health Record in lieu
of written summary on Std-600.

{3} NEUROLOGICAL EXAMINATIONS
(such as Std-530).

Retention period: copy to be. filed in

atient’s clinical record--permanent;
all other c.opies--I year.

(4) SENSORY EXAMINATIONS (such
as Std-531).

Retention period: copy to be filed in

imtient’s clinical record--permanent;
all other copies--I year.

(5) ELECTROCARDIOGRAM AND
ELECTROENCEPHALOGRAM RECORDS:

{a} Electrocardiogram tracings
and Electrocardiographic Reports (such as
Std-SZ0).

Retention eriod: copy to be filed in
patient’s clinical record--permanent;
all other copies--l, year.

(b) Electroencephaloram trac-

Retention period: normal tracings--I
year; abnormal tracins--S years.

{6} TISSUE EXAMINATIONS {such as
Std-515).

Retention period: copy to be filed in

atient’s clinical record--permanent;
copy to be filed in pathology labera-
tory--indefinite; all other copies--I
year.

11-6-2
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(7) LABORATORY RECORDS:

(a) Laboratory Reports (such as

Std-514a through 514q).
Retention period: copy to be filed in

patient’s jacket or clinical record--

permanent; all other copies--I y=ar.

(b) Laboratory logs.
Retention period: 2 years.

(8) DIAGNOSTIC RECORDS: Diag-

nostic Summary (such as Std-501), Nar-
rative Summary (such as Std-502), and No-

tice of Change in Diagnosis (such as

NAVMED-53).
Retention period: copy to be filed in

patient’s clinical record

permanent; all other copies year.

(9) MUSCLE EXAMINATION REC-
ORDS: Muscle Evaluation Records (such as

Std-528 and 529); Group Muscle Strength
Record (such as Std-5Z7).

Retention period: copy to be filed in

patient’s clinical record per-

manent; all other copies year.

(10) PNEUMOTHORAX-
PNEUMOPERITONEUM RECORD (such as

Stdo532).
Retention period: copy to be filed in

patient’s clinical rcord per-
manent; all other copies I year.

6150 HEALTH AND MEDICAL RECORDS

* (I) OFFICIAL MILITARY PERSON-
NEL HEALTH RECORD JACKETS, medical
and dental (such as DD-722 and DD-7Z2-1),
other than dependents dental jackets covered
in para. 6600(2).

Retention period: permanent. Handle

in accordance with MANMED, chapter
16, section III.

* (2) CLINICAL RECORDS (INPA-
TIENTS’ TREATMENT RECORDS) OF MIL-

ITARY PERSONNEL AND THEIR DEPEND-
ENTS. (See para. 12792(I) for civilian

personnel clinical records.) These are

documents authorized by the Bureau of Med-

icine and Surgery for recording the medical

and surgical histories of patients admitted

to military medical treatment facilities.

They include such records as:

* Electrocardiogram tracings
Report of Board of Medical Survey

(NAVMED-M)
Report of Medical Treatment of Navy
and Marine Corps Personnel By

II-6-3

Other Than the Medical Department
of the Navy (NAVMED-U)

Personal Effects Tag When Used as a

Signed Receipt for Clothing and Ef-
fects Returned to Patient (NAVMED-

Notice of Change of Diagnosis
(NAVMED-53)

Admission Record (NAVMED-1437)
Diagnostic Summary (Std-501)
Narrative Summary (Std-502)
Autopsy Protocol (Std-530)
History, Part I (Std-504)
History, Parts II and III (Std-505)
Physical Examination (Std-506)
Doctor’s Orders (Std-SO8)
Doctor’s Progress Notes (StdoS09)
Nurse’s Notes (Std-510)
Tempe rature Pu/se Respiration (Std-
511)

Plotting Chart (Std-512)
Consultation Report, including Elec-

troencephalogram Findings (Std- 513)
Laboratory Reports (Std- 514a through
514q)

Tis sue Examination (Std- 515)
Operation Report (Stdo516)
Anesthesia (Std-517)
Blood Transfus ion (Std- 518)
Radiographic Report (Std-519a)
Electrocardiographic Report (Std-520)
Dental (Std-521)
Authorization for Anesthesia, Oper-
ation, etc. (Std-522)

Authorization for Post Mortem (Std-
523)

Roentgen Therapy (Std-524)
Roentgen Therapy Summary (Std-525)
Radium Therapy (Std-526)
Group Muscle Strength (Std-527)
Muscle Evaluation-Upper Extremity

(Std-528)
Muscle Evaluation-Trunk, Lower Ex-
tremity. Fact (Std-529)

Neurological Examination (Std-530)
Sensory Examination (Std-531)
Pneumothotax- Pneumoperitoneum

(Std- 532
Prenatal and Pregnancy (Std-533)
Labor and Post Partum (Std-534)
Newborn Record (Std-535)
Pediatric Nursing Notes (Std-536)
Pediatric Graphic Chart (Std-537)
Pediatric (Std-538)
Abbreviated Clinical Record (5td-539)

These are permanent records. Handle them

as outlined below:

(a) When a patient is transferred
from a Naval medical activity:

Change
27 August 1964
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1. When a Naval member or
dependent patient is transferred to another
Naval medical activity or to an Army or Air
Force medical activity--Transfer, with
x-rays, directly to the receiving activity.

Z. When an Army or Air
Force member or dependent patient is trans-
ferred to another Naval medical activity or
to an Army or Air Force medical activity--
Transfer, with x-rays, to the receiving ac-
tivity via the cognizant administrative or li-
aison unit if established; otherwise transfer
d_i-ectiy.

In all cases the transferring medical activ-
ity shall make an entry "CR" {Clinical Rec-
ord) and/or "X" ix-rays) on the Admission
Record (such as NAVMED-1437) showing the
medical activity to which transferred. When
the receiving activity is a Naval medical ac-
tivity, an entry showing receipt of the recDrd
and/or x-rays shall be made on the Admis-
sion Record. (A teaching hospital may re-
produce any records considered to be of
value for use in re sidency training, research,
or clinical investigation before the original
records are transferred.)

(b) When a patient is transferred
from an Army or Air Force medical activity:

I. When a Naval member or
dependent patient is transferred to another
Army or Air Force medical activity--Trans-
fer, with x-rays, to the receiving activity
via the Naval administrative or liaison unit
if established; otherwise transfer directly.

Disposal of Navy and Marine Corps Records

as provided in subparagraphs (d), (e) and (f)
below)--Transfer records in numerical (hos-
pital register number) sequence, together
with the pertinent alphabetical section of the
Register of Patients (DD-739), to Navy
Branch, Federal Military Per sonnel ]Records
Center, 9700 Page Boulevard, St. Louis, Mo.
2 years after date of last admission. (Teach-
ing hospitals may retain clinical records of
separated or deceased personnel whenneeded
for residency training, research, or clinical
investigations for a period not to exceed 5
years before transferring them, although
preferablycoes on!shhould be retained.)

(d) Veterans Administration bene-
ficiaries--Transfer the records, including
x=rays, with the individual when beneficiary
is transferred to another medical activity.
In other cases, transfer to Federal Records
Center, 2306 E. Bannister Road, Kansas
City, Mo. when year old. If disposition is
made by a naval medical installation in the
Philippine Islands, Hawaii, Puerto Rico, or
Alaska, transfer records, with x-rays, to
the Veterans Administration regional office
in those areas.

2. When an Army or Air
Force member or dependent is transferred
to a Naval medical activity--Transfer, with
x-rays, directly to the receiving activity.

(e) Foreisn military personnel
and their dependents--Retain for Z months
after completion of treatment or action for
which the records were created, then for-
ward records as follows: records of person-
nel attached to naval installations to the
Bureau of Medicine and Surgery (for eventual
transfer to the cognizant foreign government);
records of personnel attached to Army and
Air Force installations to Office of the Sur-
geon General, Department of the Army
(Attn: MEDCS-IM) or Department of the Air
Force (Attn: AFCSG-35), as applicable (for
eventual transfer to the cognizant foreign
government).

3. When Naval, Arm},, or
Air Force members or dependent patients
are transferred to a Naval medical activity,
the receiving activity shall make an entry
showing receipt of the records in the
"Other" block of "Records received" on its
Admission Card.

(c) Members of any of the mili-
.tar}, services and their dependents, Coast
Guard personnel and their dependents, hu-
manitarian and foreign.civilian patients, and
other personnel who are dischar[ed from ors
die in any naval medical activity (exc_Qp
hasdle records of Veterans Admlnxstratxon,
foreign military, and Red Cross personnel

Change

if) American Red Cross person-
nel-Transfer to Medical Director, American
National Red Cross, Washington, D.C. when
individual is discharged.

(3) ABBREVIATED CLINICAL REC-
ORD (such as Std-539).

Retention period: copy to be filed in

Imtientls clinical record-= per-
manent; all other copies year,

(4) MEDICAL X-RAYS, 70 MILLI-
METER: all 70 mm x-ray film, except
70 mm AFES entrance x-rays of Navy and
Marine Corps personnel.

-7 August 1964
II-6-4
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Retention period: until local purpose (8) APPOINTMENT BOOK--MEDICAL
has been served, then transfer to DEPARTMENT (such as NAVMED=566). See
Branch, Federal Military Personnel para. 6010(3)(b).
Records Center, 9700 Page Boule-
vard, St. Louis, Mo.

(5) ENTRANCE AND SEPARATION
X-RAYS of military personnel.

Retention period: until local purpose
has been served, then transfer to

Navy Branch, Federal Military Per-
sonnel Records Center, 9700 Page
Boulevard, St. Louis, Mo. (Armed
Forces Examining Stations forward
entrance x-rays of military personnel
to Federal Records Center, III Win-

nebago Street, St. Louis, Mo.)

(6) MEDICAL X-RAYS (and x-ray
logs or other index records) other than 70
millimeter x-ray film and entrance and

separation x-rays of military personnel cov-
ered in paras. 6150(4) and (5) above, relat-
ing to military personnel and their depend-
ents. (X-rays of civilian personnel are

covered in para. 12792(2).) These x-rays
consist of photographic negatives made with
the aid of x-rays which are used in medical

diagnosis to locate fractures, malformations,

and pathological conditions of tissues.

X-rays eligible for destruction normally
should be disposed of by salvaging. In most
instances they should be held at the activit7
for the designated 5-year retention period;
however, when space does not permit this,

they nay be transferred to the nearest

Federal Records Center for storage.

(a) X-rays of military pcrsonnel
and their dependents and of other catesories,
including Veterans Administration bene-
ficiaries, foreign military personnel and

(9) MEDICAL HISTORIES, Parts I,

II, and III.
Retention period: copy to be filed in

patentls clinical record per-
manent; all other copies 1 year,

(I0) SPECIAL DUTY MEDICAL AB-
STRACT (such as NAVMED-1346). See
MANMED, section XIV, chapter 16.

6200 PREVENTIVE MEDICINE RECORDS-
GENERAL

(I) DOD IMMUNIZATION CERTIF-
ICATE (such as DD-737).

Retention period: permanent.

6272 VENEREAL DISEASE RECORDS

(I) VD EPIDEMIOLOGIC REPORTS,
including FSA-PHS-1421: reports and other

papers prepared for the purpose of assem-

bling data for control of venereal disease,

such as periodic reports of new_cases, con-

tact reports, and similar papers.
Retention period: year.

(Z) REQUESTS FOR TREPONEMAL
IMMOBILIZATION TESTS FOR SYPHILIS
(such as NAVMED-1351).

Retention period: until results of tests
are entered in individual’s Official
Health Folder.

(3) CASE RECORDS OF TREPONE-
MAL IMMOBILIZATION TEST LABORA-
TORIES (relating to treponemal immobili-
zation tests for syphilis).

Retention period: until case is com-

pleted; destroy incomplete cases when
Z years old.

their dependents, and Coast Guard personnel. 6224
Retention period: 5 years.

(b) X-rays of civilian personnel.
See para. 12792(2).

(c) Unidentified x-rays.
Retention period: until it is determined
that they cannot be identified with the

persons to whom they pertain.

(7) INDIVIDUAL SICK SLIPS (such as

TUBERCULOSIS RECORDS

(1) INDIVIDUAL REPORTS OF CON-
VERSION OF TUBERCULIN TESTS from
Negative to Positive.

Retention period: Z years, provided
appropriate entry has been made in

Health Record.

(2) ANNUAL TUBERCULIN TEST
REPORTS:

DD-689). (a) Reports of first tuberculin

Retention period: until appropriate en- test after enterin naval service and tuber-

try is made in indivia’ual’s Health Rec- culin retesting reports.
ord. Retention period: year.

Change
II-6-5 27 August 1964
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(b) Reports of recruits, midship-
men, and other special personnel.

Retention period: BUMED copies--
permanent; all other reports--I year.

(3) TUBERCULOSIS CONTACT REC-
ORDS relating to follow-up studies of per-
sonnel who were contacts of TB patients.

Retention period: BUMED copies-
permanent; all other copies--I year.

(4) PHOTOFLUOROGRAPHIC REC-
ORDS:

(I) PESTICIDE AND RODENT CON-
TROL RECORDS, including correspondence,
reports (such as pest control activities re-
ports, NAVDOCKS-914),and other related
papers.

Retention period: Z years.

6260 INDUSTRIAL HEALTH RECORDS

(I) INDUSTRIAL HEALTH JACKETS
of civilian employees. See para. 12792(I).

(2) INDUSTRIAL HEALTH REPORT
DATA SHEETS (such as NAVMED-576).

)-_1Y6toiuororaphc’Tht etentlon }e:ud 2
Surveys (such as NAVMED-618).
etention cried: permanent (for- 6270 TOXICOLOGY RECORDS
warddD (Code 72)}.

* (b) Photofluorographlc LoSe (such
as NAVMED- 1161}.

Retention period: permanent, (Trans-
fer with photofluorographic film to

nNeBranch, Federal Military Person-
ecords Center, 9700 Page Boule-

(I) LABORATORY ANALYSIS OF
FOOD, REQUESTS FOR (such as DD-389).

Retention period: year.

(5) PNEUMOTHORAX RECORDS.
See para. 6120(10).

6300 GENERAL MEDICINE RECORDS

6310 DISEASE AND INJURY RECORDS

(I) SANITARY REPORTS: sanitary
inspection reports, including food handlers
inspection reports, and other similar peri-
odic sanitation reports.

Retention period: 2 years.

(2) SHIPS REQUESTS FOR DISIN-
FECTION.

Retention period: I year.

(3) PUBLIC WORKS OFFICES SANI-
TATION REPORTS.

Retention period: 3 years, as pro-
vided in para. 1300(5}.

(4) BACTERIOLOGICAL EXAMINA-
TION OF WATER (such as DD-686): Physi-
cal and Chemical Anal)sis of Water (s
as DD-710}.

Retention period: year.

6250 INSECT PEST, AND RODENT CON-
TROL RECORDS

Change 1
27 August 1964

(2) GASTROINTESTINAL ILLNESS
HISTORIES (such as NAVMED- 168).

Retention period: 5 years.

(3) MORBIDITY REPORTS (such as
NAVMED- 1390).

Retention period: 2 years.

6320 TREATMENT AND HOSPITALIZA-
TION RECORDS

These records relate to medical, including
surgical, services rendered by medical
treatment facilities. They are maintained
normally by the medical facilities providing
the services. Includedalso are patient man-
agement records.

(1) ADMISSION RECORDS (such as
NAVMED-IZ85 or 1437).

Retention period: one copy to be filed
in )atient’s clinical record; one copy
to be retained on board indefinitely; al__l
other copies-- 1 year.

(2) REGISTERS OF PATIENTS (such
as DD-739).

(a) Numeric sections.
Retention period: permanent.

II-6-6

6240 HYGIENE AND SANITATION REC-

yard, St. Louis, Me. at 90-day intervals
(quarterly during calendar year), pro- (I) DISEASE AND OPERATIONS IN-
vided review of film has been comp---ed. DEX CARDS (such as NAVMED-1178).

Retention period: "permanent.



Medicine and Dentistry Records SECNAVINST P5212.5B
Part II. Chapter 6

(b) AIphabetic sections, patient s cLin/ca/ record pete

Retention period: permanent. (Trans- manent; s/l other copies I year.
fer to Navy Branch, Federal Military
Personne-re-l-Records Center, 9700 Page * (12) REPORT OF TREATMENT FUR-

Boulevard, St. Louis, Mo. with pertinent NISHED PAY PATIENTS, Hospitalization

clinical records. (See para. 6150(2)(c).) Furnished (such as DD-7); related papers.
Retention period: 2 years.

(3) WARD RECORDS:

(a) Ward Reports (such as NAV-
MED-9} and Ward Report Books.

Retention period: reports--3 months;

books--2 years.

(b) Ward Data Records (such as

NAVMED-1359) and Night Reports (such as

NAVMED- 1367).
Retention period: 30 days.

(4) DIET SHEETS (such as NAVMED- *
IS).

Retention period: month.

(5) REPORTS OF MEDICAL, DEN-
TAL, AND HOSPITAL TREATMENT of Per-
sormel of the Navy and Marine Corps by
other than the Medical Department of the

Navy (such as NAVMED-U).
Retention period: copy to be filed in

patlentJs clinical record --per.
manent; ali other coples 2 years.

(6) OUTPATIENTS REPORTS (such
as DD-444).

Retention period: - years.

(7) PATIENT EVACUATION MANI-
FESTS (such as DD-601).

Retention period: year.

(8) LOGS, such as temperature,
pu/se, respiration and weight logs.

Retention period: I year.

(9) PERSONAL EFFECTS AND BAG-
GAGE RECORDS: Patients Effects Storage
Tags (such as DD-599); Baggage Record
Cards (such as NAVMED-HF-25), and Pa-
tients Baggage Tags (such as DD-600}. See
paras. 5512(II) through (14).

(I0) MEDICATION AND TREATMENT
CARDS (such as NAVMED-I 3?3 and 1374).

Retention period: until medication or

treatment is discontinued or until pa-
tient is discharged.

(II) NOTICES OF CHANGE IN DIAG-
NOSIS (such as NAVMED-5).

Retention period: copy to be filed in

II-b-7

(13) PRESCRIPTION FORMS (such as

NAVMED-148).
Retention period: 2 years.

(14) DOCTORS ORDERS (such as Std-
508); DOCTORS PROGRESS NOTES (such
Std-509); NURSES NOTES (such as Std-510).

Retention period: copy to be filed in

patient’s clinical record--permanent;
all other copies--I year.

(15) OUTPATIENT TREATMENT REC-
ORDS FOR MILITARY PERSONNEL AND
THEIR DEPENDENTS. Include electrocar-

diogram tracings. (Exclude treatment rec-

ords for civilian employees covered in

para. 12792):

(a) Naval personnel and their de-

pendents, records of.
Retention period: permanent. (Trans-
fer to Navy Branch, Federal Military
Personnel Records Center, 9700 Ige
Bou/evard, St. Louis, Mo. 2 years
ater date of last treatment.

(b) Army personnel, records of.
Retention period: Trans’ler to Adjutant
General, Department of the Army,
Washington, D.C., Attn: Person-
nel Records Branch, I year after date
of last treanent.

(c) Air Force personnel, records of.
Retention period: Transfer any rec-

ords not placed n patient’s Health
Record or not transferred to patient’s
unit of assignment, to the Air Adju-
tant General, Headquarters United
States Air Force, Washington,
D. C., Attn: Military Personnel Rec-
ords Division. Mark records so for-
warded, ’"Records for locator service
and forwarding to unit of assignment.

(d) Dependents of Army, Air

For.ce and Coast Guard personnel, records
of.

Retention period: Transfer year
after date of last treatment, as fol-
lows:

I. Army records--Transfer
to Federal Records Center, Ill Win-

nebago Street, St. Louis, Mo.
Change

27 August 1964
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2. Air Force records--
Transfer to Air Force Branch, Fed-
eral Military Personnel Records
Center, 9700 Page Boulevard, St.
Louis Mo.

3. Coast Guard records--
Transfer to Commandant, United
States Coast Guard, 1300 E Street,
N. W., Washington, D. Co, Attn:
Medical Division.

(e) Foreign military personnel
and their dependents, records of:

Retention period: 2 years.

(20) INPATIENT TRANSACTION
RECORDS (such as NAVMED-1450).

Retention period: 2 years.

6321 BEDS RECORDS

(I) BEDS AND PATIENTS REPORTS
(such as DD-443).

Retention period: 2 years.

6400 SPECIAL MEDICAL FIELDS
RECORDS GENERALI. Personnel attached to Navynd Marine Cornsmllatns,rr .40. MEDIC-AL ,CIALTIF,3 P,COID

Forward to Bureau of Medicine and Surgery , (I) PRENATAL AND PREGNANCYZ months after treatment or action for which RECORDS (such as Std-533).records were created is cvrnpleted, for sub-
sequent transfer to appropriate foreign gor-
ernment.

2. Personnel attached to
Army or Air Force installations and treated
at Naval medical activities, records of.

Retention period: copy to be filed in
patient’s clinical record--permanent;
all other copies--I year.

(2) PEDIATRIC RECORDS: Newborn
Record (such as Std-535), Nursing Notes
(such as Std-536), Pediatric Graphic ChartRetention period: 2 months after treat- (such as Std-537) and Pediatric Recordrnent or action for which records were (such as Std-538).

created is completed, then forward
to Office of the Surgeon General, De-
partment oLthe Army (Attn: MEDCS-
IM) or to Department of the Air Force
(Attn: AFCSG-35), as applicable.

(f) Other categories of personnel,*
includin humanitarian and foreign person-
nel; records of.

Retention period: permanent. (Trans-
fer to Navy Branch, Federal Military
PersonneRecords Center, 9700 Page
Boulevard, St. Louis Moo I year
after date of last treatment.

(16) TEMPERATURE-PULSE-
RESPIRATION RECORDS (such as Std-511
and PLOTTING CHARTS (such as Std-512).

Retention period: copy to be filed in
patient’s clinical record--permanent;
all other copies--I year.

(I 7) CONSULTATION RECORDS (such
as Std-513).

Retention period: copy to be filed in
patient’s clinical record--permanent;
all other copies--I year.

(18) RADIUM AND ROENTGEN THER-
APY RECORDS. See para. 6470.

(19) NONAVAILABILITY STATE-
MENT, DEPENDENTS MEDICAL CARE
PROGRAM (such as DD-IZ51) maintained
by BUMED and field activities.

Change
27 August 1964. II-6-8

Retention period: copy to be filed in
patient’s clinical record--permanent;
all other copies--1 year.

6410 AVIATION MEDICINE RECORDS

(I) NAVAL SCHOOL OF AVIATION
MEDICINE RESEARCH RECORDS, such as
progress reports, patent records, license
agreements, supplements, and related ad-
denda showing name of originating activity,
titles of reports, objectives, plans, and his-
tory.

Retention period: permanent. (Trans-
fer annually 1 copy of each report, to-
gether with appropriate indexes and
finding media, to Federal Records
Center, East Point, Ga.)

(2) NAVAL AVIATION MEDICAL
CENTER RECORDS: general correspond-
ence files documenting over-all plans, pol-
icies, and procedures of the Center.

Retention period: perrnanent. (Trans-
fer to nearest Federal Records Center
when 2 years old.

(3) RESEARCH NOTEBOOKS, TECH-
IqCAL RECORDS AND CASE FILES PER-
TAINING TO RESEARCH PROECTS,
TESTS, INVESTIGATIONS, CASE STUDIES,
and other work performed under the aus-
pices of the Naval School of Aviation Medi-
cine.
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Retention period: permanent. (Trans
fer annually all inactive files to Fed-

eral Records Center, East Point, Ga.)

(4) LOW PRESSURE CHAMBER
FLIGHT LOGS (such as NAVMED-439).

Retention period: Z years.

(5). AVIATION PHYSIOLOGY TRAIN-
ING REPORTS (such as NAVMED-1349).

Retention period: 5 years.

(6) AEROMEDICAL GROUNDING
NOTICES and CLEARANCE NOTICES (such
as NAVMED-1380 and 1381).

Retention period: 6 months.

6420 SUBMARINE AND IIVING MEDICINE
RECORDS

(I) RADIOGRAPHIC REPORTS (such
as Std-519a).

Retention period: copy to be filed in

patient’s clinical record--permanent;
all other copies--I year, except that
one copy is to be attached to film.

(2) ROENTGEN THERAPY (such as
Std-524) and Roentgen Therapy Summar),
(such as Std-525).

Retention period: copy to be filed in

patient’s clinical record--permanent;
a11 other copies--I year.

6490 VISION RECORDS

(I) OPTHALMIC DISPENSING AND
REFIACTION REPORTS (such as NAVMED-
1174).

Retention period: year.

(1) NAVY EXPERIMENTAL DIVING
UNIT GENERAL CORRESPONDENCE FILES: 6500 MEDICAL RESEARCH RECORDS

correspondence and related papers pertain-
ing to diving medicine and surgery:

(a) Correspondence relating to

projects. See para. 3900.

(b) Other correspondence.
Retention period: 6 years. (Transfer
to Federal Records Center, Alexan-
dria, Va. when 2 years old.

(1) RESEARCH PROJECT FORMS
(such as NAVMED-98).

Retention period: 3 years.

(2) R&D PROJECT CARD CONTINU-
ATION SHEET (such as DD-613-1).

Retention period: 1 year.

6510 PATHOLOGY RECORDS

* (1) AUTOPSY PROTOCOL RECORDS
(2) CAISSON DISEASE OR DIVING (such as Std-503) and AUTHORIZATIONS

ACCIDENT REPORT (such as NAVMED-816). FOR POST MORTEMS (such as Std-523).
Retention period: 2 years, except BU-
MED copies will be transferred to

Experimental Diving Unit when Z years
old.

6460 SURGERY RECORDS

(I) OPERATION REPORTS (such as

Std-516); AUTHORIZATIONS FOR ANES-
THESIA, OPERATIONS, etc. (such as Std-
5ZZ); Anesthesia Record (such as Std-517).

Retention period: copy to be filed in

patient’s clinical record--permanent;
all other copies--I year.

(Z) OPERATIONS SCHEDULES or
sLrnilar records (such as NAVMED-64).

Retention period: 1 year.

Retention period: copy to be filed in

patient s clinical record--permanent;
copy to be filed in bound volume by
year in pathology library--indefinite;
all other copies-1 year

(Z) TISSUE EXAMINATIONS (such as

Std-515). See para. 6120(6).

6520 PSYCHIATRY RECORDS

(I) PSYCHIATRIC UNIT REPORTS
(such as NAVMED-1317} and NEURO-
PSYCHIATRIC REPORTS (such as NAVMED-
10z).

Retention period: year.

6530 BLOOD AND DERIVATIVE RECORDS

()
as NAVMED-1178).

Retention period:

OPERATIONS INDEX CARDS (suck
* (1) BLOOD TRANSFUSION REC-

permanent. ORDS (such as Std-518).
Retention period: copy to be filed in

patient’s clinical record--permanent;
all other copies--I year.

Change 1
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6470 RADIOLOGICAL MEDICINE REC-
ORDS
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(2) BLOOD PLASMA LOGS.
Retention period: year.

6550 NURSING RECORDS

(1) PATIENT (OR NURSING) CARE
PLANS (such as NAVMED-1350).

Retention period: util patient is dis-
charged.

66.00 DENTISTRY RECORDS GENERAL

(I) GENERAL CORRESPONCENCE
FILES OF ACTIVITIES AND OFFICES RE-
LATING TO THE GENERAL ADMINISTRA-
IO ,.,,D SUPERVIS!O,, OF DE,,T,.L A,G
TIVITIES. (Exclude primary program
records covered in para. 6000(1).

Retention period: 2 years, 4
years for files of naval district and
river command headquarters.

(2) DENTAL HEALTH RECORD
JACKETS:

(a) Military jackets (such as
DD-772-I). See para. 6150(I).

(b) Dependents )ackets.
Retention period: 2 years.

(3) COORDINATING AND INSPEC-
TION REPORTS: accumulated by naval dis-
trict and river command headquarters. See
para. 6000(2).

(4) DENTAL SERVICE REPORTS
(such as ID-477 and 477-I.).

Retention period: 2 years.

(5) DENTAL EXAMINATION AND
TREATMENT RECORDS (such as NAVMED-
1299).

Retention period: util local purposes served and all pertinent data is en-
tered on Standard Form 603, but in no
instance retain longer than year from
date of last entry.

(6) DENTAL APPOINTMENTS,
DAILY (such as NAVMED-1298). See para.
6010(3).

6620

Retention period: copy to be filed in
patient’s clinical record--permanent;
all other copies--1 year.

DENTISTRY TREATMENT RECORDS

(I) REPORTS OF DENTAL TREAT-
MENT OF MILITARY PERSONNEL by ether
t ban the Medical Department of the Navy
(such as NAVMED-U).

Retention period: copy to be filed in
.patient’s clinical record--permanent;
all other copies--2 years.

(2) DENTAL X-RAYS.
Reperlod: unt n6Ionger
needed for current treatment, provided
findings are recorded in Health Rec-
ord (such as DD-722-I).

6630 PROSTHETIC DENTISTRY RECORDS

(I) PROSTHETIC CASE RECORDS
(such as NAVMED-952).

Retention period: 2 years.

6700 EQUIPMENT AND SUPPLY RECORDS-
GENERAL (see also chapter 4).

(I) PRECIOUS METAL ISSUE REC-
ORDS and Statement and Inventory (such as
NAVMED- 1300 and 1301 }.

Retention period: 2 years.
(2) LINEN REPORTS (such as

NAVMED-1383), LINEN LOGS, AND LINEN
INVENTORY SHEETS (such as NAVMED-
1395).

Retention period: reports and los--1
year; .i.nv_e_nt_o ry she--_s.:=-3--mon]is
(3) LAUNDRY LISTS (such as

NAVMED-21 ).
Retention period: 3 months.

(4) EQUIPMENT VOUCHER (such as
NAVMED- 11 ).

Retention period: until action is com-
pleted.

(5) OPEN PURCHASE HIGH-DOLLAR
ITEMS REPORTS (such as NAVMED-1378).

Retention period: 2 years.
(7) COMBINED DENTAL PERSONNEL

REPORTS (such as NAVMED-1323). 6710 DRUGS RECORDS
Retention period: year. (I) DRUG BOOKS AND NARCOTIC

LOGS.
(8) DENTAL RECORDS (such as Std- Retention period: books--2 years;521). _logs-- ye’ar.

Change
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6800 ORTHOPEDIC (E(UIPMENT AND SUP-

PLY) RECORDS GENERAL

6810 OPTICAL RECORDS

(1) SPECTACLE ORDER FORMS
(such as DD-771 and NAVMED-556).

Retention period: year.

Change

II-6-11 27 August 1964
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CHAPTER 7

flIIAIICIAL llANAGEllENT |ECO|DS

7000-7999

The records described in this chapter are

accumulated in connection with the finan-

cial management of the Department of the

Navy. They relate to budgeting; disburs-

ing, appropriation, fund, and cost account-

ing; property accounting; pay administra-
tion accounting; auditing (including internal
and contract auditing ); industrial fund ac-

counting and financing; financial manage-
ment reporting and statistics; and other
comptroller-type operations of appro-
priated and nonappropriated funds.

Retention periods prescribed in this chap-
ter are applicable to the d/scrbmi.records
throughout the Departmen f the Navy.

Cut-off and Disposal of Fiscal Files.

Budgetary records, and appropriation,
fund, cost accounting, and other fiscal
accounting records should be cut off and

disposed of on a fiscal year (rather than on

a calendar year} basis.

Exceptions to Disposal Standards. Re-
gardless of retention periods speLfied in

this chapter, records directly relating to

matters listed immediately below will not
be destro),ed until final clearance or

settlement ot the case:

@ An outstanding exception by the
General Accounting Office.

s An unsettled claim by or against the
United States.
A case under litigation.

s An incomplete investigation.

In addition, records relating to fund
authorizations under which a statutory vio-

lation is outstanding will not be destroyed
until notification is received that the case
has been closed.

7000 FINANCIAL MANAGEMENT
RECORDS GENERAL

(I) PRIMARY PROGRAM RECORDS:
general correspondence files and other de-

partmental records of the Navy Comptrol-
ler and the Under Secretary of the Navy tbat
document their responsibilities for the over-
alt development, establishment, and execu-

tion of policies, plans, programs, and pro-
cedures for the financial management of the
Department of the Navy.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alexandria,

Va. when 4 years old.

(-) GENERAL CORRESPONDENCE
FILES of activities and offices (other than
those covered in para. 7000(I) above) re-

lating to the performance of financial man-

agement functions. These are accumuted
by the comptroller’s office and by other

organizations performing financi&l manage-
ment functions:

(a) Files of departmental bureaus

and offices, district and river command

headquarters and other shore-based
commands, fleet commands, and other

major field activities.
Retention period: 4 years,
that any special program records

documenting substantive policy de-
c isions or significant developments of
the bureau, office, or command shou/d

be maintained as part of the organi-
zationts permanent program files.

(b) Financial mana[ement files

of other activities and offices.
Retention period: Z years, except 4

years for records pertainingo’---o-
grams or significant transactions.

(c) Files relatinB to the internal

operation of the activit) or office.
Retention period: Z years.

(3) COPIES OF FINANCIALMANAGE-
MENT OR PERFORMANCE REPORTS sub-
mitted to higher authority and not specifically
authorized in this chapter for other disposal.

Retention period: 2 years.

(4) INVESTIGATIVE REPORTS re-

lating to the misuse of funds or monies.

Apply para. 5040(5).

7010 NONAPPROPRIATED FUND
RECORDS

These records are accumulated by activi-

ties financed from nonappropriated funds.

These are morale, welfare, and recreation

facilities and activities such as, but not

limited to, military messes and clubs, ex-

changes, hostess houses, civilian clubs,

cafeterias, snack.bars, stores, and military

and civilian recreation activities, etc.

Change I
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(1) FINANCIAL ADMINISTRATION
RECORDS of nonappropriated fund activi-
ties: all records relatin to their finan-
cial administration, inclmlin financial
statements and reports, check books,
Journals, vouchers, balance sheets, and
other books and records of accounts.

Retention.riod: Navy activities--
years; Marine Corps activitiesu
years, as follows: upon

disbandm fund or disestablish-
merit forward Echange records on
which audit has not been made to
Commandant of the Marine Corps
(CI-IX}; ferwa-! .-_-c.-_-_:icn -u.-.d
ords not yet audited to local area
auditor; forward reserve recreation
fund records not subject to area
audit to Director of appropriate
Marine Corps District; forward all
other records not yet audited to
Commandant of the Marine Corps
(DS). (See pars. 7401 for tax with-
holding records.)

(2) CHARTERS, CONSTITUTIONS
OR BY-LAWS, and other records docu-
menting the authorization and establish-
ment of the activity.

Retention period: Apply pars.
i746(I).

{3} GENERAL.CORRESPONDENCE
FILES, INCLUDING REPORTS, MINUTESOF
MEETINGS; and other papers relating to the
operation of the activity.

Retention period: 3 years,
years for Marine Corps activities.

(4) EMPLOYEES INDIVIDUAL
EARNINGS RECORDS (such as NAVCOMPT-
736) or ether’similar summary record of
earnings of individnal employees.

Retention period: 10 years after
employment is terminated. Place in
inactive file when individual leaves
activity’s employment; transfer in-
active file annually (in blocks) to
Federal Records Center, 111 Winn-
ebago St., St. Louis, Me. as provided
in pars. 5380.

(5) EXCHANGE RECORDS. See
chapter 4 and pars. 4066.

(6) RECREATION FUND AND
MESSES AND CLUBS RECORDS. See paras.
1746 and 4060.

(7) PERIODIC LISTINGS OR OTHER *
REPORTS OF NONAPPROPRIATED FUND

Chane
27 Auust 1764 II-7-2

Disposal of Navy and Marine Corps Records

ACTIVITIES. These are submitted periodi-
cally to the Office of the Navy Comptroller.

Retention period: 2 years.

.7100 BUDGETARY RECORDS GENERAL

Th/s paragraph (7100) covers budget and
apportionment records created or accumu-
latad by bureaus, activities, and offices in
cmmection with the preparation and justifi-
cation of budget programs for submission
to the Office of the Navy Comptroller for
preparation of a Navy-wide budget. It pro-
v/des for disposal of budgetary statements,

and work papers of departmental .bureaus
and offices, as well as the more detailed
budgetary statements, estintes, and work
papers of other operating units and of field
activities and offices. Provision is made
for the permanent retention of records of
the Office of the Navy Comptroller that re-
flect its Navy-wide budet responsibilities.

(1) PRIMARY PROGRAM RECORDS
(NA%’Y COMPTROLLER): genera/corre-
spondence files and other records of the
Office of the Navy Comptroller that
ment the Department of the Navy’s bu
policies and decisions, and the devel%
establishment, and execution of bl-
plans, programs, and procedur

Retention period: perman
fer to Federal Records Cenc, tex-
andria, Vs. when 4 years old.

{2 GENERAL CORRESPONDENCE
FILES OF DEPARTMENTAL BUREAUS
AND OFFICES:

(a) That )ortion of the files of
the Chief of Naval Operations, Head-
quarters Marine Corps, and other depart-
mental bureaus and offices that reflect
substantive policy decisions or signLficant
budget plans or expenditure proErams that
are not reflected or summarized in re-
ports or other papers submitted to the
Office of the Navy Comptroller.

Retention period: permanent. (Trans-
fer to Federa} Records Center, Alex-
andria, Vs. when 4 years old or when
inactive.

(b) Other files.
Retention period: 4 years for official
Budget Division files; 2 years for all
others, as provided in pars. 7100{3}
below.

{3} ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: files of departmental



Financial Management Records

and field budget activities or offices, and of
other organizational units performing oper-
ations that relate to the administration and
execution of budgetary functions (other than
records covered in paras. 7100(I)and
above).

Retention .eri.od: 2 years, except 4

years for Marine Corps activities.

7110

SECNAVINST P5ZlZ.SB
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BUDGET ESTIMATE AND BUDGET
PREPARATION RECORDS

(I) BUDGET WORKING PAPERS,
COST INFORMATION, AND ROUGH DATA
created or accumulated in the preparation
of budget estimates and justifications or for

budget review purposes.
Retention period: I year after fiscal

year covered.

Change
II-7-2-a Z7 August 1964





Financial Management Records

(Z) BUDGET ESTEMATE RECORDS:

(a) Consolidated records of the
Office of the Navy Cornptroller: budget
estimates accumulated or consolidated by
NAVCOMPT, together with supporting
papers. Include budget justifications
(narrative, exhibits, and data), adjust-
ments, and related correspondence and
papers.

Retention period: permanent. (Trans-
fer to the Federal Records Center,
Alexandria, Virginia, when 4 years
old.

(b) Official summary copies of
budget estimate submissions maintained by
departmental bureaus and offices and by
field activities: one copy of each.

Retention period: 4 years.

(c) All others.
Retention period: year after fiscal
year covered.

71-0 BUDGET REVIEW RECORDS. Apply
paras. 7100 and 7110.

7130 BUDGET EXECUTION RECORDS

(I) GENERAL CORRESPONDENCE
FILES, including reports, relating to the
administration and execution of approved
budgets. Apply para. 7100.

7131 APPORTIONMENT AND ALLOCA-
TION RECORDS

These are apportionment and allocation
records relating to equests for funds and
to the allocation, apportionment, and re-

apportionment of funds to bureaus and of-
fices, and to the suballocation of funds to
field activities that perform bureau-type
appropriation accounting.

(I) APPROPRIATION WARRANTS
(such as Treasury-SZ3A) which oHicially
establish appropriation funds available to
the Department of the Navy and to bureaus
and offices for apportionment and alloca-
tion, and Appropriation Transfer Authori-
zations (such as Std-ll51). These forms
are used to post availability entries to

bureau-type appropriation control ledgers.
Retention period: 4 years after end
of fiscal year involved, except the
OHice of the Navy Comptroller will
retain its master file until 5 years
after the fiscal year involved.

SECNAVINST PSZI-. 5B
Part II. Chapter 7

(Z) APPORTIONMENT AND REAP-
PORTIONMENT SCHEDULES (such as DD-
1105, Std-13-, (formerly Std-131 and 131A,
13Z and 13ZA); Std-14Z (formerly Std-141
and 142): Bureaus and offices submit pro-
posed schedules of rates of obligations and
accruals under each appropriation to the
Navy Comptroller. The Navy Comptroller
officially allocates apportioned amounts and
returns approved copies to originating bu-
reau or office, which then uses to post to
bureau-type appropriation control ledgers.

Retention period: Z years after close
of fiscal year involved, except that
the Office of the Navy Comller
will retain until 4 years after the
fiscal year involved.

(3) LETTERS OF ALLOCATION:
letters allocating funds to bureaus and of-
fices when account is exempt from Appor-
tionment System and used by bureaus and
offices to post available funds to bureau-type
appropriation control ledgers.

Retention period: 2 years after close
of fiscal year involved, except the
Office of the Navy Comptroller will
retain master file until 4 years ater
the fiscal year involved.

(4) DEPARTMENT OF NAVY
BUDGET ACTIVITY ALLOCATIONS (such
as NAVCOMPT-Z057 and Z058): copies of
allocation requests for l-year, no-year,
and multiple-year accounts submitted by
bureaus and offices to the Navy Comp-
troller, who establishes symbols and titles
for each budget activity; and approved
copies returned by Navy Comptroller to orig-
inator who then uses to analyze arid post al-
located amounts to the appropriate budget ac-

tivity and project control ledgers maintained
for each budget activity.

Retention period: - years.

7Z00 DISBURSING RECORDS GENERAL

(I) OFFICE OF THE NAVY COMP-
TROLLER GENERAL CORRESPONDENCE
FILES: correspondence and other records

relating to the development, establishment,

and execution of disbursing plans, policies,
operations, and procedures.

Retention period: permanent. (Trans-
fer to Federal Records Center,
Alexandria, Virginia, when 4 years
old.

21 Jtme iI H-7-3
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(2) GENERAL CORRESPONDENCE
FILES OF DISBURSING ACTIVITIES and of
offices performing disbursing functions re-
lating to their operation and administration
(other than Navy Comptroller records cov-
ered in para. 7200(I) above).

Retention period: 2 years.

7210 PROCUREMENT, CUSTODY, AND
DISPOSITION OF FUNDS RECORDS

(I) PROCUREMENT AND DISPOSI-
TION OF FUNDS RECORDS: forms, cor-
respondence, and other records concerning
the procurement, maintenance, and dispo-
sition of funds by disbursing officers. In-
clude cash books, records of loans, and
check stubs or listgs of checks is’sued.

Retentioeriod: 4 years after
period covered by the account.

(2) RECORDS OF SAFEKEEPING OF
SAVINGS DEPOSITS.

Retention pe,riod: 2 years after all
deposits have been withdrawn.

(3) SURETY BOND RECORDS: per=
sonal surety bond records purchased for
the purpose of placing personnel under
surety bond protection. Include individual
"uame bonds", "position schedule bonds",
and "blanket bonds" urchased for military
and civilian personnel:

(a) Official copies of the bond
and attached mwers of attorne) maintained
by the Office of the Navy Comptroller.

Retention period: 15 years after end
of bond premaurn period or 15 years
after bond becomes inactive.

(b) Disbursin officer copies of
bonds of supply officers. See para. 7250(8).

(c) Other copies of bonds and
related papers.

Retention period: until end of bond
premium period or until bond
comes inactive.

7220 MILITARY PAY DISBURSING
RECORDS

(1) PAY ALLOTMENT REQUESTS:
Requests to Register or Stop Allotments
(such as NAVCOMPT-327).

Retention eriod: until allotment
authorization has been signed by ap-
plicant and disbursing offi.cer.

(2) MILITARY PAYROLLS, PAY
VOUCHERS AND ORDERS, and other simi-
lar records supporting disbursing officer
returns. Apply 7250 series.

Disposal of Navy and Marine Corps Records

(3) MILITARY PAY ACCOUNTING
RECORDS. See para. 7430.

(4) UNIT DIARIES (such as NAVMC-
9?0-PD); other similar Navy or Marine
Corps documents: copies used to make en-
tries on Military Pay Record.

Retention period: until expiration of
reIated pay record cycle.

(5) RECORDS OF MILITARY PAY
RECORDS OPENED OR RECEIVED OR OF
PAY AUTHORIZATIONS AND STOPPAGES;
card or other index or receipt records, in-
cluding receipted copies of transmittals.

Retention period: 6 months, 1
year for Marine Corps activitles.

(6) MARINE CORPS RESERVE
DRILL AND ATTENDANCE CARD REC-
ORDS: used for pay disbursing purposes.

Retention period: I year, 3
months for EAM 5081 series drl
attendance cards.

(7) MARINE CORPS REPORTS OF
DRILLS AND ATTENDANCE. See para.
lO5O(3).

7230 CIVILIAN PAY DISBURSING RECORDS

(1) CIVILIAN PAYROLLS: summary
rolls supporting disbursing officer returns.
Apply 7250 series.

7240 PUBLIC VOUCHER RECORDS

(1) PUBLIC VOUCHER FILES AND
RELATED LISTINGS OR REGISTERS:

(a) Vouchers supporting disburs-
See paras. 7250, 7251 and

(b} Vouchers supportin plant
accounts and stores returns. See paras.
7321(5} and 7323.

* (c) Marine Corpspropertyvouch-
er__s, including those for subsistence, commis-
sary stores, and clothing, together with re-
lated issue, sales, invoice, and shipping
documents.

Retention period: 3 fiscal years,

(d) All others, including copies
of substantiating vouchers.

Retention period: 2 years.
7250 DISBURSING RECORDS, REPORTSe
AND RETURNS

These records are accumulated by disburs-
ing officers or other accountable officers,

Change
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including authorized selling and collection

agents, agent officers, and imprest fund
cashiers.

(I) DISBURSING OFFICER
MONTHLY RETURNS and related reports.
(See para. 7251 for site-audited returns.)

Retention period: 4 years after

period covered by the account.

(Z) ASSOCIATE DISBURSING OFFI-
CER RETURNS and reports made to navy
.regional finance centers or other activity
for consolidation, etc.

Retention period: 4 years after
period covered by the account.

(3) SETTLEMENT RECORDS: forms
and other records involved in the settlement

of accounts by the General Accounting Of-
lice, including statements of differences
and copies of certificates of settlements.

Retention period: 4 years after period
covered by the account, provided next
certificate of settlementhas been re-
ceived; or 2 years after date of settle-
ment certificate and clearance when
closed accounts or supplemental and
final balance settlements are involved.

(4) CONTIACT AND PURCHASE
ORDER FILES OF DISBURSING OFFICERS
(or other sales or accountable officers).
Include files on sales of condemned and

surplus materials or property. (When ex-

ceptions or claims arise pertaining to rec-

ords that have been transferred to a Fed-
era1 Records Center, that Center should be

informed immediately so that pertinent
records in its custody may be withheld

from disposal until settlement of the claim
or exception.):

(a) Copies maintained by dis-

bursin officers makin[ payment or collec-
tion under the contract or sale or by sales
office rs

I. Records relating totrans-

actions of $Z500 or less.
Retention period: 3 years after final

payment. (Place in inactive file when

final payment is made; destroy inac-

tive file 3 years later.)

2. Records relating to trans-

actions of more than $g500.
Retention period: 6 years after final

payment. (Place in inactive file when
final payment is made; transfer inac-

H-7-5

live file annually to nearest Federal
Records Center when 6 months old.)

(b) Copies maintained by dis-

bursing officers to support returns, exclu-

sive of payment and collection copiese’--
scribed in subparagraph 7250(4)(a) above.

Retention period: 4 years after
period covered by the account.

(c) U.S. Government tax ex-

emption certificates.
Retention period: 4 years after
period covered by the account.

(5) GOVERNMENT BILLS OF
LADING when shipment transaction has
taken place outside the continental United
States.

Retention period: 4 years after
period covered by the account.

FICE
lated

(6) GENERAL ACCOUNTING OF-
NOTICES OF EXCEPTIONS, and re-

correspondence or control records.
Retention period: year after notifi-
cation that exception has been
cleared by the General Accounting
Office.

(7) FACSIMILE SIGNATURE FILES:
receipts for signature plates, notices of
issuance, specimen signatures, and re-

lated correspondence and papers.
Retention period: Y- years after plate
is cancelled or superseded. Destroy
by burning or shredding.

(8) BONDS OF SUPPLY OFFICERS:
copies of bonds and powers of attorney sup-
porting disbursing officer returns. (See
also paragraph 7I0(3} for other copies.

Retention period: 4 years after
period covered by related account.

(9) PAY VOUCHER FILES:

(a) Copies of pay vouchers and
related forms submitted for administrative
review as supporting documents to sub-
stantiate pay adjustments, and acknowl-
edgements of receipts.

Retention period: 4 years after
period covered by the account.

(b) Original pay vouchers (such
as Group R substantiating vouchers)and re-

lated certification or substantiating pay
record orders or other forms. These are
accumulated by the disbursing officer when

Change
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Disposal of Navy and Marine Corps Records

the original subvoucher is not required to
be submitted to the General Accounting Of-
fice, or in the case of contractual documents
to the Navy Finance Center, Cleveland, in
lieu of GAO. (The records are retained on
board by the disbursing officer and made
available to the General Accounting Office,
the Navy Finance Center, Headquarters
Marine Corps, or others, upon request.)

Retention period: I0 years. Trans=
fer to nearest Federal Records Cen-
ter 4 years after period covered by
the account. Fleet activities, includ-
ing Fleet Marine Force activities,
may transfer vouchers I year after
period covered by the account and
other Marine Corps activities when
3 years old, if local storage space is
not available.

nearest Federal Records Center.
(Centers will destroy in accordance
with instructions of the General Ac-
counting Office.

(2) ORIGINAL MILITARY PAY
VOUCHERS: origins/ military pay record
orders and substantiating vouchers or
certifications. These are original records
that are no.__t required to be submitted to the
General Accounting Office but are required
to be accumulated and retained on board by
the disbursing officer subject to General
Accounting Office request. See para.
7250(9).

(3) CIVILIAN PAY RECORDS subject
to General Accounting Office on-site audit.
See paras. 7420 and 7421.

(I0) HELD CHECKS, RECORDS OF:
control records reflecting final disposi-
tion (remailing, release, or cancellation)
of pay checks held or returned undeliv-
ered.

Retention period: year.

(1 1) PAYROLLS REQUIRED TO SUP-
PORT DISBURSING OFFICER RETURNS.
Apply paras. 7250(1) and (2) above.

7251 SITE-AUDITED RETURNS

(I) ORIGINAL RETURNS: original
records maintained at the audit site by the
disbursing or accountable officer for the
General Accounting Office subject to Gen-
eral Accounting Office comprehensive ov-
site audit. Include original vouchers,
origins/or other certified copies of con-
tracts, original payrolls when required,
and other supporting documents that the
disbursing or accountable officer would be
required to submit o the General Account-
ing Office if an on-site audit were not per-
formed. These site-audited returns are
accumulated by the Navy Finance Center,
Headquarters Marine Corps (CDB), in-
dustrial and cornmercial-type activities,
and other activities specifically desig-
nated by the Secretary of the Navy for
General Accounting Office comprehensive
site audit.

Retention period: Hold on board until
2 fiscal years old or until 1 year
after officis/notice of completion of
audit has been received from the Gen-
ers/Accounting Office, whichever
period is later, then transfer to the

7270 RECEIPT (COLLECTION) RECORDS

* (1) CASH AND CASH RECEIPT
BOOKS OR JOURNALS AND LEDGER AC-
COUNTS, including records of deposits,
loans, and sales, and other accountability
records, maintained by disbursing offi-
cers or collection or sales agents, includ-
ing Receipts for Deposits and Withdrawals
(such as NAVCOMPT-399). include also
sales officers bid books containing such
data as names of bidders, amounts of bids
and bid depos its, and certificate s.

Retention period: 4 years after
period covered by the account.

* (2) RECORDS OF COLLECTIONS
AND REFUNDS,including related internal
log records or reports of collections and
refunds. (Exclude cash books or journals
and records of deposits and loans covered
by paras. 7270{1) immediately above and

7210{l)’Retention period: 1 year

7280 REGIONAL CONSOLIDATION
RECORDS

These records are maintained in connection
with consolidation procedures performed by
navy regions/Finance Centers or by Head-
quarters Marine Corps or other activities
designated to perform consolidation func-
tions.

(I) STORES RETURNS RECORDS:
returns prepared or accumulated by con-
solidating offices. (See para. 7323 for
stores returns maintained by reporting ac-
tivities. Include returns, reports, sup-

Change 1
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porting vouchers, tapes or listings, and
other related papers:

(a) Consolidated stores returns.
Retention period: 2 years.

(b) Plant property returns.
Retention period: Z years.

(e) Ships stores and commissar),
stores returns.

Retention period: 5 years. (Trans-
fer to nearest Federal Records Cen-
ter when 2 years old.

(d) Stores returns folders not
covered in subparagraphs (a) throu[h (c)
above.

Retention period: year.

(2) ADVISORY NOTES and related
papers used in connection with adminis-

trative audits, accumulated by such ac-
tivities as navy regional finance centers,
and other activities concerned with ad-
ministrative audits.

Retention period: Z years, 3
fiscal years for Marine Corps ac-
tivities.

(3) ABSTRACT AND ALLOTMENT
LISTINGS OF PUBLIC VOUCHERS AND
LISTINGS OF EXPENDITURES. (See para.
7302(6) for reporting activity copies.

Retention period: year for daily
abstracts and listings; 3 years for
monthly abstracts and listings.

7300 APPROPRIATION, FUND, COST,
AND PROPERTY ACCOUNTING RECORDS
GENERAL

The records described in this (7300) series are
accumulated throughout the Department of
’the Navy by activities and offices in connec-
tion with the financial control of monies ap-
propriated, expended, and collected, in-
cluding the performance of appropriation,
fund, cost, and property financial account-
ing functions.

(I) GENERAL CORRESPONDENCE
FILES relating to appropriation, fund, cost,
and property accounting. Apply paras.
7000(I and (2).

(Z) RECORDS, INCLUDING AN-
NUAL FINANCIAL REPORTS, MASTER
COPIES OF INSTRUCTIONS AND MAN-

UALS, correspondence, and other records
of the Office of the Navy Comptroller or of
other departmental activities or offices
that document the Department of the Navy’s
overall appropriation, fund, cost, and prop-
erty accounting procedures and policies.
(Official master files orgy).

Retention Period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when file becomes in-
active.

(3) MASTER GENERAL ACCOUNTS
LEDGERS: ledgers maintained by the Navy
Comptroller or by the Navy Finance Cen-
ters when they perform central accounting
functions for the Department. These ledg-
ers show debit and credit entries and sum-
marize Department of the Navy expenditures
o appropriated funds.

Retention period: indefinite.

(4) GENERAL ALLOTMENT LEDG-
ERS of the Office of the Navy Comptroller
and other general ledgers reflecting the
over-all control of allotments. These
ledgers reflect the status of obligations and
allotments under each authorized appropri-
ation.

Retention period: 10 years after close
of the fiscal year involved.

(5) OFFICE OF THE NAVY COMP-
TROLLER RECORDS USED AS POSTING
MEDIA and subsidiary to the general ac-
counts and allotment ledgers.

Retention period: 4 years.

7301 APPROPRIATION ACCOUNTING
RECORDS (BUREAU-TYPE)

II-7"-7

Bureau appropriation accounting records de-
scribed in this paragraph are accumulated by
organizational units of the Navy and Marine
Corps (at field and departmental levels) to
which appropriations or subdivisions there-
of are allocated or suballocated.

Included are bureau-type expenditure ac-

counting records accumulated at the bureau
level and by field activities performing
suballocation (bureau-type) accounting.
These records (a) summarize the financial
status of activity and program allotments,
(b) reflect the specific source and nature
of expenditures, (c) detail these financial
transactions, and (d) reflect in bureau-type
ledgers the status of specific budget proj-
ect or activity allocations.

Excluded from this paragraph are Navy’s
central appropriation accounting records

Change
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maintained by the Office of the Navy Comp-
troller or the Navy Finance Center, Wash-
ington, D. C. These records that document
Navy’s over-all fiscal and accounting pro-
cedures and policies and reflect Navy’s
central accounting operations are covered
in paragraph 7300.

(I) BUREAU-TYPE APPROPRIA-
TION CONTROL LEDGERS (such as NAV-
COMPT-2031, :031-I, 2031-2, 2032,
;03Z-I, and 2032-2): ledgers maintained
by responsible bureaus and offices for
each appropriation under their financial
cognizance or by field activities respon-
sible for suballocations.

Retention period: Annual appropria-
tions-4 years; continuing year and
successor appropriatons--I year
after the account is finally closed out
for accounting purposes.

(2) BUDGET ACTIVITY CONTROL
LEDGERS (such as NAVCOMPT-2033,
2033-I, and 2033-2, formerly NAVEXOS-
3434): allotment, commitment, obligation,
and expenditure summaries derived from
the project control ledgers are posted to
these activity control ledgers. (Ledger sheets
are established for each budget activity.

Retention period: Annual appropri-
&tione--4 years; continuin ]tear and
successor appropriations--I year
after the account is finally closed out
for accountin purposes.

() PROJECT CONTROL LEDGERS
(such as NAVCOMPT-204, 2034-1, 204-2) *
and JOURNALS OF POSTINGS, (such as
NAVCOMPT--034-1A and 2034-2A): con-
tain data posted from detaied registers of
expenditures and allotments, commitments,
and obligations.

Retention period: Annual aplr_opri_-
ations--4 years; ontinuirm veer and

s.uccessor appropriations-- I year
after the account is finally closed out
for accounting purposes.

(4) APPROPRIATION REPORTS:
Reports on Budget Statue (Obligatlon Basis}
(such as Std-J33); Reports on Budget Status
’(such as DD-II76); Analyses of Appropria-
tion Statue by Activity nd/or Project (such
as DD-690-N); Statements of Reimburse-
ment by Budget Activity (such as
NAVCOMPT--056); Budget Categories and
SubCategories (such as NAVEXOS-3750 and
750A}, and other similar reports.

,Retention period: 4 years after close
of fiscal year involved.

(5) FUND AUTHORIZATIONS, detail
expenditure and reimbursement documents,
and obligation, commitment, expenditure
and reimbursement status reports prepared
and/or received by bureaus and activities
performing appropriation accounting func-
tions. Include such records as:

(a) Unfunded Accounts Receiv-
able Reports (such as NAVCOMPT-2026
and

(b) Funded Accounts Recelvable
Reports (such as NAVCOMPT-2029)

(c) ..Status of Fund uthorization
Reports, formerly Atlotment Reports (such
as NAVCOMPT--025

(d) Status of Project Orders
(such as DD-41-).

(e) Allotment Reports for Man-
agement by Object Classes (such as
NAVCOMPT- 175).

(f) Reconciliation Reports-
Expenditure/Collections (such as NAV-
COMPT-Z036).

(g) Allotment /Suballotment
Authorizations (such as NAVCOMPT-372).

(h) Pro’ect Orders (such as
DD-411 and NAVCOM).

(i) Vouchers (such as Std-1012,
1034, 1047, 1048, and 1080).

Retention period: I year ter com-
pletion of all budget projects under a
particu/ar budget activity.

{6} MONTHLY STATEMENTS {LIST-
INGS} received from navy regional Finance
Centers.

{a} Obligati0n a.nd p.aym...ent
State.ments (such as NAVCOMPT-616 ).

(b} .Sc_hedule_s of Legal Oblige-
tions (such as Nv-:6f0

(c) S_u_.m_m.ry stateent.s
Transactions by Appropriation and Sub-
h_’’""NACOM’:,-rd- ther
simiiar records.

Retention period: I year after close
of the fiscal year in which forms are
received.

Change
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(7) DETAIL REGISTERS: registers
and listings reporting detailed disbursing
transactions and adjustments to administer-

ing bureau or activity. Include Detail Reg-
isters received from navy regional accounts
offices, Consolidated Detail Registers pre-
pared from navy regional accounts offices
detail, and other registers of administering
bureau or activity.

Retention period: 4years.

(8) SUMMARY REGISTERS: registers,
listings, or other records used to post to
bureau appropriation control ledgers. In-
clude such records as Summary Registers
received from navy regional accounts

Change
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offices, Consolidated Summary Registers
prepared from navy regional accounts of-
fices summaries, and other registers of
responsible bureau or activity.

Retention period: 4 years.

(9) DETAIL CARD AND TAPE
RECORDS: detailed tabulated punched card

or taped (magnetic or other) records of ex-

penditures and obligations used to support
detailed registers received from regional
accounts offices and used to accumulate
data for cost reports:

(a) Detail card records:

1. Detail cards received
from regional accounting offices, and

2. Summary detail cards
prepared by administering bureaus or ac-

tivities from regional accounts office cards,
and other detail cards of administering bur-

eaus or activities.

Retention period: 6 months
when data is converted from detail
card records to punched or magnetic
talSed records, detail cards will be
retained only until data has been
transferred to tape and the resulting
tapes have been balanced.

(b) Detail tapes (when data has
been converted from detail cards to tape).

Retention period: 6 months. (Destroy
magnetic tapes by erasing data.

(I0) SUMMARY CARD OR TAPE
RECORDS: summary tabulated punched
card or equivalent taped records of obliga-
tions and expenditures. These cards or

tapes are used to support summary regis-
fers received from regional accounts
ofice s

(a) Summar), card records.:
summary cards received from navy region-
al accounts offices, consolidated summary
cards prepared by responsible bureau or

activity from navy regional accounts office

cards, and other summary cards of respon-
sible bureau or activity.

Retention period: I year, except
when data is converted fror sum-

mary card records to punched or
magnetic taped records, retain cards
only until data has been transferred
to tape and the resulting tapes have
been balanced.

SECNAVINST P5212.5B
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(b) Summary tapes (when data
has been converted from summary cards to

tape).
Retention pe,riod: year (Destroy
magnetic tapes by erasing data.

(I I) TRIAL BALANCES: copies of
balances prepared monthly by bureaus after

ledgers are closed, and of final annual trial
balance submitted to the Navy Comptroller,
Central Accounts Division. These are used
to balance bureau ledgers within each ap-
propriation and to reconcile appropriation
cash balances to master control accounts
maintained by the Navy Comptroller. (In-
formation also is used as basis for reports
required by Budget-Treasury and by ad-
ministrative directives.

Retention period: 2 years, except
Navy Comptroller copies 4 years.

(12) COST ANALYSIS REPORTS:
cost data records accumulated by bureaus
and activities in order to apply expenditures
made from appropriated and other funds to
the purpose or end use for which expended.
These cost data records are accumulated
from such documents as analysis of ex-

penditures submitted by allottees, regis-
ters of public vouchers, military pay,
labor, material issues, reimbursements,

and miscellaneous adjustments. (Data is

journalized by the Navy Comptroller to the
Master General Ledger see paragraph
7300 and used to prepare Navyls annual
financial report. Include such records as:

(a) Analysis of Expenditures
(such as NAVCOMPT-2050)

(b) Analysis of Appropriation

Charses (tabulated listing)

(c) Analysis of Appropriation
Reimbursements (tabulated listing)

(d) Recapitulation Analysis of
Appropriation Cos,ts by Expenditure account
(such as NAVEXOS-3450-1)

(e) Recapitulation Analysis of

Appropriation Reimbursements by Ex-

penditure Account (such as NAVEXOS-
3450-2)

(f) _Recapitulation Analysis of
Appropriation Statistical Costs by Expen-
diture Account (such as NAVEXOS-3450-3)

Retention period: Z years after
period covered.

June 1961 II-7-9
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(13) INTERNAL ALLOTMENT AC-
COUNTING RECORDS OF BUREAUS AND
ACTIVITIES. Bureaus and offices as well as
field activities maintaining allotment ac-
count records will handle them in accord-
s_nce with pertinent instructions contained
in paragraphs 7302 7399.

7302 FUND ACCOUNTING RECORDS

(I) OBLIGATION COPIES OF REQ-
UISITIONS: requisitions and other docu-
ments used for obligating purposes and
involved in the isue of stocks and materi-
als and other prospective charges; related
listings reflecting obligations and bainnces
to funds.

Retention period: - years, or 1
year after submission of final re-
port of funds concerned; except
retain outstanding copies o- requi-
sitions.

(2) ACCOUNT LEDGERS: ledger
summaries of fiscal data used as posting
and control media for accounting (fiscal)
data:

(a) Subsidiary ledgers: obligat-
ing, receipt and expenditure le.dgers; con-
trol ledgers; journal vouchers; other sub-
sidiary ledgers.

Retention period: 2 years.

(b) Trial balance ledgers from
which trial balances are prepared for sub-
mission to navy regional accounts offices
and departmental bureaus and offices for
posting to general ledgers.

Retention period: 2 years.

(c) General accounts leders
maintained by navy regional accounts of-
fices or Office of the Navy Comptroller
(and by other activities and offices when
trial balances are not submitted to navy
regional accounts offices or departmenta
offices ).

Retention period: I0 years.

(3) INSPECTION REPORTS (ac-
counting copies) on material received

(a) Reports used for matching
with vouchers when matched inspection
reports are filed with disbursing officer
vouchers.

Retention period: 2 years fter
matching.

Disposal of Navy and Marine Corps Records

(b) .Other acco__unting copies of_
insp_ection reports.

Retention period: I year.

(4) MACHINE MATCHINGS OF.
VOUCHERS WITH INSPECTION REPORTS:
inspection report cards or other similar
records matched with vouchers.

Retention period: 1 year after
matching, retain monthly un-
matched voucher tabulations only
until new tabulation is made.

(5) VOUCHER FILES and related
tabulated listings (other than navy regional
accounts office copies covered in para-
graph 7280(3)). (See Paragraph 7323 for
vouchers used in stores returns, and para-
graph 7321 for vouchers covering plant ac-
count items.

Retention period: 2 years.

(6) ABSTRACTS OF VOUCHERS re-
ceived from navy regional accounts offices.

Retention period: I year, provided
aLt public vouchers included in the
abstract have been matched with in-
spection reports.

(7) SUMMARIES OF INVOICES.
Retention period: 1 year after all in-
voices are matched against summary
listings.

(8) UNUQUIDATED OBLIGATION
FILE: work papers, such as adding ma-
chine tapes, applicable notations, and other
similar papers indicating that the activity
has reviewed its "unliquldated obligations"
file.

Retention period: until reviewed by
internal auditor.

(9) CASH TRANSACTION REPORT-
ING RECORDS: records maintained to re-
port cash transactions, such as imprest
funds, to disbursing and fiscal officers.

Retention period: 2 years.

7303 ALLOTMENT AND PROJECT ORDER
RECORDS

The records described in this paragraph re-
late to allotment authorizations, allotment
orders, and other expenditure authorization
records used in accumulatirlg expenditure
authorization and accounting data. They
cover records accumulated in connection
with allotment and expenditure authorizations
for the maintenance and construction of
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facilities, ships, and of aeronautical, as-

tronautical, ordnance, and other materials.
(See also paragraph 7302.

(I) ALLOTMENT REQUESTS (such
as NAVSANDA-73).

Retention period: year.

(I) FORMS AND COST AND OTHER
RELATED REPORTS USED IN THE ACCUM-
ULATION OF RETURN COST DATA.

Retention )eriod: I year after comple-
tion or cancellation and/or submission
of final report thereon.

(Z) ALLOTMENT AUTHORIZATION
AND PROJECT ORDER FILES: authoriza-
tions (grants) and project orders (such as
NAVCOMPT-Z053 and DD-411 and related
job or work orders or requests, production
and service orders or requests, requisi-
tions, or other obligating documents. In-
clude Allotment-SubAllotment Authorizations
(such as NAVCOMPT-37Z).

Retention period: year after com-

pletion. (Place in completed file upon
completion or cance]/ation and/or
submission of final reports thereon;
destroy completed file when year
old.

(3) ALLOTMENT AND FUND AU-
THORIZATION STATUS REPORTS: appro-
priation allotment and fund authorization
status reports, project order status reports
(such as DD-41Z), and other expenditure
authorization and accounting reports re-

flecting the status of allotments (other than

bureau-type accounting appropriation re-

ports covered in paragraph 7301 and con-
solidated reports accumulated by the Navy
Comptroller and covered in paragraph 7300).

Retention period: 1 year after sub-
mission of final report.

(4) OTHER RECORDS used in the
accumulation of return cost data. See
paragraph 7310(I ).

7310 COST ACCOUNTING RECORDS

These records are created or accumulated
by departmental and field activities for cost
accounting purposes and reflect their ex-
penditures and receipts. These records
document direct and indirect costs incurred
in the production, administration, or per-
formance of activity or program operations.
They consist of accounting ledgers, forms,
and machine records (cards, tabulated list-
ings, tape records, etc. used to accumu-
late cost data for use in accounting (fiscal)
reports and returns. (Exclude bureau and
subailocation appropriation accounting rec-
ords covered in para. 7301 and consolidated
control accounts records of the Ofice ofthe
Navy Comptroller, Washington, D.C.

(Z) SUBSIDIARY BOOKKEEPING
RECORDS: journals of legal obligations,
appropriation control account journals and

listings, journals and postings--obligation
and payment ledgers, and summary state-
ments of transactions by appropriation and
subhead:

(a) Consolidatin activities

(navy regional accounts offices or their

equivalents) records.
Retention period: 3 months.

(b) Other activities and offices
records.

Retention period: year.

(3) COST ACCOUNTING LEDGERS
and related forms:

(a) Stock class ledgers.
Retention period: 2 years.

(b) All others.
Retention period: year.

(4) JOB, LABOR, AND COST DIS-
TRIBUTION RECORDS: job cards and labor
and cost distribution records (cards, EAM
punched cards, tapes, and other records)
used for cost accounting and statistical

purposes:

(a) Detail labor and cost cards.
Retention eriod: 3 months when
hard stub ,s no__t used, provided list-

ings have been prepared and verified;

year when hard stub i_s used).

(b) Summary )ob and cost dis-
tribution cards, tapes, or other records:

I. For standing orders--3
months after end of fiscal year in which
orders are completed, provided summary
listings have been prepared and verified.

Z. For other than standing
orders--3 months after completion of job
project, provided summary listings have
been prepared and verified.

3. For daily labor distribu-
tion data--3 months.
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(c) Summary labor cost cards,
tapes, or other records (exclusive of
MARCORPS records covered in subpara.
(d) below).

2. When used as receipt in-
voices--2 years after invoices have been
matched with summaries of adjustment in-
voices.

I. For standing orders--3
months after end of fiscal year in which
the orders are completed.

3. When used and reported
as expenditures to other supply officers
(end use invoices--one copy only)--2 years.

2. For other than standing
orders--3 months after completion of
project.

(d) MARCORPS Foremens
#Labor Distribution Cards and Job Time
Record Cards (such as NAVMC-DP-34)
of MARCORPS Supply Activity, Philadelphia.

Retention period: I year for labor
distribution cards; 2 years for job
time record cards.

(5) MACHINE RECORDS USED AS
POSTING MEDIA for cost accounting re-
ports data:

4. Receiving activities’ sum-
maries of invoices--2 years after summa-
ries have been matched with receipt or ad-
justment invoices.

5. Accounts receivable paid
bills file when accounts receivable ledgers
are maintained in the fiscal office--2 years
after date of collection.

0. All other copies--l year.

(b) Tabulated reports or listings
of receipts and expenditures and other cost
accounting reports.

Retention period: 2 years,

(a) Detail stores returns and
other detail cards and taped records.

Retention period: unLil completion
and verification of final listings or
reports.

(b) Summar]r stores returns and
other summary cards and taped records.

Retention period: until completion
and verification of final listings and
reports.

(c) Tabulated listings.
Retention period: 2 years.

(6) TABULATED DATA FOR SPE-
CIAL FISCAL PURPOSES, such as un-
matched summary invoice files and un-
matched invoices received from other
supply officers.

Retention period: I year after
matching or other adjustment is made.

(7) RECEIPT AND EXPENDITURE
INVOICES AND REPORTS OR LISTINGS,
together with related requisitions and tab-
ulated (punched) or other card or taped
records. Used for cost accounting pur-
poses and involved in the transfer of mate-
rial between supply officers and in end use
expenditures. Include:

(a) Invoices and requisitions:

1. When used as expendi-
ture records to end use expenditure ac-
counts- 2 years.

(c) Electric accounting machine
tabulated (punched) cards, or other mech-
anized source records, used in connection
with processing and preparing of items
described in subparagraphs (a) and (b) above.

Retention period: until’superseded or
obsolete.

7320 PROPERTY ACCOUNTING RECORDS

(I) CORRESPONDENCE, REPORTS,
and related records concerning the operation
and administration of property accounting
functions.

Retention period: 2 years, excevt
authorized selling activities will re-
tain for 5 years.

7321 PLANT PROPERTY ACCOUNTING
RECORDS

(I) PROPERTY RECORD CARDS
(such as NAVCOMPT-262 through 278); and
Property Disposition Reports (such as
NAVSANDA-154); other similar reports and
related papers.

Retention period: until superseded,
or year after property is reported
as disposition.

(2) PROPERTY RECORD CARD
CHANGE ORDERS for Class 3 property.

Retention period: 3 months.

Ch’n’e 1
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(3) INCIDENTAL RECORDS used for
plant property accounting purposes.

Retention period: year after equip-
ment item is removed from the plant
property account of the activity.

(4) PLANT ACCOUNT REPORTS
(such as Reconciliation of Plant Account,
NAVCOMPT- 167); related papers.

Retention period: - years.

(5) VOUCHERS covering plant ac-
count items, and related papers.

Retention period: year after vouch-
era have been applied to a plant prop-
erty record card, except 3 fiscal years
for Marine Corps activities.

(6) PLANT PROPERTY RETURNS.
See paras. 7330(1) and 7280.

(7) SURVEY RECORDS used to sub-
stantiate entries to Plant Property Accounts
(exclusive of those for Class and 2 prop-
c’:/ hich are to be retained).

Retention period: 2 fiscal years.

7322 IvIIILQ_ PROPERTY IN ..U._S__E.
RECORDS

(1) CUSTODY RECEIPTS for issues,
receipts for loaned equipment, and other
similar records.

Retention period: until material or
equipment is returned.

7323 STORES ACCOUNTS RECORDS

These records are maintained to provide
personal accountability for the receipt and
custody of equipment and materials and to
provide data on the monetary values of
materials. They are used to post to re-
ports and returns consolidated by navy
regional Finance Centers. Headquarters
Marine Corps, and other designated activi-
ties for submission to the Office of the
Navy Comptroller.

(1) STORES RETURNS AND RE-
PORTS, including consolidated subsistence,

clothing, etc. returns, ships stores and
commissary stores returns, other returns,
and related stores account papers. (Ex-
clude consolidated returns covered in pars.
7ZS0(1).

Retention period: 2 years in accord-
ance with pars. 7330, except 3 fiscal
years for Marine Corps activities.

(2) VOUCHERS MATCHED WITH
INSPECTION REPORTS and used in stores
returns.

II- 7-
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Retention period: 2 years after
matching. (Place in completed file
after matching; destroy completed
file 2 years later.

(3) RECEIPT AND EXPENDITURE
INVOICES AND REQUISITIONS, together
with listings (including tape printouts)
thereof, used to support stores returns and
involved in the transfer of material between
supply officers and in end use expenditures.
(See also pars. 7310(7).)

Retention period: 2 years.

7330 ACCOUNTING REPORTS AND
RETURNS

{1} PERIODIC (FINANCIAL) AC-
COUNTING RETURNS AND REPORTS made
to navy regional Finance Centers Headquar-
ters Marine Corps, other departmental
bureaus and offices, or to other higher au-
thority. Include financial statements, stores
returns reports, reconciliations, summaries
and recapitulations of receipts and expendi-
tures, and gains and losses (receipts and
issues). (See pars. 7280 for consolidated
returns of navy regional Finanoe Centers and
of Marine Corps activities performing simi-
lar functions.

Retention period: 2 years.

7331 INDUSTRIAL ACCOUNTING REPORTS
AND RETURNS

(1) PERIODIC ACCOUNTING RE-
TURNS AND REPORTS made to Navy Region-
al Finance Cen. Headquarters Marine Corps,
other departmental bureaus and offices, or
to other cognizant higher authority. Include
financial statements, reconciliations, sum-
maries and recapitulations of receipts and
expenditures, and gains and losses (receipts
and issues). (See also para. 7630.)

Retention period: 2 years.

(Z) IV/ASTER NAVY INDUSTRIAL
FUND (NIF) LEDGERS (when not submitted
to navy regional Finance Centers.

Retention period: I0 years after fiscal
year involved.

{3) COMMERCIAL (QUARTERLY OR
OTHER PERIODIC) CASH OPERATING
BUDGETS and estimated cash budgets; re-
lated papers. See para. 7630.

7400 PAY ADMINISTRATION AND PAY-
ROLL AND LABOR ACCOUNTING
RECORDS GENERAL

The records described in this series are
accumulated by activities and offices re-

Change
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sponsible for the administration of civilian
and military pay. The include not only
pay administration records, payrolls,
payroll authorizations and controls, and
payroll accounting records, but also rec-
ords incidental to the payrollin process,
such as tax withholdin records.

(1) GENERAL, CORRESPONDENCE
FILES, including reports and related rec-
ords, of activities, offices, or other or-
ganlsational units responsible for pay
ministration and payroll preparation and
processin functions, pertain/n to the
operation sJd administration of the office
or unit.

Retention period: 2 years.

7401 TAX WITHHOLDING RECORD FOR
CIVIL/AN AND MILITARY PEIONNL

(1) EXEMPTION CERTIFICATES.
Retention period: 4 years 8Rot
superseder or years after close of
calendar year in which individual
loaves activity’s employment.

(2) STATEMENTS FOR CIVILIAN
AND MIIATARY PERSONNEL and reports
of Federal taxes withheld roated papers.

Retention period: 4 years.

(3) EDP WITHHOLDING TAX REC-
ORDS AND FICA CARDS FOR RESERVE
ACTIVITIES.

Retention period: until 3 months
after preparation of W-- forms.

7410 CIVILIAN LABOR ACCOUNTING
RECORDS. See part. 7310 for labor cost
accounting records nd ra. 7420 for
civfln pay accent.s records.

7420 CIVI PYACCOT
RECOR

These records are accumulated in the per-
formance of civilian pay administration and
accounting functions and are used to collect
pay and earnings data. They include rec-
erda accumulated in manuaL.type payrol/
operations as wel/as tapes and punched
cards accumuinted in mechanieed payroll
operations. (Tapes or punched cards ac-
cumulated in the payroll process should be
handled the same as similar documents
created in a manual payroll operation. )

(I) WORK PAPERS AND PAYROLL
PROCESSING RECORDS: tapes, tabulated

Change
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punched cards, EDP printouts,, and other
records or work papers created and used
incidental to payroll operations (other than
records specifically covered elsewhere in
this section}.

Retention eriod: 3 months, until
superseded or obsolete, or until no
longer needed for local processir
or reference purposes.

(2) PAYROLL CONTROL REGIST.ERS
AND RELATED RECORDS: Payroll Control
Registers (such as NAVCOMPT-28 and all
subsidiary {supporting} documents, includ-
in woolly and bi-weekly payroll work
shoots (such as NAVCOMPT-295) or cards or
rough payrols in uther form; EDPM printouts
and audit trails that are used in reconcLLlng
punched cards and taped record data with
Iyroll control registers. (Exclude time
cards covered in pars, 7421(2).

Retention period: 2 years after com-
pletion of on-alto audit by the G0neral
Accounting Cfice; LL no on-site audit
is performed, retain for 4 years.

(3) CIVILIAN PAYROLI:

(a) Accounti co ies onl’.
Retention er years, en trine-
or o ors ocords Center, 111 Win-
neba8o reet, St. uis, o. The Cenr
w destr 10 years tor te
st entry on card.

(b) Payrolls required to support
disbursin officers returni. {See pars.
7250(1 ).)

(c) Informational copies of pay-
rolls.

Retention period: I year.

(4) FORMS USED IN ACCUMULATHqG
CIVILIAN PERSONNEL COST AND PAY-
ROLL DATA: distribution tally sheets,
muster check or other process cards, pay-
roll messages, and other related or simi-
lar papers or cards.

Retention ]eriod: 1 year.

(5} SUMMARY INDIVIDUAL EARN-
ING RECORDS, leave record cards, and
related listless: summary card records of
individual leave and earnirs and retire-
ment pay, such as Individual Earnings and Re-
tirement Deduction Records (NAVCOMPT-474
and 205); Service Cards (NAVCOMPT-206 or
Sad- I 127 }; Individus Lave Record Cards {NAV-
SANDA-?70 or Std-1137}; or their equ/valents.
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Retention period: 2 years after on-

site audit has been completed by the
General Accounting Office, then
transfer to Federal Records Center,
!ll Winnebago St., St. Louis, Mo.
if no on-site audit is performed,
transfer to the Center when 4 years
old. Center will destroy earnings
records 56 years fter date of last
entry and leave record cards I0
years after last entry.

(6) FORMS AND REPORTS RELAT-
ING TO DECEASE OR RETIREMENT OF
CIVILIAN PERSONNEL: retirement reg-
isters and ether registers or summaries
of personnel actions; Statements of Unpaid
Wages (such as NAVCOMPT--04). (Ex-
clude individual retirement records, such
as Standard Form 2806, which are to be
forwarded to the Civil Service Commission.

(a) Retirement reisters.
Retention period: 2 years after com-
pletion of on-site audit by the General
Accounting Office; if no on-site audit
is performed retain for 4 years.

(b) Other records.
Retention period: 4 years.

(7) CIVILIAN PERSONNEL STATIS-
TICAL REPORTS: copies of reports (such
as Reports of Civilian Personnel on Board
by Appropriation, etc., NAVEXOS-695 and
I IZ6 and NAVSANDA-928) relating to civil-
lan personnela nd submitted to the Office of
Industrial Relations, the Office of the Navy
Comptroller, or other higher authority.

Retention period: I year, exceptMa-
fine Corps activities wLLI retain
NAVEXOS-I IZ6 until 3 years old.

(8) REPORTS OF INSURANCE DE-
DUCTIONS and related records.

Retention period: 4 years.

7421 CIVILIAN PAY AUTHORIZATION
AND CONTROL RECORDS

(I) PAY AUTHORIZATION
RECORDS:

(a) Records relatin to individ-
uaf pay authorizations, deductions, and
adjustments for civilian employees, in-
clude notifications of personnel actions,
payroll change slips, work or overtime
authorizations, official garnishment, deduc-
tion, or levy notices or authorizations, and
other documents used in the payroll account-
ing process and used to support individual pay
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actions. (Exclude copies of these records
maintainedm-’t---ian personnel offices and
covered in chapter 12 and waivers of life
insurance coverage and income tax with-
holding receipts and statements covered in
para. 7401.

Retention period: 2 years after on-
site audit by the General Accounting
Office, or until data is superseded,
whichever is later. If no General
Accounting Office on-site audit is
performed, retain for 4 years or
until data is superseded, whichever
is later.

(b) Records relating to group
pay authorizations and adjustments, in-

cluding group work, additional pay, and
overtime authorizations.

Retention period: until on-site audit
has been completed by the General
Accounting Office or until data is
superseded, whichever is later. If
no General Accounting Office on-site
audit is performed, retain for 4
years or until data is superseded,
whichever is later.

(Z) TIME CARDS FOR CIVILIAN
EMPLOYEES.

Retention period: 3 months, rovided
General Accounting Office on-site
audit has been completed and there
are no outstanding exceptions. If no
on-site audit is performed, retain for
4 years.

(3) FORMS RELATING TO CIVILIAN
LEAVE AND ATTENDANCE ON DUTY and ac-
cumulated for accounting purposes. (Ex-
clude time cards covered in para. 74ZI(}
and Summary Leave or Service Records
(such as Std-l137 and NAVCOMPT-206
covered in para. 74-0(5)}. Exclude also
copies of leave authorizations used for pay
authorization purposes and filed in the in-
dividual pay authorization files covered in
para. 7421(I).

Retention period: year.

(4) LOCAL CONTROL RECORDS
and working papers. See para. 7420(I).

7430 MILITARY PAYROLL ACCOUNTING
RECORDS

These records are accumulated in the per-
formance of military pay administration and
accounting functions, including centralized
accounting and review operations performed
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by the Navy Finance Center, Cleveland,
Ohio, and Headquarters Marine Corps
(Central Disbursing Branch).

(1) PRIMARY PROGRAM RECORDS:

(a) General correspondence files
of the Military Pay Division, Cffice of the
Navy Comptroller. Apply para. 7000{1).

(b} General correspondence files
of the Nav Finance Center and of Head-
quarters Marine Corps (CDB): that portion
of the files that documents the establish-
ment and development of the Navy and
rine Corps pay system and operating
policies and procedures for assigned mili-
tary pay program responsibil/ties.

Retention period: permanent.

(2) GENERAL CORRESPONDENCE
FILES RELATING TO THE INTERNAL
ERATION AND ADMINISTRATION OF MILI-
TARY PAY ACCOUNTING AND REVIEW
FUNCTIONS (other than records covered in
para. 7430(1) above).

Retention period: 2 years.

(3) CORRESIONDENCE OF A
ROUTINE NATURE with individuals, ac-
tivities {including ships), or others, relat-
ing to military pay matters, military pay
procedures, or other pay in/ormation.
This correspondence is usually filed
alphabetically.

Retention period: I year.

(4) CERTIFICATIONS OR ORDERS
TO OPEN, ADJUST, TRANSFER, OR
CLOSE ACCOUNTS (such as Military Pay
Orders, DD-114 and 115, and other records
used for similar purposes); related logs.
These are certifying offices or command-
ing officers’ administrative copies. (For
certified copies forwarded to disbursing
officers, see para. 7250(9).)

Retention period: I year.

(5) RECEIPTS FOR TRANSFERRED
PAY RECORDS: receipts, transmittals,
and other records of military pay accounts
received or transferred, such as Pay Rec-
ord Index Cards (DD-141), and Allotment
Authorizations (NAVCOMPT-545). Apply
para. 1070(8).

Disposal of Navy and Marine Corps Records

(6) SAVINGS BOND RECORDS. See
para. 5120.

(7) MILITARY PAY RECORDS (such
as DD-II3) and related papers: individual
(case) fies for active-duty, reserve, and
retired Navy and Marine Corps personnel..
These records are maintained by activities
responsible for centralized military pay ac-
counting and review (examination) functions
(Navy Finance Center and Headquarters
Marine Corps (CDB)).

(a) "Active-duty Navy personnel
records.

Retention period: I0 years after indi-
vidual’s final separation from the ser-
vice. (Transfer to Federal Records
CenterMechanicsburg, Pa. 18
months after close of fiscal year in
which separation occurred.

(b) Active-duty Marine Corps
personnel records.

Retention period: I0 years after indi-
vidualls final separation from the ser-
vice. (Transfer to Federal Records
Center, Alexandria, Va. 6 months
after close of calendar year in which
separation occurred provided General
Accounting Office audit has been com-
pleted, in case of death, trans-
fer I year close of the last pay
record period involved.

(c) Reserve and retired Navy
personnel records.

Retention period: I0 years after indi-
vidual’s final sparation from the ser-
vice. (Transfer to Federal Records
Center, Mechanicsburg, Pa. upon
completion of audit.,by the General Ac-
counting Office.

(d) Reserve and retired Marine
Corps personnel records.

Retention period: I0 years after in-
dividualls final separation from the
service. (Transfer to Federal Rec-
ords Center, Alexandria, Va. year
after close of last pay record cycle
involved pr6vided General Account-
ing Office audit has been completed,
except transfer records of reserve
pe’--nnel when 4 fiscal years old.)

Change
27 August 1964 II-7-1(
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(e) Master microfilm copies of
regularly closed military pay records
(other than film copies of intermittently
closed pay records for Navy personnel
covered in pars. 7430(17)(j)); related
index or control records.

Retention period: permanent.

(8) PAY ADJUSTMENT AUTHORI-
ZATIONS (such as DD-139): acknowledge-
ment copies relating to errors discovered
in military pay audits or in travel vouchers.

Retention period: Navy Finance Cen-
ter copies--Z years; Headquarters
Marine Corps (CDB) copies--until re-
ceipt of ’accomplished pay adjustment
authorization from disbursing officer.

(9) DEATH GRATUITY (CASUALTY)
CASE FILES: individuaI case files consist-
ing of Report of Casualties (such as NAV-
PERS-Z059); Public Voucher for Six Months
Death Gratuity Pay (such as NSA-506a);
Arrears of Pay Claim in Deceased Cases
(such as NAVPERS-Z047); other supporting
papers and related correspondence. Include
related card indexes. These records are

accumulated by the Navy Finance Center
and Headquarters Marine Corps.

Retention period: 10 years after date
casualty occurred.

(10) MUSTERING OUT PAYMENT
RECORDS:

(a) Applications for Musterin
Out Payments (such as NAVCOMPT-550-
FC-679 and FC-680): basic file of original
authorizations for mustering out payments
and related papers; related index records
(such as Mustering Out Payment Master
Card {FC-900)I.

Retention period: indefinite.

(b) Navy Finance Center Uniform
Gratuity Musterin._Ou_t P_a_yment Files:’

I. Uniform Gratuity Claims
Files: forms, such as NAVPERS 3091 and
3096; letter claims and related correspond-
ence, orders, and memoranda substantiating
Uniform Gratuity Payments to USNR offi-
cers; other related correspondence and

papers.
Retention period: 4 years.

2. Mustering out payment
and uniform gratuity check record listings:
master listings only.

Retention period: permanent.

II-7-I 7

3. Correspondence, records
of investigations, and other records-relat-
ing to mustering out payments.

Retention period: 4years.

(ll) FLEET RESERVE AND RETIRED
NAVAL PERSONNEL (CASE) FILES: indi-
vidual case folders consisting of authoriza-
tions for transfer to the Fleet Reserve;
retirement orders; disability retirement
election forms; Employees’ Withholding
Exemption Certificates (such as TREAS-
W-4); Powers of Attorney (such as
TREAS-6569); Statements of Accounts {such
as FC-1583); Claims for Arrears of Pay
(such as GAO-2304 and NAVPERS-7047);
requests for checkages; notices of credits
due; transcripts or statements of service;
releases from active duty orders; recall
orders; transfer pay accounts; USO Elec-
tions (copies) (such as NAVPERS-591);
birth certificates, affida’vits, and other
documents required under the Uniformed
Contingency Option Act of 1953.

Retention period: 0 years after final
settlement of the account when member
is deceased, discharged, or removed
from the temporary disability retired
list, except in cases where annuity
payments are being made to benefici-
aries of a deceased member under the
Uniformed Services Contingency Option
Act of 1953, retain for 4 years after
the termination of annuity payments
or I0 years after death of the member,
whichever is later.

(12) FEDERAL HOUSING ADMINIS-
TRATION JACKETS: individual case files
for FHA accounts (mortgage insurance pre-
mium payments) for Navy and Marine
Corps personnel being paid under the Hous-
ing Act of 1954 {P.L. 560, 83rd Congress).
Consist of copies of Certificates of Eligi-
bility (such as DD-802), Certificates of
Termination (such as DD-803), Master Con-
trol Cards, and records of premium pay-
ments and certificates of continued owner-
ship; related papers and correspondence.

Retention period: 3 years after
termination o- payments {entitlement),
except 4 years after termination or 4
years after completion of accounting
adjustments (whichever is later)for
Marine Corps cases.

(13) ALLOTMENT AND FAMILY AL-
LOWANCE ACCOUNTS FILES for Navy and
Marine Corps personnel: consolidated in-
dividual case files consisting of applications,
authorizations, records of adjustments,

Change
27 August 1964
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overpayments, col/ections, suspensions,
stoppages of payments, documentary evi-
dence, and related papers and correspond-
ence concerned with the individual account.

Retention period: I0 years after dis-
continuance or until microfilmed.
(Navy Finance Center and Family
Allowance Activity, Cleveland will
transfer case files to Federal Records
Center, Mechanicsburg, Pa. 3 years
after discontinuance.)

(14) NAVY FINANCE CENTER AL-
LOTMENT RECORDS (other than case flies
covered in para. 7430(13) above):

(a) MicrofLtm of listings of pay-
ments of famLt] a//owances, a11otments
National Service insurance, Government
insurance

Retention period: master or summary
--permanent; other listings--3

(b) Navy Finance Center listings
of allotment accounts by payment type
(_other than National Service insurance and
Government insurance).

Retention period.- 3 months,
retain monthly historical listings of
discontinuances for I0 years.

(c) Block; registers.: control
records of block numbers of documents
processed.

Retention period: 1 year.

(d) Account control records
(machine posted) of documents processed
for a]/otments for each serviceman

Retention period: I year after ac-
count is closed.

(e) Records of foreign disburse-
ments: letter reports of cash transactions
abroad and details of payments made in
foreign countries.

Retention period: I year.

(15) HEADQUARTERS MARINE
CORPS (CDB) ALLOTMENT RECORDS
(other than case files covered in para.
7430(13} above}:

{a) Allotment Authorizations
(such as NAVCOMPT-545 }.

Retention period: until microfilmed.
Retain master microfilm.

(b) MicrofLtm copies of inactive
allotment cards (exclusive of family allow-
ances and savings bond allotments}.

Retention period: indefinite.

Change I
-7 August 1964 II-7-18

Disposal of Navy and Marine Corps Records

(c) Abstracts of allotment pay-
ments and of savings bonds issued; micro-
film copies of checks covering payments of
aLlotments.

Retention period: 10 years.

(d) National Service Life Insur-
ance abstracts of new and discontinued
allotments, and related adjustments.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when I0 years old.

(e) Account control record (ACR
cards showing allotment action of individual
military personnel on active duty or on re-
tired and Fleet Marine Corps reserve rolls.

Retention period: FLte in inactive file
upon death or discharge of individual
and destroy when microfilmed. Re-
tain master microfilm.

(f) Correspondence relating to
allotment checkages for National Service
Life Insurance, and investigation sheets on
histories of allotments.

Retention period: I year, provided
duplicated in individual’s personnel
jacket.

(16) NAVY FINANCE CENTER SPE-
CIAL PAYMENTS RECORDS NOT COV-
ERED ELSEWHERE IN THIS SERIES:

(a) Control card file for pay-
ment of USCO annuities.

Retention period: 4 years after ter-
mination of payments.

(b) Machine accounting card file
(such as IBM-5081), used in submitting to
USCOA Board of Actuaries annual report of
statistical data covering members and
annuitants covered by the USCO Act.

Retention period: 3 years after ter-
mination of account.

civil
(c) Retired officers Federal

employment certification cards.
Retentionperiod: 3 years. {Re-
establish file upon receipt of subse-
quent certification cards.

ords
fleet
Navy

(d) Foreign check records: rec-
(such as FC-580XR) of retired and
reserve pay checks forwarded via
officers at distant points.
Retention period: Z years.
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(e) Aopriation control ledger
postings showing adjustments in retired and
retainer pay involving appropriation ac-

counting (such as FC-1320).
Retention period: 18 months after
date of adjustment.

(f) Quarterly reports of cash
transactions abroad: letter reports and
supporting listings of payments made to
individuals in foreign countries.

Retention period: year.

(g) Federal Housing Adminis-
tration insurance account EAM cards (such
as IBM-5081blue stripe card): used to
prepare monthly report on FHA mortgage
insurance accounts.

Retention period: year after ter-
mination of account.

(h) Monthly Reports of Existence
(such as FC-128), submitted by certain re-
tired members to establish their right to
receive retired/retainer pay.

Retention period: 6 months.

(17) NAVY FINANCE CENTER
CENTRAL ACCOUNTS RECORDS:

(a) Summary reisters or list-
ings, such as transaction ledgers (NRAO)
documenting Navy Deposit Fund pay trans-
actions (NAVCOMPT-633(ZC)); pay record
registers by disbursing officers symbol
numbers showing pay records received and
microfilm reel number assigned; consoli-
dated record of total cash and check pay-
ments on military rolls compiled from
NRAO registers.

Retention period: indefinite.

(b) Naval Reserve Payment
Files: copies of vouchers for pay and al-
lowances of naval reservists.

Retention period: vouchers that have
been microfilmed---t?n-----nd - u---
sequent fiscal year; microfilm
copies-- 10 years.

(e) Wae and pay reports: FICA
wage reports and records of corrections;
periodic reports of data from military pay
records required by Social Security Admin=
istration under the Federal Insurance Con-
tribution Act.

Retention period: 3 years.

(f) Pay record analysis and
roup distribution records: reports of pay
record analysis--totals of charges and
credits by expenditure account taken from
pay records for posting to distribution
ledgers; pay group distribution ledgers--
accumulations by pay groups of amounts
shown on reports of pay record analysis.

Retention period: 18 months.

(g) Machine accounting card
files used to request reconciliation of leave
records of members being discharged.

Retention period: year.

(h) Machine accounting card
files of active-duty personnel.

Retention period: until member’s
discharge or release from active
duty.

(i) Records of discrepancies
reported following periodic reconciliation of
allotment payments and pay record check-
ages, tabulating cards and machine listings
of accounts involved, reports of action
taken, and related memoranda.

Retention period: until completion of
all operations for the succeeding rec-
onciliation period, then destroy rec-
ords for the previous reconciliation
period.

(j) Microfilm copies of closed
pay records.

Retention period: those of intermit-
tently closed pay records--2 years;
those of regularly closed pay records--
permanent, as provided in pars.
74:30(7)(e ).

(c) Navy Finance Center Sum-
mary Ledgers: periodic summarizations
of military pay group totals shown on pay
group distribution ledgers; expenditure ac-
count classification adjustment ledgers.

Retention period: 4 years.

(d) Money list activit)r control
records: records of receipt of payrolls
and pay records.

Retention period: 3 years.

(18) RECORDS RELATING TO
DISBURSEMENTS FOR MILITARY PAY,
accumulated by the Navy Finance Certter
and Headquarters Marine Corps {CDB).
(See also 7200 series ): military pay reim-
bursement files containing accomplished
money lists; retained copies of pay-
rolls required to support disbursing
returns; records of remittances re-

ceived; savings deposit slips, deposit

11-7-19
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record books, and ledger account cards;
pay adjustment records (summaries and
supporting vouchers, adjustments, item
reports, etc. }; total cash and check pay-
ment records; other disbursing records.

Retention period: 4 years after
period covered by the account in ac-
cordance with pars. 7250.

(19) "ADVANCE COPY" MONEY
LISTS OF Army, Navy, Air Force, and
State Department disbursing officers cov-
ering payments to Marine Corps personnel:
Navy Payroll Money Lists (such as NAV-
COMI-503a and NAVMC-815-SD), Mili-
tary Payroll Certification Sheets (such as
DD-II6}, Public Vouchers for Purchases
and Services other than Personal, and
other similar forms.

Retention period: 1 year.

(20) HEADQUARTERS MARINE
CORPS (CDB} MONTHLY ANALYSES OF
OBLIGATIONS AND EXPENDITURES re-
lating to retired and Fleet Marine Corps
reserve pay accounts.

Retention period: 1 year.

(21) OTHER RECORDS OF THE
NAVY FINANCE CENTER AND OF HEAD-
QUARTERS MARINE CORPS (CDB). Apply
pertinent instructions throughout this

7500 AUDIT RECORDS GENERAL

These auditing records are accumulated in
connection with the direction and perform-
ance of the Department of the Navy audit
program and functions and its participation
in the Department of Defense coordinated
audit programs. When Navy, Army, or
Air Force performs an audit service for
other departments at a particular activity
or site, the audit agency having cognizance
of and performing the audit of the contract
will have custody of the audit records.
Such cross-servicing audit records under
Department of the Navy custody will be
handled in accordance with provisions of
this series (para.s. 7500-7577}.

(I) PRIMARY PROGRAM RECORDS:
general correspondence files of the Office
of the Navy Comptroller, the Assistant
Comptroller for Audit, the Commandant of
the Marine Corps, and other departmental
offices that document the development and
execution of Department 6f the Navy audit
plans, policies, programs and procedures.

Disposal of Navy and Marine Corps Records

(Exclude internal operating records cov-
ered in para. 7500(2) below.).

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Vs. when 4 years old.)

(2) GENERAL CORRESPONDENCE
FILES of activities and offices relating to
the operation and administration of their
audit functions (other than primary pro-
gram records covered in pars. 7500(I)
above).

Retention period: 2 years, except re-
tain effective corresponden pertain-
ing to the establishment of the area
auditor’s office and instructions re-
ceived from higher authority in re-
gard to audit procedures until super-
seded or cancelled.

(3) AUDITORS TIME AND ACCOM-
PLISHMENT REPORTS:

(a) Individuals Bi-Weekly Time
(such as NAVCOMPT-896) and
signments (such as NAVCOMPT-

895); related local forms.
Retention period: year.

(b) Internal Auditors Weekly
Time Reports (such as NAVCOMPT-0-18)
and Organizational Time and Attendance
Reports (such as DD-594); related local
forms and copies of consolidated reports
made to the Navy Comptroller.

Retention period: year.

(4) AUDIT REFERENCE FILES:
manuals, directives, instructions, deci-
sions, memoranda, authorities, precedent
data, and other reference or informational
material relating to inspection and audit
functions.

Retention period: until superseded,
cancelled, obsolete, or no longer
needed for reference.

(5) CONTRACT AUDIT CONTROL
OR INDEX RECORDS: cards or other simi-
lar records maintained as a control record
of contracts and subcontracts, or of activi-
ties, subject to Navy audit.

Retention period: until superseded or
cancelled, or until year after final
audit report under the contract or
subcontract or internal audit, as
appropriate.

(6) AUDIT PRECEDENT FILES:
cards, indexes, or other records sum-
marizing and/or indexing important deci-
sions relating to contract audit or internal
audit matters, such as "Unallowable Costs,
"Contract Audit Decisions, briefs and

Change 11-7-20
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decisions of review boards, the Comp-
troller General, and the Assistant Navy
Comptroller (Audit), and others.

Retention period: until superseded or

obsolete, or no longer needed for
local reference purposes.

7510 INTERNAL AUDIT RECORDS

(I) AUDITORS WORKING PAPERS:
papers prepared and assembled during the
course of internal audits of fiscal opera-
tions at Navy and Marine Corps activities.
These consist of copies of directives and
organization charts, sample forms, con-
ference notes, auditors notes on findings,
and comments or statements regarding
procurement procedures, disbursing pro-
cedures, and fiscal management and
practices; extracts from journals, ledgers,
cash books, or other similar records; re-
lated correspondence. (These papers are
prepared or accumulated to assist the
auditor in evaluating fiscal operations and
to support his findings and recommenda-
tions as presented in formal audit reports.

Retention period: until completion of
next audit, or until 3 years old if no
subsequent audit wil/be made.

7540 INTERNAL AUDIT REPORTS

(I) INTERNAL AUDIT REPORT
FILES:

(a) Audit report files of activi-
ties performing intern.a/audits: copies of

reports and revisions (drafts)thereof, in-

cluding copies of final audit reports as
submitted to the Office of the Navy Comp-
troLter or other authority for review; related
correspondence; bureau or office concur-
ences, comments, or objections; and
reports concerning bureau or activity
implementation.

Retention period: 6 years.

(b) Final audit report files main-
rained b), the Office of the Nav Com_r01ir.

Retention period: permanent. (Trans-
fer to the Federal Records Center,
Alexandria, Virginia, when 3 years
old.

(c) In....o..rmational copies of re-

ports of audits erformed b), other activi’-
ties or offices and received for re[erence
or informational purposes o,ly.

Retention period: until superseded
or no longer needed for local ref-

7560 CONTRACT AUDIT RECORDS

(1) GENERAL CORRESPONDENCE
(DEPARTMENTAL) FILES, studies, and
other records of the Office of the Navy
Comptroller (Contract Audit Di.visi0n) re-

lating to the development and execution of
contract audit policies, plans, programs,
and procedures:

Retention period: permanent. Apply
para. 7500(I ).

(Z) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES relating to the opera-
tion and administration of contract audit
programs and functions. (Exclude records
covered in para. 7560(I) above.

Retention period: years.

(3) CONTRACT CASE FILES main-

rained by contract auditors: copies of con-
tracts, subcontracts, and amendments and
changes thereto, letters of intent, and cor-
respondence relating directly to the contract
document or to changes and amendments
thereto, involving cost-type, cost-plus-
fixed-fee, fixed-price incentive, and fixed-
price redetermlnable contracts.

Retention period: 3 years after sub-
mission of contract audit closing
statement.

(4) PUBLIC VOUCHER FILES: con-

tract auditors’ copies of vouchers filed by
contractor and numerically thereunder by
contract number.

Retention period: Z years.

(5) VOUCHER REGISTERS: summary
records of voucher transactions used for
contract audit purposes and maintained by
contract auditors.

Retention period: Z years.

7561 CONTRACTORS CONTROL AND
PROCEDURES RECORDS

(I) COMPANY CORRESPONDENCE
FILES maintained by contract auditors:
alphabetical files of copies of correspond-
ence with individual companies.

Retention period: 6 years, provided
irdormation is no longer required for
current audit purposes.

(Z) SURVEYS OF CONTRACTORS
INTERNAL CONTROLS AND ACCOUNTING
PROCEDURES(shas DD-673).

Retentionperiod: Z years after sub-
mission ofcontract audit closing
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7580

statement under the contract, then
transfer to nearest Federal Records
Center, provided no longer required
for current audit purposes.

CONTRACT AUDIT REPORTS
7582

terns are revised or superseded, or
contractor no longer performs con-
tracts for the Federal Government).

ADVISORY ACCOUNTING REPORTS.
See pars. 7580.

(I) CONTRACT AUDIT REPORTS
(not specifically covered elsewhere in
paras. 7550-7577): audit reports and all
documents comprising a part thereof; re-
lated correspondence and working papers.
Include such reports as contract audit
closing statements, advisory accounting
reports, and reports on special audits and
cross-servicing audit assignments:

(a) Prari._n_activity copies:
copies of reports maintained by activities
and offices performing the contract audit.
Include working papers used in developing
reports and other related papers and cor-
respondence.

Retention period: 2 years after sub-
mission ofcontract audit closing
statement or advisory accounting
report.

(b) Official ori inal re errs
nintained by the Office of the Navy
Comptroller.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Vs. when 3 years old.

(c) Other copies: all other
copies, including reference copies of re-
ports of other activities or agencies that
are received or mintained for information
or reference purposes only.

Retention period: until superseded
or until no longer needed for
reference.

(2) CONTRACT AUDIT WORKING
PAPERS:

(a) Working papers prepared in
c unction with audit re orts.

Retention period: dispose of at the
same time and in the same nsnner as
related contracts (see pars. 4280(1)),
or retain until superseded or obsolete,
as appropriate.

7584 CONTRACT AUDIT CLOSING STATE-
MENTS. See pars. 7580.

7600 INDUSTRIAL FUND FINANCING
RECORDS GENERAL

These records are accumulatedby indus-
trial or commercial type activities, includ-
ing the Guaranteed Loan Fund, specifically
designated by the Secretary of the Navy as
an industrial funded activity subject to site
audit bythe General Accounting Office (GAO).
The records are accumulated by these activities
in connection with their utilization of funds
in payment, for costs or services, repair,
manufacture, etc. Original dishursemen
records are retained at the site of opera-
tions where the7 are site audited b7 GAO.
The original returns are held on board lon
enough to satisfy Navy and Marine Corps
administrative needs and the audit require-
ments of GAO.

Special instructions for these original dis-
bursing records of industrial funded actlvi-
ties are contained in pars. 7-51. In addi-
ties, charters, commercial budgets, and
other financial records peculiar to indus-
trial funded activities are llstod in this
(7600) series. Apply pertinent subject
matter provisions throughout this manual
to other records of industrial activities.

(1) PRIMARY PROGRAM RECORDS:
general correspondence files, reports, and
other records of the Office of the Navy
Comptroller, Navy Department that docu-
ment its program responsibilities for the
development and execution of plans, poli-
cies, programs, and procedures for in-
dustrial fund financing.

Retention period: permanent. (Trans-
fer. to Federal Records Center, Alex-
andria, Vs. when 4 years old.

(2) GENERAL CORRESPONDENCE
FILES, includin reports relating to the in-
terrml firm,nc/al adminietraton and opera-

(b) WorlcLnz papers pertaialnz to ties og industrial or commercl Lud Line-c-
a s ocHic contrc r. 8 operations. (e apprrto subject-

tfl sers or or series for oer correspondence
sessions Is. 8., co becomes de- files.
fct contrtor’s controls sys- Roon peril: 2 years.
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7610 CHARTERS

(I) CHARTERS OF NAVAL INDUS-
TRIAL FUND OR COMMERCIAL-TYPE
ACTIVITIES:

{a) Master charters maintained
at departmental or command levels; related

etention period: permanent

(b) Industrial activities official
file coies.

Retention period: until activity is
disestablished. (Retain on board).

(c) Other copies.
Retention period: until superseded
or cancelled or until purpose has been
served.

7630 FINANCIAL CONDITION RECORDS

(1) PERIODIC FINANCIAL STATE-
MENTS of navy industrial fund or
commercial-type activities (such as Std-
220):

(a) Statements received by the

Comptroller.Nav
Retention -eriod: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Vs. when 4 years old.

(b) Statements received and/or
prepared by departmental bureaus and of-
fices or other c_osnizant activity/ for sub-
mission to Nav C.omptroller.

Retention period: 4 years,
retain 30 June statements on board.

(c) Copies maintained by other

submittin activities.
Retention period: 2 years, in accord-
ance with pars. 7331{I }.
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(2) COMMERCIAL CASH BUDGETS,
operating and estimated, together with
back-up reports and data.

Retention period: year after end of
fiscal year covered.

7640 INCOME AND EXPENSE RECORDS

(I) GENERAL LEDGERS OF NAVAL
INDUSTRIAL FUND ACTIVITIES: summary
record of activity’s financial transactions
{manual or mechanized).

Retention period: I0 years after
close of fiscal year involved, as pro-
vided in pars.

(2) SUBSIDIARY ACCOUNTING
LEDGERS: accounting ledger records sub-
sidiary to and used as control and posting
media to the General Ledger. These con-
sist of such documents as cash receipts
and disbursement ledgers, issue and turn-
in ledgers, voucher registers, journal
vouchers, materials on order ledgers, etc.

Retention period:- 4 years after fiscal
year involved.

(3) ORIGINAL NAVAL INDUSTRIAL
FUND disbursing returns. See para.
7z5().

(4) OTHER INCOME AND EXPENDI-
TURE RECORDS. Apply provisions for
similar non-Industrial Fund financial man-
agement records throughout this chapter.

7650 ACCOUNTING HANDBOOKS

(1) INDUSTRIAL FUND OPERATING
HANDBOOKS.

Retention period: master file (one
copy of each handbook or manual)-
permanent; other copies--until super-
seded, cancelled, or no longer needed
for operating or reference purposes.





CHAPTER

ORDNAIIC| MATERIAL RECORDS

8000-8999

The ecords described in this chapter re-

late to ordnance materials and functions.

They are accumulated by ordnance activi-

ties and offices and by internal units or

departments of activities or offices that are

concerned with ordnance-type functions and

weapons, including guided missile weapons,
and with the development, manufacture,

and readiness of ordnance for all naval
forces.

8000 ORDNANCE MATERIAL RECORDS
GENERAL

(I) PRIMARY PROGRAM RECORDS:

(a) General correspondence files

and other records of the Bureau of Naval
that document the establishment,

ent, and accomplishment of poli-
cies, plans, and programs for naval ord-

nance weapons.
Retention period: permanent. (Trans=
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.

(b) General correspondence files

of ordnance activities and offices: that
of the files (centralized or decen-

traed) that documents the activity or of-

rice’s organizational history and the over-

all development and accomplishment of
essential and significant transactions,

plans, special programs, studies, or proj-
ects (exc see para. 3900 for records

relating to research and development
matters).

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 5 years old.

(Z) GENERAL CORRESPONDENCE
FILES of ordnance activities and offices or
other organizational units performing ord-
nance functions (other than those covered
inpara. 8000(I) above):

(a) That portion of the files of
ordnance activities and off,ces that relat’es
t,o the performance of essential programs,
transactions, and procedures.

Retention period: 6 years, except I0
years for ordnance plants.

(b) Files rela..tig to the routine
internal operation and administration of
ordnance functions.

Retention period: Z years.

(c) Other files, including pro-

gram records of internal departments,
divisions, or other organizationa.l units of
ordnance activities that ar’e essentially
duplicated or summarized in records de-
scribed in subpara. (a) above.

Retention period: 3 years.

(3) ORDNANCE TECHNICAL IN-
STRUCTIONS. Apply para. 13000(6).

(4) ORDNANCE REPORTS AND RE-
LATED PAPERS: copies of reports sub-

mitted to Bureau of Naval Weapons or other

higher authority and not specifically cov-

ered elsewhere in this chapter. (See
chapter 4 for ordnance supply and material
reports.

Retention period: Z years.

(5) ORDNANCE PLANS AND DRAW-
INGS for all ordnance weapons and mate-

rials (including underwater ordnance, ord-

nance tools, spare parts, etc. ). Consist o(
tracings, vandykes, outline sketches, photo-
prints, blueprints, signed line sketches o
ordnance materials, signed lists of spare
parts and tools bearing line sketch numbers,

history card index or other index records,

and engineering data reflecting the develop-
ment and history of equipment or materiah

(a) Master file of drawings,

tracinjs, and/or photographic or microfilm

negatives. These are accumulated by the
Bureau of Naval Weapons and by activities

originating or having.design cognizance
over the plans.

Retention period: permanent. (Trans-
fer to Naval Orctnance Plant (Central
Technical Documents Office), Louis-
ville, Ky. when obsolete or no longer
needed for reference.

(b) Other copies.

Retention period: until obsolete or

superseded by revised drawing or

Chane 1
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list; or until weapon or material is
disposed of, except that when disposal
is by sale or transfer, transferplans
with weapon or material. When de-
sign cognizance or manufacturing
facility is transferred, transfer cur-
rent plans to new location or to new
cognizant facility. Destroy extra
copies used for local reference pur-
poses when no longer needed. De-
stroy folios of prints of drawings
{complete set of detail and assembly
for ordnance equipment) when obso-
lets and when design cognizance is
transferred.

(6) ORDNANCE SPECIFICATION
RECORDS. Apply para. 8000(5).

(7) COMMERCIAL ORDNANCE
CATALOGS (other than those that are made
a part of a case upon which action has been
taken}.

Retention period: until superseded
or obsolete.

(g) ORDNANCE EGUIPMENT HIS-
TORY CARDS.

Retention period: until disposal of
equipment.

(?) ENGINEERING DATA (CASE)
FILES for ordnance materials. These are
accumulated by activities having design or
manufacturing or procurement cognizance.
Consist of copies of drawings or plans, de-
tailed engineering data, ’copies of related
instructions, correspondence, defect clas-
s/fications (OGDs), and other papers per-
taining to the engineering development of
the ordnance item.

Retention period: 5 years after
superseded or obsolete, provided
master file described in para. 8000{5}
above is maintained as a permanent
record. TL manufacturing cognizance
is transferred to another activity,
transfer file to new cognizant activity.

{I0} FILES RELATING TO STAND-
ARD PATTERNS for ordnance equipment.
See para. 4121.

(II) DESIGN REORTS: reports
(such as Report Symbol 41ZI-I )prepared
or accumulated by design departments of
ordnance activities. Include reports cov-
ering new drawings and revisions for ord-
nance items under a cognizant activity and
submitted to Naval Ordnance Plant, Louis-
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viLTe, Ky. or other designated naval
activity.

Retention period: I year.

(I-) ORDNA/CE MATERIAL PER-
FORMANCE EVALUATION RECORDS.

Retention period: 3 years.

(I 3) BUREAU OF NAVAL WEAPONS
TECHNICAL LIAISON OFFICES RECORDS:

(a) Qeneral correspondence files
and other records of BUWEPS chnical
Liaison Ofices (other than reports covered
in subparas. (b) and (c) below). Apply
para. 8000(2 ).

(b) Monthly reports of activities.
Retention period: 3 yea-s, provided
reports are no longer needed for ref-
erence purposes.

(c) .Technical Reports and Ib-
Hcations Files: copies of technical ord-
nance reports and publications submitted to
and/or duplicated in the files of the Bureau
of Naval Weapons or other higher authority;
copies of technical reports or publications
originated by other Government agencies or
by private organizations or firms. {See
also para. 3900.

Retention period: 5 years after com-
pletion or terminatiozi of related
project or contract.

8010 AMMUNITION AND EXPLOSIVE
(GENERAL) RECORDS

(1) AMMUNITION (INCLUDING GUN
AMMUNITION) REPORTS.

Retention period: 1 year or until ac-
tivity is disestablished, whichever is
earlier.

(2) SMOKELESS POWDER TEST
SHEETS-SURVEILLANCE REPORTS (such
as NAVORD-67); related papers.

Retention )eriod: Z0 years. (Trans-
fer to nearest Federal Records Cen-
ter when no longer needed for local
reference.

8020 AMMUNITION AND EXPLOSIVE
SAFETY RECORDS

(I) ARMED SERVICES EXPLOSIVE
SAFETY BOARD REPORTS and related
papers pertaining to inspect/ons todeter-
mine the safety of ammunition storage and
storage facilities; naval activities copies.
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Retention period: until two subse-
quent reports have been prepared and
submitted to the Bureau of Naval
Weapons.

(2) MAGAZINE TEMPER.ATURE
LOGS or other similar records, including

daily records.
Retention period_." 1 year.

(3) OCCUPATIONAL VISION TESTS,

including vision performance profiles of
employees.

Retention period: until transfer or

Other separation of employee.

(4) OTHER SAFETY RECORDS. See
para. 5100.

8050 PYROTECHNIC RECORDS

(I) PYROTECHNIC TEST RECORDS,
including laboratory reports, and related
data cards.

Retention period: 2 years ater item

is declared obsolete.

8200 FIRE CONTROL AND OPTICS
RECORDS GENERAL

(I) FIRE CONTROL CARDS (such as

NAVORD-51a and b) for ordnance equipment

Retention period: until item is re-
turned or expended.

(2) SMALL ARMS AND INVENTORY
REPORTS: copies of reports submitted to
Bureau of Naval Weapons or other higher
authority.

Retention period: I year.

8500 UNDERWATER ORDNANCE
RECORDS- GENERAL

(I) ACOUSTIC RECORDINGS OF
MAGNETIC TAPES of ships ranged at ord-
nance laboratory facilities: used to study
and evaluate underwater acoustics and de-

fense systems.
Retention period: until passive
acoustic mine mechanisms are aban-
doned permanently.

(Z) RECORDS (TAPES) OF PRES-
SURE SIGNATURES OF SHIPS and tape re-

cordings of wave backgrounds, accumulated
by ordnance laboratories.

Retention period: I0 years after
vessel or class of ship is stricken,

(3) SUMMARIZED MINE ACTUATION
DATA for new or stockpile mines on all

classes of ships; range .pes and related
summary sheets showing ships magnetic

and materials; related or similiar documts, field measurements:
Retention period: until equipment is

declared obsolete.

8300 GUNS AND MOUNTS RECORDS
GENERAL

(I) GUNS AND MOUNTS HISTORY
RECORDS: master Gun and/or Mount Lif
History Record cards, gun manufacturing
cards, or other similar records. These
are accumulated primarily by ordnance
production activities.

Retention period: until equipment is

disposed of by sale, loss, or scrap-
ping.

(2) ORDNANCE ACTIVITIES RE-
PORTS OF ACCEPTANCE AND REJECTION
of gun barrels, guns, mounts, etc.

Retention period: 3 years.

8370 SMALL ARMS AND LANDING FORCE
EQUIPMENT RECORDS

(1) CUSTODY CARDS FOR SMALL
ARMS.

accumulated by ord-

nance laboratories in connection with cali-

brating or check-ranging vessels and con-

solidating nine actuation data.
Retention period: permanent.

(4) RECORDS RELATING TO MAG-
NETIC FIELDS OF SHIPS OR SHIPMODELS
(types). These are accumulated by ord-
nance laboratories or other similar activi-
ties:

(a) Blueprints, drawings, speci-
fications, and other construction details for

ship model and its degaussing installation
(equ/pment).

Retention period: until equipment
isbecomes obsolete or ! year ater

suance of final report on each ship
model investigated.

(b) Record.e_r. ta__es of maneti_c
fields of shi.s.

Retention period: 1 year a/ter is-

suance of final NAVWEPS report.

(c) Summarized tabuiated data.
Retention period: until ship model
becomes 0bsolee.
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8510 TORPEDO RECORDS

(I) TORPEDO (CASE) FILES: jack-
ets for individual orpedoes consisting of
such records as Torpedo Examination
Seets, Gyro Run Cards, Torpedo Over-
hauling Sheets, other similar forms, and
related correspondence and papers. These
are maintained by activities responsible
for manufacturing, inspecting, proofing,
and overhauling torpedoes.

Retention period: until torpedo is
scrapped or declared obsolete and the
Central Torpedo Office has been fur-
nished a complete numerical listing
of each torpedo’s Mark, Mod, and
register numbers and the serial num-
bers of components scrapped with the
torpedo, except that files relating to
active torpedoes will be handled as
follows

(a} Manufacturing activit7 files.
Retention period: unt .’eceipt of the
group proofing reports or completion
of the procurement document, which-
ever is later, provided no further
analysis is required and t Central
Torpedo Office has been furnished
the required recapitulation of official
register and serial numbers for ap-
pl/cable torpedoes and components.

(b) Proofing activity files.
Retentionperiod: 2 ye-rs er com-
pletion of required analysis and eval-
uation of ranging runs, provided
pertinent data has been transferred
to permanent card file.

{c} Overhaulin activit7 files.
Retention period: 3 months after
entries are made in applicable Tor-
pedo Record Book.

(2) TORPEDO RECORD BOOKS:

(a) Central Torpedo Office (CTO)
books: forwarded by activities to CTO whentor"o is lost, damaged beyond repair,
scrapped or declared obsolete.

Retention period: 2 years fter tor-
pedo is obsoleted or scrapped; I year
after torpedo is fired and lost or
damaged beyond repair, provided re-
quired data has been recorded on
EAM card.

(b) Other activities books.: retain or board
until torpedo is scrapped, obsoleted,
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or lost or damaged beyond repair,
then handle as follows:

I. When torpedo is obsoleted
or scrapped, destroy as soon as the Cen-
tral Torpedo Office has been furnished a
numerical Listing of each torpedo’s Mark,
Mod, and register numbers and the serial
numbers of components scrapped with the
torpedoes.

2. When torpedo is fired and
lost or damaged beyond repair, forward
with Report of Lost or Erratic Torpedoes
(RUDTORPE) to Central Torpedo Office.
{CTO wLLl destroy when I year old as pro-
vided in subpara. {a} above.

(c) Naval Tank Record (such as
NAVORD-1838} accumulated by the Central
Torpedo Office. (Forwarded to CTO by ac-
tivities either separately or with Torpedo
Record Book when torpedo is obsoleted.

Retention period: 2 years.

(3) RUDTORPES: reports of lost and
erratic torpedoes.

Retention period: originals maintained
by CentraITorpedo Office--10 years;
other copies--- years.

(4) BATTERY RECORD CARDS AND
EXPLODER HISTORY CARDS (such as
NAVORD-2120 and 2410). accumulated by
the Central Torpedo Office.

Retention period: - years.

(5) TORPEDO DATA (EAM) CARDS:
records of torpedo location, date of manu-
facture, register number, Mark, Mod, ex-
ercise runs, overhauls, and expenditure
data. (Data is extracted from Record Data
Book.

Retention period: 1 year after final
disposition of torpedo.

(6) PERIODIC TABULATIONS OF
LOST TORPEDOES: Listings (IBM)pre-
pared monthty and annually. Contain such
data as registered number of lost torpedo
and components, title of losing activity,
and requests for disposition.

Retention period: monthly listings--
until compilation and issuance of
annual summaries; annual summaries--
permanent.

(7) SPECIAL TOOLING MANUFAC-
TURING DATA FILE. Apply pars. 4870(4)
provided master microfilm negative has

n-s-4 ,Tune
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forwarded to the Naval Ordnance Plant,

Forest Park, Illinois.

8530 DEPTH CHARGE RECORDS

(I) REPORTS OF DEPTH CHARGE
RELE’ASE GEAR MATERIAL.

Retention period: 1 year.

8800 GUIDED MISSILE WEAPONS
RECORDS GENERAL

(I) ENGINEERING PLANS AND
DRAWINGS FOR GUIDED MISSILES. See

para. 13000.

(2) TEST AND DEVELOPMENT
RECORDS. See para. 3900.

8900 MISCELLANEOUS ORDNANCE
MATERIAL RECORDS

8950 DEPERMING AND DEGAUSSING
RECORDS

(I) GENERAL CORRESPONDENCE
FILES relating to the internal operation
and administration of deperming and de-

gaussing functions.
Retention period: 2 years.

(Z) DEPERMING REPORTS, to-

gether with related correspondence and

papers.
Retention period: year or until

activity is disestablished, whichever
is earlier.

(3) ORDERS AND INSTALLATION
INFORMATION relating to deperming and

degaussing procedures.
Retention period: until superseded,
cancelled, or obsolete.
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Retention period: 3 years, except
retain deperming and degaussing data
and related specifications for year.

(5) RANGING AND DEPERMING IN-
SPECTION LOGS, work sheets, and other
related papers and logs.

Retention period: year.

(6) DEGAUSSING INSTALLATION
SPECIFICATIONS drafted by local activities.

Retention period: year.

(7) ACTIVITIES LOCAL OPERAT-
ING FORMS AND PAPERS, such as re-

ceipts for degaussing folders; degaussing
inspection and action reports; preliminary
inspections of compass material.

Retention period: 6 months.

(8) RANGE TAPES:

(a) Range tapes of active, reserve,

or inactive vessels.
Retention period: year or until su-

perseded or activity is disestablished,

whichever is earlier, except when

vessels are stricken from te Navy
Register retain for 6 months after

degaussing has been discontinued or

vessel stricken.

(b) Range tapes for degaussed

foreisn naval and merchant vessels.
Retention period: year, provided
no new degaussing data have been
taken; 6 months after vessels are no

longer depermed; or until activity is

dis established.

(c) Range tapes t.hat are invalid

because of (a) the presence of other ships
fields, (b) predeperm ranging of new ships,

(c) rangings with grossly mis-set coils; or

because vessel missed range or passed

(4) SHIPS DEPERMING (CASE) FILES over inoperative instrument.

for merchant marine and naval craft. Con- Retention period: month.

sist of deperming and degaussing reports
and data, copies of related specifications, (9) RECORDS OF ORDNANCE LABO-

material inspection records, correspond- RATORIES relating to degaussing equipment

ence, and other papers, aboard ships. See para. 8500(4).

m n-8-5





CHAPT|It 9

SHIP DESIGN AND SHIPS MATERIAL RECORDS

9000.9999

The records described in this chapter re-

late to ships design and ships material and
related functions. They are accumulated
by shipyards, ship facilities, industrial
managers, supervisors of shipbuilding, and
by other activities and offices concerned
with the design, construction, and mainte-
nance of naval ships, including internal
units or departments of activities and offi-
ces concerned with the technical and liai-
son phases of ships design and material.
Records relating to the operation of naval
vessels are covered in chapter 3; records
relating to research and development mat-

ters are covered in paragraph 3900; rec-

ords relating to the construction, mainte-

nance, and conversion of vessels and other
logistical records are covered in chapter 4.

9000 SHIP DESIGN AND SHIPS MATERIAL
RECORDS GENERAL

(I) PRIMARY PROGRAM RECORDS:

(a) General correspondence files

and other records accumulated by the Bu-
reau of Ships that document its organization
and the establishment, development, and
accomplishment of plans, policies, pro-
grams, and procedures relating to the Bu-
reau’s assigned primary mission responsi-
bilities. These consist of correspondence,
reports, studies, and other records relat-
ing to the Bureau’s primary mission.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Vs. when Z years old.

(b) General correspondence files
of ship),ards; ship repair facilities; indus-

trial managers and assistant industrial,
managers; the Naval Unit}Edewood Arsenal,
Md. and all other BUSHIPS activities and
offices: that portion of the files of the com-

mander or commanding officer (centralized
or decentralized) that contains the official
documentation of the organization, policies,
and essential or precedent program trans-
actions of the activity.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 4 years old.

(2) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES (other than primary
program records covered in para. 9000(I)
above):

(a) Files relating to the routine

internal operation and administration of the
activity and of individual departments or
other organizational units.

Retention period: 2 years.

(b) Other correspondence files of
individual departments.

Retention period: 4 years.

(3) SHIPYARD OR STATION JOUR-
NALS (or logs): maintained by stations in

accordance with Navy Regulations. See
para. 5750(5).

(4) SHIPS SEALS, WAX SEALS,
AND HAND PRESS SEALS.

Retention period: until obsolete,
worn out, or broken. (Destroy im-

mediately. Do no__t turn in or forward
such seals to another naval activity
or to a Federal Records Center for
disposition.

(5) SUPERVISORS OF SHIPBUILD-
ING, USN, AND NAVAL INSPECTORS OF
MATERIAL. Apply para. 4355.

9010 SHIPS CHARACTERISTICS RECORDS

(I) SHIPS CHARACTERISTICS DATA:
reference files maintained by activities.

(See also para. 4700(3) and see para. 9020
for ships plans.

Retention period: until superseded,
or no longer needed, or vessel is

stricken from Naval Vessel Register.

9020 VESSEL DESIGN RECORDS

(1) MASTER (DEPARTMENTAL)
SHIPS PLANS FILES: accumulated by the
Bureau of Ships for a11 naval vessels and
ships machinery. Consist of plans pre-
pared by the Bureau of Ships and plans for-
warded to the Bureau by other originating
activities and by contractors:

Change 1

II-9-I 27 August 1964
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(a) Original vlans and/or master
microfilm (negatives): booklets of general
plans, faired lines plans, inboard and out-
board profile plans, and general arrange-
ment plans (including machinery); related
index cards.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when ship or all ships in
a class are stricken from Naval
Vessel Register.

(b) All other plans.
Retention period: until sh/p or al
hips in a class are stricken from
Naval Vessel Register.

(2) ACTIVITIES SHIPS PLANS,
including tracings and reproductions,
maintained by field activities.

Retention period: until obsolete or
superseded, when vessel is
stricken handle as follows:

(a) forward tracings of faired
lines plans, inboard and outboard plans,
and all selected record plans or corrected
work plans having titles the same as se-
lected record to the Bureau of Ships
(Code 237.);

(b) destroy reproductions of
tracings described in (a) above, provided
they are no longer needed locally;

(c) destroy tracings and repro
ductions of all other hull, machinery and
e-ctrical plans, provided they are no
longer needed locally.

Notify the Bureau of Ships when
(a) obsolete plans assigned a BUSHIPS
number are destroyed, and (b) when super-
seded plans that have been replaced by
plans assigned ne._.w BUSHIPS numbers are
destroyed. The Bureau need not be noti-
fied when superseded plans that have been
replaced by plans assigned: the same BU-
SHLPS numbers are destroyed.

(3) REFERENCE FILES OF SHIPS
PLANS (departmental and field).

Retention period: until superseded,
obsolete, or no longer needed for
reference.

(4) REQUESTS FOR DESIGN ACTION
Retention period: 6 months after re-
quest is filled.

(5) RECORDS OF WEIGHT AND
MOMENT CHANGES for each vessel, in-
cluding Weight Reports of New Construc-
tion of Vessels and daily planning reports:
maintained by Planning Departments of
BUSHIPS activities.

Retention period: I year.

(6) SHIPS CONSTRUCTION. MAIN-
TENANCE, AND REPAIR (CASE) FILES.
See para. 4700(3).

9030 SHIP READINESS RECORDS

(1) ACCEPTANCE TRIAL REPORTS
AND UNDERWAY TRIAL REPORTS OF
VESSELS. See para. 9080.

(Z) OFF-HIRE AND ON-HIRE IN-
SPECTION REPORTS.

Retention period: 2 years.

(3) RECORDS RELATING TO READI-
NESS, INSPECTION, AND MAINTENANCE
OF SERVICE CRAFT. See para. 4780.

9060 LAUNCHING RECORDS

(I) CORRESPONDENCE and related
papers concerning the launching of newly
constructed vessels. See paras. 9000(I)
and (Z).

9070 DOCKING KECORDS
(I) DOCKING REPORTS.
Retention period: 2 years.

9080 SHIP TRIALS RECORDS

(I) ACCEPTANCE TRIAL REPORTS
AND UNDERWAY TRIAL REPORTS for newly
constructed vessels: copies of reports of
boards or sub-boards of inspection and sur-
vey maintained by BUSHIPS activities. In-
clude related correspondence and papers.

Retention period: 3 years, or until
superseded by new report, as pro-
vided in para. 4730(4}.

Change 1
27 August 1964 11-9-2
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9290 SEAWORTHINESS RECORDS

(I) REPORTS ON STABILITY,
WATERTIGHT INTEGRITY, AND INCLIN-
ING VESSELS maintained by the Planning
Department of BUSHIPS activities.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when no longer needed for local
reference or when activity is dis-
established.

9400 MACHINERY PLANT AND SYSTEMS
RECORDS- GENERAL

9440 PROPELLER RECORDS

regular overhaul of vessel concerned,
whichever is earlier.

(Z) JOB PROGRESS AND CONTROL
FILES relating to the planning, scheduling,
progress, and completion of each ordnance
job. Include data relating to workload cal-
culations, job orders, shop completion re-
ports, stock reports, delivery schedules,
authorizations for ordnance work, and
copies of inspections and tests conducted by
inspectors of ordnance.

Retention period: 3 years, or 6
months after next succeeding regular
overhaul of vessel concerned, which-
ever is earlier.

(I) PROPELLER INSPECTION RE-
PORTS for naval vessels.

Retention period: 3 years or until
superseded, whichever is earlier.

9670 ELECTRONICS RECORDS

(1) GENERAL CORRESPONDENCE
FILES of the Electronics Divisions or units
of activities relating to their responsibili-
ties for the inspection, repair, and instal-
lation of electronics equipment on naval
vessels. Consist of equipment and test
data, copies of station directives, and
other records relating to shipboard elec-
tronics matters and shipboard integrated
electronic s systems.

Retention period: 4 years.

(2) ELECTRONIC EQUIPMENT IN-
STALLATION RECORDS; related or simi-
lar records.

Retention period: until superseded,
until equipment is transferred to
other control, or until final disposi-
tion of equipment.

9730 ARMAMENT OF SHIPS RECORDS

These records relate to the armament of
ships and’the maintenance and repair of
ordnance material aboard ships. They are
accumulated by the Ordnance Division of
shipyards, facilities, and other activities
concerned with the construction and main-
tenance of naval vessels.

(3) CARD RECORDS SHOWING
TECHNICAL STEPS TAKEN (or methods
used) in the completion of each ordnance
job.

Retention period: 3 years, or 6
months after next succeeding regular
overhaul of vessel concerned, which-
ever is earlier.

(4) ARMAMENT DATA FOR MER-
CHANT VESSELS, comprising equipment
cards, inspection and machinist reports,
and storehouse receipts.

Retention period: 3 years after vessel
is disarmed.

(5) GUN AND MOUNT CARDS, re-
porting on transfers, changes of guns and
mount assemblies (such as NAVORD-40-A1,
40-AZ, 40-A3) aboard vessels.

Retention period: 2 years.

(6) GENERAL AMMUNITION RE-
PORTS, STAR GAUGE REPORTS, AND
ANNUAL REPORTS of inventories of ord-
nance equipment at the activity.

Retention period: 2 years.

(7) 20MM AA GUN REPORTS, AA
MACHINE GUN REPORTS, and other simi-
lar reports relating to ordnance equipment
for naval vessels.

Retention period: 2 years.

(8) ORDNANCE PLANS AND DRAW-
INGS. Apply para. 8000(5).

(I) GENERAL CORRESPONDENCE
FILES and reports relating to the installa-
tion, repair, and maintenance of ordnance
aboard vessels.

Retention period: 3 years, or 6
months after the nex succeeding

(9) ALLOWANCE LISTS. See para.
4441.

(I0) REPORTS, CORRESPONDENCE,
AND OTHER RELATED RECORDS CON-
CERNING THE INSPECTION OF ORDNANCE
ABOARD VESSELS. Apply para. 4355(I ).
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9790 SMALL ARMS AND LANDING FORCE
EQUIPMENT HANDLING AND STOWAGE
RECORDS

(I) SMALL ARMS REPORTS reLat-
ing to equipment aboard naval vessels.

Retention period: - years.

9810 MINE, TORPEDO AND BOMB PRO-
TECTION RECORDS

(I) DEGAUSSING WATCH LISTS FOR
VESSELS (other than copies in ship (case)
files covered in para. 4700(3)).

Retention period: 1 year or until
superseded, whichever is later.

(Z) TORPEDO EQUIPMENT RE-
PORTS, including inventory reports, re-
lating to torpedo equipment aboard naval
vessels.

.R.etention period: Z years.

98Z0 SMALL BOAT RECORDS

(I) SEMI-ANNUAL INVENTORIES
OF SMALL BOATS (such as NAVAER-1993)
prepared and accumulated by aeronautical
activities; records, including reports and
correspondence, relating to the use of
small boats.

Retention period: Z years.

9930 FIRE FIGHTING EQUIPMENT REC-
ORDS

(I) FIRE PROTECTION AND FIRE
FIGHTING RECORDS relating to vessels,
buildings, and other facilities. Apply para.
II3Z0.

9940 SHIP SALVAGE AND RELATED
EQUIPMENT RECORDS

(I) SHIP SALVAGE FILES:

(a) General correspondence files
of activities or units relating to the opera-
tion and administration of ship salvage
functions.

Retention period: Z years.

(b) Daily reports of civilian sal-
vage vessels: letter reports from con-
tractors showing daily locations of salvage
vessels belonging to and operated by private
contractors.

Retention period: I year.

(c) Reports of operations of USN
salvage vessels operated by private con-
tractors under contractual terms; and
ports of USN ARS class {Reuair Salvag
Shivs) under charter to private concerns.

Retention period: 6 years after
termination of contract.

(d) Reports of ship salvage, including status reports and
semi-annual reports of current status of
cLaims outstanding.

Retention period: 5 years, except
retain final reports on salvaims
cases for 6 years after settlement or
cancellation of case.
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GENERAL MATERIAL RECORDS

10000-10999

The records described in this chapter re-

late to general materials not covered in the

specialized material series (such as ord-
nance, ships, aeronautical ). They relate
to personnel materials, general tools and
machinery, electronic and electrical equip-
ment, building materials, fuels, metals,

photographic equipment and accessories,

and other miscellaneous materials. They
are accumulated throughout the Department
of the Navy by activities performing spe-
cialized, technical, or other functions re-

latin to these materials.

I0000 GENERAL MATERIAL RECORDS
GENERAL

(I) BLUEPRINTS AND DRAWINGS
of general equipment and material items.

(See also para. 41Z for specification files ):

(a) Original tracin@s or draw-
cop,esins (master only).

Retention period: indefinite, or until

microfilmed and identification and
mounting is completed.

(b) Master microfilm negatives.
Retention period: indefinite.

(c) Other Copies.

Retention period: until superseded,
obsolete, or no longer needed for

reference.

I0100 PERSONNEL MATERIAL RECORDS-
GENERAL

I01 I0 PROVISIONS AND RATIONS (SUB-
SISTENCE) RECORDS

(I) ACTIVITIES PROVISIONS AND
SUBSISTENCE REPORTS: reports and re-

lated records concerning the receipt, issue,

inventory, and storage of provisions and
rations. Include General Mess Operating
Statements (such as NAVSANDA-45) used
for reporting mess statements and receipt

expenditures of general mess items; Pro-
visions Ledgers (such as NAVSANDA-335)
used to record, by quantity only, receipts,

expenditures (transfers, surveys, sales,

and issues) and running balances on hand
for each subsistence item Combined
(uarterly Invoice Returns of Provisions and
Statements of Over and Under Issues (such
as NAVSANDA-36); Stock Ledgers (such as
NAVSANDA-305); and quarterly packaged
operational records. (See para. 7Z80 for

disposal of copies maintained by Navy
regional accounts offices and para. 73Z3(I
for subsistence stores accounting returns
and reports.

(a) Subsistence Reports (such as

NAVSANDA-1059, requirement estimate

reports, and quarterly, packaged operational

reports.
Retention [eriod: year.

(b) All other records.
Retention period." 2 years.

(2) SUBSISTENCE OPERATIONAL
ANALYSIS REPORTS (such as NAVMC-
I0369-SD) and related papers. Apply para.

(3) RATION MEMORANDA, MESS
RATION CREDITS, DAILY RATION REG-
ISTERS, and other similar records, includ-

ing Personnel Recapitulation and Mess Ra-
tion Credits and other forms used to report
daily and monthly mess credits and to ac-

count for rations and monies (such as
NAVSANDA-Z7, 9Z5 and 9Z6, and NAVMC-
565-SD, 0Z98-SD and 584-SD).

Retention Deriod: 6 months.

(4) FOOD SERVICE ADVISORY COM-
MITTEE RECORDS:

(a) Food Service Advisory Com-
mittee’s (Official) File: maintained by the
Navy Subsistence Office. Includes charter,

organizational documents, membership
lists, minutes of meetings, and official
committee reports.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.

(b) All other papers.
Retention period: year.

(5) GENERAL MESS MENUS (such as
NAVSANDA-1080), bills of fare, and cooks
work sheets (such as NAVMC-36-SD), and
other similar forms used for local subsist-
ence management purposes; related papers.

Chance 1 H- 0-
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Retention period: 6 months, except
the Navy Subsistence Office will re-
tain master menus for year.
needed, holiday menus may be re-
tained for year.

(6) REFERENCE FILES: copies of
uniform ration laws, Navy Food Service
publications, Quartermaster Food and Con-
tainer Institute reports, subsistence speci-
fications and food standards, Navy recipes,
menus, and other publications, catalogs,
bulletins, pamphlets, brochures, and pa-
pers relating to provisions, rations, and
subsistence: used only for reference or to
facilitate local operations.

Retention period: until superseded,
cancelled, obsolete, or no longer
needed for reference.

10120 CLOTHING AND UNIFORM REC-
ORDS

(I) CLOTHING REQUISITION AND
RECEIPT RECORDS (such as Requests for
Issue or Turn-in, DD-1150). See paras.
42-35 and 1070(Z2).

(Z) CUSTODY RECEIPTS FOR
COTHING ISSUES.

Retention period: until clothing is
returned.

(3) CLOTHING STORES RETURNS.
See paras. 7330(1) and 7Z80.

(4) NAVAL UNIFORM SHOP REC-
ORDS. These are records accumulated
only by the Naval Uniform Ship, Brooklyn,
N.Y.:

(a) Customer correspondence.
Retention period: year.

(b) Remittance correction re-
quests: records of return of checks to in-
dividuals because of irregularities.

Retention period: year.

(c) .Daily records of packages
shipped, used as records of reconciliation
for outgoing packages to invoices; copies of.

Retention period: 2 years.

(d) Invoices submitted by indi-
viduals (customers) and used to verify pay-
ment; addin machine tapes verifying checks
received; and dail), records of com.letedorders reftecting turnover product,on and
details of what has been produced.

Retention period: 2 years.

Disposal of Navy and Marine Corps Records

(e) Cash register tapes of cash
sales in Uniform Shop.

Retention period: 6 months after
completion of internal audit.

(f) Financial anal),sis reports:
summary records pertaining to forecasting,
analysis of sales, and cost of manufacturing.

Retention period: 10 years.

(g) Clothing measurement rec-
ord___..s, used for naval personnel reordering
purposes.

Retention period: 4 years, .except
retain permanently records of dis-
tinguished personnel; e. g., Fleet
Admiral Halsey.

(h) .Returned merchandise credit
invoices showing readjustmen.’s to individual
accounts.

Retention period: 6 months.

(i) Uniform and Equipment Ad-
justment Records (such as 3ND-NUS-
10123-5): records of alterations, defects,
and adjustments.

Retention period: 6 months.

(5) CLOTI-HNG ISSUE RECORDS
maintained by military personnel depart-
ments. Seepara. 1070(22).

10170 INSTRUCTION AND TRAINING
EQUIPMENT RECORDS

(I) INSTRUCTION AND TRAINING
COURSE MATERIALS.

Retention period: until superseded,
obsolete, or no longer needed, ex-

originating training actlviti-
will retain master copy of each
cial training course, syllabi, or other
materials when they relate to general
training programs or techniques and
no____t local, routine training operations.

10171 TRAINING AIDS AND DEVICES
RECORDS

(I) DRAWINGS, REPRODUCIBLES,
BLUEPRINTS, VANDYKES, AND TRAC-
INGS of technical training devices and aids:

(a) Originals (master file).
Retention period: permanent. (Trans-
fer to nearest Federal Records Center
when device becomes obsolete or is
no longer needed for local reference
purposes.
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(b) All others.
Retention period: until superseded,
obsolete, or no longer needed.

(Z) TRAINING DEVICES CENTER
PRIMARY PROGRAM RECORDS. See
para. 3900.

10Z90 TOOL EQUIPMENT RECORDS

(I) RECORDS RELATING TO USE,
MAINTENANCE, AND REPAIR OF TOOLS
AND GAUGES; calibration records; related
papers.

Retention period: 3 years.

(Z) SPECIFICATION FILES. See
para. 41Zl.

(3) TOOL REPAIR HISTORY CARDS:
these cards list major repairs to each tool.

Retention period: until tool is re-
ported as disposition.

(4) SPECIAL ORDNANCE TOOLING
(PRODUCTION) RECORDS. See para.
4870.

0340 FUEL RECORDS

(1) FUEL REPORTS: copies of re-
ports relating to the receipt, issue, inven-
tory, replenishment, consumption, and re-
quirements of fuel products submitted to
higher authority. Include fuel loading and
discharge reports.

Retention period: 2- years, except
retain fuel requirements estimate
reports for year.

(Z) SLATES (listings) showing fuel
inventories, storage, consumption, re-
quirements, and planning data for petro-
leum.

Retention period: year, except
retain bulk petroleum products
slates for Z years.

(3) OTHER FUEL REPORTS re-
ceived for informational purposes or used
as local working papers. Include local
statistical reports.

Retention period: until superseded
or cancelled or until purpose has
been served.

10310 METALS RECORDS 10342- PROPELLANTS RECORDS

(I) PHOTOMICROGRAPHS OF
METALS used in the manufacture of naval
weapons and materials and accumulated by
naval ordnance plants.

Retention period: permanent.

10330 CHEMICAL AND GAS RECORDS
(OTHER THAN WARFARE RECORDS)

(I) TECHNICAL CHEMICAL RE-
PORTS: official copies of reports main-

tained by the Naval Unit, Edgewood Ar-
senal, Md. One copy of each,

Retention period: permanent.
(Transfer to Federal Records Cen-
ter, Alexandria, Va. when no longer
of local research or training value.)

(Z) GENERAL CORRESPONDENCE
FILES OF THE COMMANDING OFFICER,
NAVAL UNIT, EDGEWOOD ARSENAL, Md.
Apply para. 9000(i).

(I) PERFORMANCE TEST RECORDS,
including manufacturing test sheets, for lots
or batches of powder or other propellants.
These are accumulated by plants, labora-
tories, or manufacturing facilities. (See
para. 4430 for inspection receipt (accepta-
bility) records.)

Retention period: until material in-

volved is withdrawn from service.

(Z) NAVAL PROPELLANT PLANT,
INDIAN HEAD, MARYLAND RECORDS:

(a) General correspondence files
of the commanding officer that document the
Plant’s organizational history and the over-
all development and execution of plans,
policies, programs, procedures, and essen-
tial transactions relating to its assigned re-

sponsibilities for the development and man-
ufacture of propellants.

Retention period: permanent, as

provided inpara. 8000(I).

10332- CONCRETE RECORDS

(1) STRENGTH AND OTHER TEST
RECORDS for concrete used in construction
work by public works activities. See para.
11013(2-).

(b) Other correspondence files.
See para. 8000(Z).

10460 OFFICE EQUIPMENT AND SUPPLY
RECORDS

Change
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(1) MACHINE UTILIZATION RE-
PORTS and other records relating to re-
quirements and justifications for office
machines and equipment;

Retention period: 2 years.

10500 NAVIGATIONAL AND MOORING
AIDS RECORDS GENERAL

10550 ELECTRONICS RECORDS

(I) ELECTRONICS MATERIAL AND
COMPONENTS EOUIPMENT LOG BOOKS
OR EOUIPMENT HISTORY CARDS.

Retention eriod: transfer with
equipment; destroy when equipment
is expended.

(2) ELECTRONIC ENGINEERING
EQUIPMENT DRAWINGS AND PLANS
FILES or microfilm copies thereof. See
para. 10000(1 ).

Disposal of Navy and Marine Corps Records

(3) AVIATION ENGINEERING SERV-
ICE UNIT RECORDS:

(a) General correspondence
files, including assignment planning records
o--ire Aviation Engineering Service Unit
(NAESU) and its field engineers. These rec-
ords pertain to the furnishing of on-the-job
technical assistance and instructions to naval
aviation activities in the installation, repair,
and maintenance of electronic and electrical
equipment.

Retention period: 3 years.
(b) Technical electronics report

prepared by NAESU field engineers.
Retention period: 2 years, rovidedany required corrective action has
been taken.

(c) NAESU field engineers
qualification and data card records.

Retention period: until quperseded
or obsolete.

Change 1
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CHAPTER II

FACILITIES AND ACTIVITIES ASHORE RECORDS

11000-11999

The records described in this chapter re-
late to the planning and design, construc-
tion, acquisition, development., mainte-
nance, administration, and disposition of
structures and facilities ashore, including
fleet facilities, heavy equipment and trans-
portation facilities, real estate and housing,
and power and other utilities and services
for activities and structures. These rec-
ords are accumulated by public works ac-
tivities and by other activities and offices
responsible for or performing public works
type or related functions described in this
chapter.

11000 FACILITIES AND ACTIVITIES
ASHORE RECORDS GENERAL

(I) PRIMARY PROGRAM RECORDS:

(a) Departmental files, includin
eneral correspondence files, master shore
station development and militar)r construc-
tion plan files with suportin papers, and
other records accumulated b), the Assistant

Secretar) of the Nay), IIk L) the Office of
Naval Material, and the Bureau of Yards
and Docks relating to their assigned pri-
mary program responsibilities for the de-
velopment, execution, and accomplishment
of plans, policies, programs, and pro-
cedures for the planning, design, acquisi-
tion or development (construction), main-
tenance, and management of structures and
facilities ashore, including fleet facilities,

plant facilities, housing, transportation,
and utilities and services. Include also
records of the Chief of Naval Operations,
Headquarters Marine Corps, and other de-

partmental material bureaus and offices

relating to assigned program responsibili-
ties in this area.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. or to other authorized
storage area when years old.

(b) It4i.litary Co.n.structi0n
yiew Board’s Iormerly- S._he St’ation De-
velopment Board), Washington, D. C,,
p__r.ogam files: general correspondence
files and othe records documenting the

overall development and execution of plans,

policies, procedures, and the performance

of essential transactions. Include master
development and construction plan files and
supporting records. (See para. ll010 for
records of district military construction
review boards.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 5 years old.

(c) ,ecords’of civil eneineers
offices, headquarters naval districts and
river commands, and other major com-
mands relating to the construction program
of the district or command and to overall
planning aspects of civil engineering matters.

Retention period: permanent. (Merge
with district or command headquarters
general correspondence files covered
in para. 3000(1) or transfer to nearest
Federal Records Center when 4 years
old.

(Z) ACTIVITIES GENERAL CORRE-
SPONDENCE 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 over-
a_ll operation of the activity or office and the
accomplishment of its a.ssigned_public works
m1881on.

Retention period: 5 years.

(b) Files relating to th,e_r.outine in-

ernal overation an administrati?n- ?f the
office.

Retention period: 2 years.

(3) STATION FACILITIES REPORTS
submitted to departmental bureaus or offi-
ces or other higher authority. Include
(uarterly Station Reports of Aviation Facil-
ities and On-Board Aircraft and Personnel
(such as BUDOCKS report symbol II000).

Retention period: 2 years.

(4) FACILITIES HISTORY CARDS.
Retention period: until building or
facility is reported as disposition.

(5) ADVANCE PLANNING REPORTS
AND DESIGN FILES. See para. 11012(2).

Change
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I 1010 SHORE STATION DEVELOPMENT
AND MAINTENANCE RECORDS

(1) MILITARY CONSTRUCTION
REVIEW BOARDS (FORMERLY SHORE
STATION DEVELOPMENT BOARDS) GEN-
ERAL CORRESPONDENCE FILES (other
thn those at the Washington, D.C. office
covered in para. I I000(I) above): corre-
spondence, reports, and other records that
docume:it the accomplishments of the
boards assigned responsibilities:

(a) That portion of the files that
documents the overall accomplishment of
military construction plans, policy trans-
actions or decisions, and essential trans-
actions of unusual importance.

Retention period: permanent, as
provided in para. 11000(l)(b) above.

(b) _Correspondence files and
other records relating to rutine ’Lnternal
operati_s’.’

Retention period: Z years.

(c) _Other files.
Retention period: 5 years.

(2) SHORE STATION CONSTRUC-
TIONANDDEVELOPMENT MASTER PLAN
FILES: military construction review
boards and shore station development
boards master development plans and sup-
porting papers:

(a) Official master plan files a,c-
cumulated at the departmental {bureau and

officel level. Include master set of all
plans ann"supporting documentation and re-
lated index records.

Retention period: permanent, as pro-
vided in para. I I000(I )(b} above.

(b) Other plan files.
Retention period: until plan is super-
seded or cancelled.

(3) INDEX OR LISTINGS OF YARDS
AND DOCKS NUMBERS ASSIGNED CON-
STRUCTION CONTRACTS, PLANS, AND
MISCELLANEOUS DRAWINGS.

Retention period: permanent.

(4) CONTRACTORS QUALIFICATION
RECORDS: reports and other records of
military construction review boards and
others relating to evaluation of the financial,
physical, and other qualifications of con-
tractors. See para. 4335(1).

Change I
27 August 1964
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I 011 REALESTATE PROPERTY RECORDS
(1) CORRESPONDENCE AND OTHER

RECORDS DOCUMENTING THE ACQUISI-
TION OF LAND AND APPURTENANCES ac-
quired with the land. Consist of such rec-
ords as preliminary reports of title; letters
of approval; declarations of taking or of
condemnations; certificates of titles, deeds,
easement records; transfer of title papers;
site maps and plot plans; sketches; records
relating to naming of buildings, streets,
and areas, the assignment of numbers to
buildings, and the use/designation of build-
ings; other pertinent papers.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter upon disestablishment of activity.)
(-) REAL ESTATE RECORDS NEC-

ESSARY OR CONVENIENT FOR THE USE
OF PROPERTY OR EQUIPMENT SOLD OR
TRANSFERRED to other custody. Include
such records as copies of site maps and
surveys, plot plans; architect*s sketches,
working diagrams, preliminary drawings
blueprints; copies of utility outlet plans,
equipment location plans, specifications,
construction progress photographs, in-
spection reports, building and equipment
management and maintenance records;
copies of title papers; and other similar or
related papers needed by new custodian for
proper maintenance and management of
property.

Retention period: until completion of
sale or transfer to other custody or
until acceptance of purchase money
mortgage, then transfer to new
custodian, provided that

(a) those documents designated
as permanent Navy records can be readily
segregated without harm from the records
to be transferred; and

(b) no responsibility attaches to
the Government because of disagreement
between the transferred documents and the
physical condition of the property at the
time of conveyance; and

(c) Lf the property or equipment
is released for historical use or purpose the
user agrees to preserve the records and re-
turn them to the Federal Government im-
mediately upon the discontinuance of the use
of the property or equipment for historical
purposes.

(3) PLOT PLANS, SITE MAPS AND
SURVEYS, AND OTHER DRAWINGS OF

II-l1-2
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NAVY REAL ESTATE. These are prepared
and accumulated by the Bureau of Yards and
Docks, Headquarters Marine Corps, dis-

trict, overseas, and area public works of-
fices, and other activities responsible for
the acquisition or administration of real
estate. Include copies of pertinent maps of
the Department of the Interior, the Coast
and Geodetic Survey, and State Highways,
or other state or local maps.

Retention period: permanent, except
when property is sold or transferred
to other custody see para. II011(Z)
above for disposal of records needed
by new custodian for proper use and
maintenance of property.

(4) REAL ESTATE PLANNING
FILES: papers relating to the preliminary
plans for real estate acquisition, such as

copies of preliminary appraisal reports,
activities recommendations or justifica-
tions regarding acquisitions, pertinent en-

gineering and cost data, and other back-
ground or planning data essentially sum-
marized or documented in permanent real
estate acquisition files.

Retention period: year after com-
pletion of acquisition.

(5) INDEX CARD RECORDS OF
NAVAL REAL ESTATE: reflect such ingot-
marion as location, parcel numbers, acre-
age, or brief description of property.

Retention period: permanent.

(6) PROJECT REFERENCE OR
WORKING FILES: copies of plot plans, ap-
praisal assignments, engineering and other

reports and data, contracts, and other work-
ing or information papers accumulated for
convenience of reference while project is in
progress.

Retention period: year after proj-
ect is completed.

II01Z DESIGN AND PLANNING RECORDS

(I) DRAWING OR PLAN FILES:
drawings, plans, and/or master microfilm
negatives, together with pertinent engineer-
ing data, for the layout and design of naval
activities ashore, and for the development,
redesign, or improvement of structures
(buildings) or other facilities or services
(electrical wiring, machinery, etc.):

(a) Original or master drawin8
or tracin8 and/0r master microfilm nesa,
tire thereof, and required ensineerin data.
These are accumulated by departmental and
field activities having design cognizance.

II-1 1-3
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Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when no longer needed for frequent
local reference.

(b) All other copies.
Retention period: until superseded or
obsolete, or until purpose has been
served, except when plans become
obsolete because structures or facili-
ties are disposed of by sale or trans-
fer, transfer one copy of pertinent
plans with the building or machinery
(see para. 11011(2) above.

(c) Assignment los: records of
plan file serial numbers assigned to the
Bureau of Yards and Docks and BUDOCKS
field activities; and index cards to perma-
nent plan files.

Retention period: permanent.

(Z) ADVANCE PLANNING REPORTS:
preliminary schematic drawings, outline
specifications, and cost estimates pertain-
ing to the scope, general features, utilities,
and cost of proposed military construction
or public works projects.

Retention period: 10 years.

(3) DEVELOPMENT PLANNING
FILES:

(a) General Development Plans
for major naval activities of the districts.
(These usually form Part Ill, Section Z, of
the Military Construction Review Report
or the Master Shore Station Development
Plan Report.

Retention period: until superseded,
as provided in para. 11010(Z).

(b) General (.Annual)Plans.
These consist of copies of recommended or

approved drawings or plans for the future
development of or improvements to existing
Navy and Marine Corps facilities. (See
para. 3010 for civil defense emergency and
mobilization plans.

Retention period: until superseded or
obsolete, as provided in para. II010(Z)
above.

(4) TECHNICAL DATA REFERENCE
FILES: catalogs, charts, copies of techni-
cal reports and data, and other background
papers used in developing plans and speci-
fications.

Retention period: until superseded or
until data becomes obsolete.

Change
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(5) FACILITIES SUMMARIES FOR
OVERSEAS BASES (such as NAVDOCKS-
1880-I through 1880-82).

Retention period: until superseded.

(6) DESIGN COMPUTATIONS: es-
sential design data contained in computa-
tion books or folders and developed in
connection with the design of facilities or
structures.

Retention period: permanent. (See
alsopara. 11012(I).)

(7) DESIGN COST ESTIMATORS
PROJECT (CASE) FILES: detailed break-
down computations and data for facilities
construction and design projects. May in-
clude basic calculations and summary
labor and material cost data, detail con-
struction material breakdowns, internal
memoranda, blueprints, and other similar
data and correspondence pertinent to
project cost determinations.

Retention period: 5 years after
completion of project.

11013 SHORE STATION CONSTRUCTIOn.:
RECORDS

(I) CONSTRUCTION CONTRACT
DRAWINGS:

(a) Original, endorsed repro-
duction, or other master copy of essential
contract construction drawings, or master
microfilm negatives when drawings are
filmed. Include approved contractors di-
mensional drawings and pertinent design
computation data (books or folders). These
are accumulated and/or prepared by the
Bureau of Yards and Docks, district public
works offices, area public works offices,
BUDOCKS Overseas Divisions, and Marine
Corps and other activities having construc-
tion cognizance of projects.

Retention period: permanent. (Trans-
fer in annual blocks to nearest Fed-
era1 Records Center when no longer
needed for frequent local reference.

(b) Blueprints and other copies,
including drawings prepared for other than
construction purposes, and construction,
alteration, and repair drawings not used.

Retention period: until superseded or
purpose has been served, e.g. it is
determined drawings wi]/not be
needed for local construction or re-
design purposes.

Disposal of Navy and Marine Corps Records

(2) FIELD SURVEY, TEST, AND
EXPLORATION DOCUMENTS: field survey
notes or reports and other summary rec-
ords of exploration data, including pile
driving data; soil density data; summary
concrete and other material test and
strength evaluC,ation records; other explora-
tion data having ontinuing scientific or
technical research value.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when activity is disestablished or
when no longer needed for frequent
local reference.

(3) CIVIL WORKS AND CONSTRUC-
TION STATUS REPORTS: copies of reports
and related papers pertaining to status of
construction work projects. (See para.
4200 for construction procurement reports.)

Retention period: I year after ter-
mination of contract.

(4) LABOR STANDARD INSPECTION
REPORTS, AND CONTRACTORS WEEKLY
PAYROLL AFFIDAVITS (such as
NAVDOCKS-118); copies of. See para. 4350.

(5) CIVIL WORKS AND CONSTRUC-
TION CONTRACT RECORDS, including
correspondence relating to the administra-
tion of the contracts. See para. 4280.

(6) INSPECTION REPORTS. See
para. 4355 for material inspection copies;
see para. 4280 for copies supporting con-
tract files.

(7) ALL PHOTOGRAPHS AND NEG-
ATIVES in the possession of officers in
charge of construction and resident officers
in charge of construction of (1) closed con-
struction contracts for which a final de-
cision of the contracting officer on a dis-
pute has been received, Or (2) construction
contracts in which a final release reserving
a claim has been received, or (3) construc-
tion contracts for which a decision of the
Armed Services Board of Contract Appeals
has been received.

Retention period: 2 years in accord-
ance with para. 3150, except as fol-
lows forward one construction progress
photograph and negative of each con-
struction print to the Chief, Bureau
of Yards and Docks (Code A-364).
The Chief, Bureau of Yards and Docks
(Code A-364) will retain until 6 years
after final decision and then destroy,
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unless the DPWO or the OICC speci-
fically requests the negatives be re-
turned at the expiration of the 6-year
period or until the Bureau determines
that they have continuing documentary
or historical value.

(8) CONSTRUCTION (COST
REIMBURSEMENT-TYPE) CONTRACT
RECORDS.

Retention period: apply para. 4280
except that original payrolls and cer-
tain other records similar to those
listed below may be forwarded to the
General Accounting Office when trans-
fer is requested by the GAO and is
directed by the Bureau of Yards and
Docks

Weekly Payrolls, Summary Sheets,
and Contractors Weekly Payroll
fidavits (such as NAVDOCKS-FC-
ll0, ll0a, liB)

Certificates of Evidence of Payment
(such as NAVDOCKS-FC-123)

Purchase Orders and Purchase
Change Orders (such as NAVDOCKS-
FC-Z 04, 212)

Reimbursement Requests (such as
NAVDOCKS-FC 308

Petty Cash Vouchers (such as
NAVDOCKS-FC-408

Equipment Rental Schedules and
Equipment Rental Agreements with

Recapture Provision (such as
NAVDOCKS-508, 513)

Supporting cost records, such as
those listed below, are to be trans-
ferred to nearest Federal Records
Center 6 months after completion and

upon receipt of shipping instructions
from the Bureau of Yards and Docks:

Hiring Slips (such as NAVDOCKS-
FC-102)

Changes of Rates (such as

NAVDOCKS-FC- 103)
Transfer Slips (such as NAVDOCKS-
FC-104)

Discharge Slips (such as NAVDOCKS-
FC-105)

Daily Time Check Sheets (such as
NAVDOCKS-FC- 107

Daily Overtime Reports (such as
NAVDOCKS-FC- I 15

Unclaimed Wages Registers (such as
NAVDOCKS-FC- 117)

Weekly Time Sheets (such as
NAVDOCKS-FC- 119)

SECNAVINST P5212.5B
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Daily Office Time Sheets (such as
NAVDOCKS-FC- IZ0)

Requests for Bids (such as
NAVDOCKS-FC-202

Bid Comparisons (such as
NAVDOCKS-FC-203

Receiving and Inspection Reports
(such as NAVDOCKS-FC-205)

Memorandum Invoices (such as

NAVDOCKS-FC-217
CPFF Subcontract Ledgers (such as
NAVDOCKS- FC 306

Leave Records (such as NAVDOCKS-
FC-307)

Price Control Cards (such as
NAVDOCKS-FC 309

Annual Leave Records (such as
NAVDOCKS-FC-313

Transmittal Summaries (such as

NAVDOCKS-FC-41
Reports of Expenditures through
Naval Procurement Fund (such as
NAVDOCKS-FC-415

Memorandum Statement of Transfers
between Appropriations (such as

NAVDOCKS-FC-415a)
Individual Equipment Receiving and
Inspection Reports (such as
NAVDOCKS-FC-501

Equipment Registration Records (such
as NAVDOCKS-FC-517)

Summary Cost and Progress Reports
(such as NAVDOCKS-FC-1001)

Status of Public Works Projects (such
as NAVDOCKS-FC- 1006)

Progress Reports--Civil Works (such
as NAVD.OCKS-FC- 1007)

If014 SHORE STATION MAINTENANCE
RCORDS

(l} GENERAL CORRESPONDENCE
FILES of activities and offices relating to

shore station maintenance programs. In-
clude engineering survey reports and re-
lated data and papers.

Retention period: 2 years.

(2) LOCAL CONTROL OR PROGRESS
RECORDS relating to shore station mainte-
nance work: local equipment operation and
installation logs; other similar records.

Retention period: year.

(3) EQUIPMENT UPKEEP AND PRE-
VENTIVE MAINTENANCE LOGS AND REC-
ORDS. See para. 4750.

(4) OTHER MAINTENANCE, UP-
KEEP, AND REPAIR RECORDS. See
4700-4799 series.
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(5) PREVENTIVE MAINTENANCE
WORKSHEETS

Retention period: until superseded
or purpose has been served.

11015 SOIL CONSERVATION AND
EROSION RECORDS

(1) SOIL DENSITY AND OTHER RE-
PORTS accumulated in connection with con-
struction design and planning. Apply para.
11013(Z).

11016 PLANT PROPERTY RECORDS

(I) GENERAL CORRESPONDENCE
FILES, including reports and other papers,
relating to the maintenance of machinery
and equipment and other plant property.

Retention period: Z years.

() PLANT PROPERTY ACCOUNT-
ING RECORDS. See para. 7321.

11090 DAMAGE CONTROL RECORDS

(I) PEST CONTROL AND OTHER
ENTOMOLOGICAL REPORTS AND REC-
ORDS, including local records relating to
pest control and the collection or identifi-
cation of insects and anthropoids.

Retention period: 2 years.

100 STRUCTURE AND FACILITY
RECORDS-- GENERAL

(I) DRAWINGS OR PLANS (including
blueprints, etc. of structures (buildings):
copies of drawings or plans for each build-
ing or other structure at a naval activity or
other installation, including plans for lay-
out, machinery, and electrical wiring.
Apply para. 11012(I).

(-) STRUCTURE OR FACILITY
(HISTORY) RECORDS: cards or other sim-
ilar records that document the physical
features, placement, and nature of Gov-
ernment structures--master file (one copy
on__).

Retention period: permanent. (Retain
on board until activity is disestab-
llshed.

(3) FACILITIES REFERENCE FILES:
information copies of publications, photo-
graphs, charts, engineering drawings and
data, brochures, plans, and other docu-
ments relating to available facilities and
structures. Used as a ready reference

file in connection with facilities planning,
management, control, or o.ther similar
purpose.

Retention period: until superseded by
later information or until facility is
dis established.

11101 HOUSING RECORDS

(I) GENERAL CORRESPONDENCE
FILES of activities and offices concerned
with the performance of housing manage-
ment functions, including the maintenance
and administration of housing projects and
related matters. (Exclude records relating
to the acquisition, construction, or dispo-
sition of housing facilities and records doc-
umenting general housing policies or
precedent-setting decisions or transactions
that may have historical significance.
These are permanent records. ):

(a) Files relating to the routine
internal operation and administration of
ho_usinK m..t.tprs., including the assignment
of housing or quarters.

Retention period: 2 years.

(b) Other correspondence file
including those relating to the overall man-
agement of housing programs and to the
alteration, extension, or improvement of
local housing.

Retention period: 5 years.

(2) RECORDS PERTAINING TO THE
DESIGNATION OF HOUSING FOR SPECIFIC
BILLET OCCUPANCY, including related
correspondence or papers.

Retention period: until superseded or
appropriate action has been taken.

(3) TENANT (HOUSING OCCUPANCY)
FOLDERS: records relating to rental and
occupancy of individual housing units (in-
cluding public quarters, rental housing,
trailers and trailer sites) and containing
papers such as applications for housing,
assignment slips or quarters occupancy
notices, vacating notices, memoranda and/
or proper,ty receipts, tenants requests
for permission to install personally-owned
equipment and replies thereto, clearance
sheets, unit and furniture inspection docu-
ments submitted by tenants,, notices of
termination of agreements, and related
cor’espondence and papers.

Retention period: 4 years after ten-
ant vacates, provided no litigation is
pending.
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(4) REPORTS OF EXCESSIVE WEAR
AND DAMAGES TO MARRIED OFFICERS
AND ENLISTED MEN QUARTERS: copies
of reports submitted to Bureau of Yards
and Docks or other higher authority.

Retention period: 4 years.

(5) INDIVIDUAL HOUSING UNIT
HISTORY (CASE) FILES: records docu-
menting the occupancy, maintenance, and
repair of individual rental housing units
and of public quarters. Consist of individ-
ual unit record cards (occupancy history
cards, major maintenance history cards,
and recurring maintenance history cards);
summary records of alterations, improve-
ments, and extensions to quarters, includ-
ing dates, brief descriptions, and costs;
other similar or related papers.

Retention period: 4 years after unit
is removed from Naval cognizance.

(6) ACCOUNTABILITY RECORDS
for dollar allowance limitations for struc-
tural maintenance and for repair and re-

placement of furniture and furnishings of
married officers quarters..

Retention period: 4 years.

(7) INDIVIDUAL AGREEMENTS FOR
HOUSING (such as NAVDOCKS- 166Z) and
supporting papers.

Retention period: 4 years after ten-
ant vacates, provided no litigation is
pending.

(8) TENANT LEDGER ACCOUNT
CARDS or other similar records containing
summaries of occupancy and rental data for
each tenant.

Retention period: Z years after ten-

ant vacates, 4 years for Marine
Corps activities.

(9) RECEIPT AND COLLECTION
RECORDS for naval housing. See para.
7Z70(I) and other appropriate provisions
of chapter 7.

(I0) MASTER INVENTORY RECORDS
of Government-owned equipment and fur-
niture, by individual unit or centralized pool
(such as NAVDOCKS-15 and 15a).

Retention period: permanent.

(ii) LOCAL HOUSING CONTROL
RECORDS: card, log, or other records of
applicants or of housing (occupancy) as-
signments; waiting lists; and other similar

local control records.
Retention period: waitin[ lists and
applicant data cards--until applicant
is transferred; other records--until
superseded or no longer needed for

SECNAVINST PSZl-. 5B
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local control purposes, except Marine
Corps activities will retain log books
of applicants for 2_ years.

(It) REPORTS RELATING TO HOUS-
ING MANAGEMENT, including housing
units, public quarters, rental housing,
trailers, and trailer sites: copies of re-
ports submitted to higher authority, such as

Navy Title VII/Housing Monthly Oc-
cupancy Reports (such as
NAVDOCI-1886 and NAVMC
10ZlS-SD).

Reports on Operations under Bureau
of Budget Circular #A45 relating to
rental policy for Government quart-
ers, and other rental housing re-
ports (such as NAVDOCKS-367,
NAVIviC- 102-32 -SD, and N2,VMC
100g -SD).

Shore Based and Fleet Family
Housing Requirements (such as
NAVEXOS-3948

Reports to Public Housing Authority
on Defense Housing (such as PHA-
1235D, 621D, 2009D).

Reports of Personnel Housing Facili-
ties (such as NAVDOCKS-1113)

Reports of billeting capacities
Other similar reports; related papers
and correspondence.

Retention period: years.

11130 AVIATION STRUCTURES AND FA-
CILITIES RECORDS

(1) REPORTS OF STATION AVIA-
TION FACILITIES AND PERSONNEL (such
as NAVAER-1790 series): copies of re-
ports submitted to higher authority.

Retention period: until superseded.

11140 ORDNANCE STRUCTURES AND
FACILITIES RECORDS

(I) CORRESPONDENCE, PLANS,
AND OTHER RECORDS PERTAINING TO
THE DEVELOPMENT, DESIGN, AND CON-
STRUCTION OF ORDNANCE FACILITIES,
including guided missile and ballistic
ranges, wind tunnels, and other ballistic or
aeroballistic facilities. Apply pertinent
provisions of this chapter.

I IZ00 TRANSPORTATION FACILITIES,
HEAVY EQUIPMENT/TACTICAL VE-
HICLE RECORDS GENERAL

(I) GENERAL CORRESPONDENCE
FILES of activities and offices pertaining to
the performance of functions relating to the

Change 1
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use, procurement, and maintenance o *
transportation facilities and equipment, in-

cluding automotive vehicles and railroad
equipment, and automotive, construction
and materials handling equipment. (.Exclude
primary program records covered in para.
It000(1).) *

Retention period: 6 years, except
that construction force activities may
destroy when 3 years old.

(Z) OPERATION AND MAINTENANCE
REPORTS submitted to higher authority:
copies of reports relating to the utilization
and performance of operation and maintenance
functions for transportation equipment and
construction and other heavy equipment, in-
cluding motor vehicles.

{a) School Bus Facilities Operat-
ing Reports (such as NAVDOCKS-18Z0).

Retention period: 3 years.

(h) All others.
Retention period: "Z years.

(3) LOCAL REPORTS AND RECORDS
RELATING TO EQUIPMENT ALLOWANCES
(such as NAVDOCKS-1697 and 1806) for con-
struction, firefighting, railroad, utility and
weight-handling and other equipment. {See
para. 443() for allowance lists.)

Retention period: 3 months or until
superseded, whichever is later.

(4) MOTOR TRANSPORT VEHICLE
FILES: vehicle record folders and other
records pertaining to the maintenance and .
operation of tactical vehicles. Consist of
such records as Dispatch Control Cards
(NAVDOCKS- 195); copies of property rec-
ord cards and work orders; vehicle and
equipment operational recordsDD-ll0);
preventive maintenance schedules and rec-

ords (NAVDOCKS-1949); and other similar
or related documents:

(a) Vehicle and equipment opera-
tional records (such as DD-II0).

Retention period: 1 month, provided
vehicle has not been involved in an ac-
cident. Retain preventive ntaintenance
service portion of record until cor-
rective action ls been taken.

(c) Limited technical inspection

_
(such as NAVMC-10Z84-SD).
etention period: until superseded, or

until vehicle is overhauled or reported
as disposition.

(d) Work re(juests or orders and
shop and tactical, equipment repair orders
(such as NAVDOCKS-1948 and NAVMC-
10Z45-SD)--copies of; check-off sheets;
other related or similar records.

Retention period: repair orders--until
vehicle is reported as disposition,

tl year for Marine Corps activities;
r records--I year, or 6 months

after completion of work. (See also
paras. 47-35(1) and () for other copies.)

(e) Property record cards. See
para. 731.

* (f) Other motor vehicle records;
including Marine Corps Motor Vehicle Rec-
ord Folders (NAVMC-696d-SD), Vehicle PM
Schedule and Record (such as DD-314 and
NAVDOCKS- 1949); and Automotive Vehicle
Dispatch Control Cards (such as NAVDOCKS-
1952); records of loans of vehicles; mainte-
nance report summary sheets. (See para.
IZ30(I) for Railroad and Construction Equip-

ment Dispatch Control Cards.)
Retention period: until vehicle is re-

ported as disposition, except 1 year
after disposition for M’ORPS ac-
tivities. When vehicle is transferred,
transfer with vehicle.

(5) ENGINEER EQUIPMENT (CASE)
FOLDERS for engine or motor driven engi-
neer equipment (wheeled, tracked, skid
mounted, engine or electric driven):

(a) Equipment Kecord Folders
and related Engineer, Item, Ae, and Cost
Records (such as NAVMC-1033Z-SD and
696d-SD).

Retention eriod: until disposition of
equipment, Marine Corps ac-
tivities willFward Cost Record
(NAVMC-1033Z-SD) to Commandant
of the Marine Corps {CSX-4) when
equipment is ordered to redistribution
and disposal.

(b) Preventive mainton&,nco sore- (b) Unsatisfactory Equipment

ice and inspection records (such as NAVMC- Re.ft.
10490-SD and 10491-SD). Retention period: until corrective

Retention period: until completion of action has been taken. Lf equipment is

next IZ,00 mile/IZ00 hour inspection, transferred before corrective action

Change
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has been completed, transfer Report
and Equipment Record Folder with

equipment.

* (c) Operational lo[s (such as

DD-110).
Retention period: until completion of
next quarterly preventive maintenance

service.

(d) Work requests, job orders,

and turn-in and issue slips: copies used to

post to Engineer, Item, Age, and Cost
Record.

Retention period: until material is

received and cost data recorded. See
para. 4235 for other copies.

* (e) Work sheets pertaining to

maintenance of equipment.
Retention period: until completion of
next quarterly preventive maintenance
service.

(6) VEHICLE SPEED-TIME FACTOR
ANALYSES (such as NAVDOCKS-1995) and
Vehicle Speed-Time Factor Summaries
(such as NAVDOCKS-1996); related papers.

Retention period: 3 months, or until
superseded, whichever is later.

* (7) LOCAL VEHICLE INVENTORY
AND COST DATA REPOKTS and related
records: maintained to provide operating,
maintenance cost, and utilization informa-
tion to the Bureau of Yards and Docks,
Headquarters Marine Corps, or other
higher authority.

Retention period: 2 years, except
year for inventories and 3 years

for cost and uti.lization reports.

(8) AUTOMOTIVE/CONSTRUCTION
EQUIPMENT TECHNICAL CONTROL EAM
CARDS (such as NAVDOCKS-1975).

Retention period until vehicle is
ransferred or sold.

(?) PREVENTIVE MAINTENANCE
FILES: PM Service and Inspection--
Inspection Construction and A]/ied Equip-
ment Forms (such as NAVDOCKS-2009);
PM Service and Inspection-Railroad Card
Forms (such as NAVDOCKS-2010); Plvi
Service and Inspection Weight-Lifting le-
chanical Records (such as NAVDOCKS-
2014); and Plvi Service and Inspection--
Construction and ALtied Equipment, Gaso-
line and Diesel Engine Records (such as
NAVDOCKS-2161 ).

Retention period: I year or 6 months
after inspection: whichever is later.

(I 0) TRANSPORTATION FACILITIES
FILES: Activity Transportation Analyses
(such as NAVDOCKS-1962) and related
correspondence.

Retentionperiod: year after termi-
nation of facility.

11Z30 RAILWAY AND ROLLING STOCK
RECORDS

* (1) CONSTRUCTION AND RAILROAD
EQUIPMENT DISPATCH RECORDS: Con-
struction and Railroad Equipment Dispatch
Control Cards (such as NAVDOCKS-195Z)
and related records such as Dispatchers’
Work Sheets, Conductors’ Records, copies
of Records of Shipments (Railroad) Received;
other similar records.

Retention period: 6 months,
Construction Force activities will re-
tain for 3 months.

(2) CORRESPONDENCE FILES of ac-
tivities and offices relating to the assignment,
procurement, and maintenance of railroad
equipment. Apply para. 11000(2-).

11240 AUTOMOTIVE (MOTOR/COMMER-
CIAL VEHICLE) RECORDS

* (1) AUTOMOTIVE UTILIZATION, OP-
ERATION, AND MAINTENANCE RECORDS:
correspondence and other records relating
to the utilization, operation, and mainte-
nance of automotive vehicles. Include such
records as Automotive Vehicle Utilization
Summaries (NAVDOCIS-2040); Maintenance
and Running Cost Reports for Automotive,
Materials Handling Equipment, and Construc-
tion and Allied Equipment (NAVDOCKS-2056,
Z061, and Z068); Transportation Maintenance--
Overhead Analyses (NAVDOCKS-Z057); Main-
tenance Cost Reports (NAVDOCKS-Z059); Ma-
terials Handling Equipment Cost Reports
(NAVDOCKS-Z060); daily Vehicle Trip Reports,
mileage reports; records pertaining to gasoline
usage; credit cards; other similar or related
papers and correspondence. (See also paras.
I00(4) and 11240(10) for Marine Corps

tactical and other motor vehicle folders.)
Retention period: year, except 3
-ths for records relating to individual
vehicles and 3 years for operating/
maintenance cost and utilization reports
pertaining to Marine Corps commercial
vehicles.

(-) U.S. GOVERNMENT CERTIFI-
CATES OF RELEASE OF MOTOR VE-
HICLES (such as Std-97).

Retention period: year after dispo-
Sition of vehicle.

Change
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(3) DISPATCH RECORDS:

(a) ,Requests for "SeLf Driven"
passenger Vehicles (such as NAVDOCKS-
I057).

Retention period: 6 months after re-
turn of vehicle or inspection of Ve-
hicle Dispatch Card, 3 months
for Construction Force actlvities.

(b) Dispatchers’ los and work
sheets:. Dispatcher’s logs, Truck Dis-
patr’s Logs (such as Daily Dispatching
Record of Motor Vehicles NAVDOCKS-’1247),
assignment logs, work sheets, and other
similar logs or control records.

Retention period: 6 months,
1 year for Marine Corps activities.

(c) Cerators Inspection Guides
and Trouble Reports (such as DD-1358);
Vehicle and Equipment Operational Records
(such as DD- 110)other similar operational
reports,

Retention period: I month, provided
vehicle has not been involved in an
accident. Retain preventive rnainte-
nance portion of record until correc-
tive action has been taken.

(d) Operators Permits (such as
U.S. Government Operators Permits (DD-
313} and Motor Vehicle Operators Permits
(NAVGEN-53

Retention period: 3 months after per-
mit expires or is renewed.

(e) Sho repair orders: dis-
patchers’ copies ox.

Retention period: I year.

(f) Other daily operating reports
for individual vehicles.

Retention period: 3 months.

(such
(4) DAILY GASOLINE REPORTS
as NAVDOCKS-2051 ).
Retention period: 3 months, or until
cost data is summarized and sub-
mitted in next cost and inventory re-
port, whichever is later.

(5) CORRESPONDENCE AND OTHER
RECORDS RELATING TO THE ISSUING
AND REVOKING OF DRIVERS PERMITS.
(See pars. 5100(7) for examination and test
records for drivers.

Retention period: 2 years.

Change 1
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(6) LIMITED TECHNICAL INSPEC-
TION REPORTS OF MOTOR VEHICLES.

Retention period: until superseded or
until vehicle is overhattted or reported
as disposition.

(7) MOTOR VEHICLE STOCK AC-
COUNT RECORD CARDS (such as NAVMC-
10242-SD}. (Exclude plant and organic
account recor’- --arded to the Navy
Department or to the Commandant of the
Marine Corps when vehicle is .modified
or transferred from Navy or Marine
Corps custody.)

Retention period: until card is super-
seded or until vehicle is transferred
from Navy or Marine Corps custody.

(8) MOTOR VEHICLE DISPATCH
CONTROL CARDS (such as NAVDOCKS-
1952) and Vehlcle Preventive Maintenance
Record (such as NAVDOCKS-I?49).

Retention period: until vehicle is
reported as disposition, as provided
in pars. 11200(4).

(9) MOTOR VEHICLE ACCIDENT
REPORTS: transportation offices copies of
reports (such as Std-91) together with
copies of pertinent investigating officers
reports (such as Std-93) and other support-
ing papers.

Retention period: 6 years ater case
is closed. (see paras. 5830 and 5890
for investigative and claims case
files. (When accidents result in
death or injury to persons or
privately-owned property, special
care should be taken to insure that
afl pertinent records are reserved"
for forwarding to the legal office and
the Judge Advocate General, as
required.

(I0) MOTOR VEHICLE RECORD
FOLDERS (such as NAVMC-696-SD) for
Marine Corps commercial vehicles:
Preventive Maintenance Schedule and
Record (such as DD-314), Vehicle Mainte-
nance and Cost Report Summary (such as
NAVMC-10Z46-SD), records of loans of
motor vehicles.

Retention period: until I year after
disposition or I year after vehicle
is removed from property account.

l l OPERATING/MAINTENANCE
COST AND UTILIZATION REPORTS per-
taining to Marine Corps commercial
vehicles.

Retention eriod: 3 years.

H-If-10
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11300 UTILITY AND SERVICE RECORDS
GENERAL

(I) GENERAL CORRESPONDENCE
FILES OF PUBLIC WORKS ACTIVITIES
documenting the accomplishment of their

assigned responsibilities for the develop-
ment, maintenance, and administration of
utilities and services. Include records of
essential transactions and summary records
of the activity’s utility program. (See also

paras. II000(I) and (Z).)
Retention period: 5 years.

Change
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(Z) RECORDS RELATING TO THE
ROUTINE INTERNAL OPERATION OF
UTILITIES SERVICES AT NAVAL ACTIVI-
TIES.

Retention period: 2_ years.

(3) UTILITY AND UTILITY SERV-
ICES CONTRACTS. See para. 4Z80.

(4) SPECIAL CONSOLIDATED
UTILITY COST REPORTS: copies accumu-
lated by public works activities or offices.

.(See chapter 7 for other cost accounting
records.

Retention period: 4 years.

(5) SANITATION RECORDS: corre-

spondence, reports, and other records
pertaining to sanitation matters:

(a) Records of public works and

9th_e.r.. activities documentin the develop-
ment and accomplishment of their program
r_esponsibilities for sanitation matters with-
in the district or command. Include cor-
respondence with local or federal health
departments, U.S. Geological Survey, and
others concerned with sanitation problems
within the area.

Retention period: 5 years.

(b) Sanitation.reports.
Retention period: 3 years.

(c) Other files.
Retention period: Z years.

yses by Bureau of Mines and district public
works offices, including comments and rec-
ommendations concerning the operation of
boiler water treatment facilities at activities;
related data.

Retention period: 2 years.

(4) OPERATIONAL (LOCAL) LOGS,
CHECK SHEETS, CHARTS, ETC. See
para. 4750.

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.

(I) PRIMARY PROGRAM RECORDS
of the Office of the Chief of Naval Opera-
tions: general correspondence files and
other records relating to the development
and execution of Navy’s fire protection
plans, policies, programs, and procedures,

Retention period’: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old.

(2) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: correspondence, re-

ports, and other records of commands, ac-
tivities, and offices. (Exclude primary
program records covered inpara. 11320(I)
above ):

11310 POWER RECORDS

(I) BOILER INSPECTION CERTIFI-
CATES AND TEST REPORTS: Boiler In-
spection Certificates (such as NAVDOCKS-
1910), Summary Boiler Inspection Reports
(such as NAVDOCKS-15630), Reports of
Boiler Water Check Samples (such as

NAVDOCKS-1470), Boiler Water Test and

Treatment Records (such as NAVDOCKS-.
1471), and Boiler Reports (such as

NAVDOCKS-90). (Exclude Boiler Survey
Reports covered in para. 11310(Z) below.

Retention period: 2 years.

(2) BOILER SURVEY REPORTS:
reports relating to boiler feedwater condi-

tioning (such as NAVDOCKS-1431). Show

design data for boilers and related equip-

ment.
Retention period: until superseded.

(3) TREATMENT RECORDS FOR

BOILER WATER: records of check anal-

(a) Files that document the de-

velopment, execution, and accomplishment
of significant transactions or projects and
of plans, policies, and programs.

Retention period: 5 years.

(b) .Files relatin to the routine
internal operation and administration of th,e
activit or offic’ Include copies of periodic
reports submitted to higher authority and
not specifically authorized for other dis-
posal in this series.

Retention period: 2 years.

(3) BUILDING AND VESSEL (C.%SE)
FILES: jackets containing records relating
to a particular building or vessel, such as
copies of inspection reports, drawings,
correspondence, and other papers regard-
ing the condition of the building or vessel,
etc.

Retention period: 5 years or until
building or vessel is surveyed,
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demolished, or scrapped, whichever
is earlier.

(4) DRAWINGS showing water dis-
tribution, supply systems, test locations,
recommended additions, fire alarm cir-
cuits, boxes, and code numbers, and
general and technical information regard-
ing fire prevention.

Retention period: until superseded
by more current data or until struc-
ture or facility is demolished.

(5) BUILDING RECORD CARDS:
summary records of building fire inspec-
tions and of deficiencies uncovered.

Retention period: until superseded
by new card.

(6) DAILY LOG RECORDS OF OP-
ERATIONS, showing personnel assignments,
drills, inspections, alarms, and responses.

Retention period: 3 years.

(7) FIRE REPORTS: copies of in-
coming Fire Reports (such as NAVDOCKS-
1163} with accompanying Fire Prevention
EAM Transmittal Sheets (such as NAV-
DOCKS-Z000).

Retention period: 1 year.

{8} REPORTS OF FIRE PROTEC-
TION SURVEYS AND RESURVEYS (such as
OPNAV Report Symbol 113-0-Z, NAV-
DOCKS-2080, 20S0A).

Retention period: 6 years.

{9} REPORTS OF FIRE INVESTI-
GATIONS (such as OPNAV Report Symbol
11320-3).

Retention period: 3 years.

(10) FIRE PROTECTION AND FIRE
FIGHTING TRAINING REPORTS: reports,
correspondence and related papers re-
garding the operation and administration of
fire protection and fire fighting training
programs. Include correspondence and
other papers pertainin to student training
classes, demonstration and training ma-
terials, issuance of training certificates,
and other similar or related matters.

Retention period: 2 years.

(I I FIRE ALJRM RECORDS, such as
fire alarm ledgers, voice recordings of
conversations between switchboard op-
starers at fire alarm headquarters and
callers, and punched tape records of alarms
and times of signals.

Retention period: I year.

Disposal of Navy and Marine Corps Records

(12) REPORTS OF STANDBY OPERA-
TIONS DURING HAZARDOUS WORK.

Retention period: 1 year.

(13) FIRE HOSE RECORD CARDS:
cards, or other similar records, reflecting
the age and serial number of each piece of
hose and the results of peri6dic tests.

Retention period: until hose is re-
moved from service.

(14) HYDRANT AND AUTOMATIC
SPRINKLER SYSTEM INSPECTION RE-
PORTS.

Retention period: I year.

(I 5 FIRE APPARATUS INSPECTION
RECORDS: card summaries reflecting
periodic inspections of fire department
vehicles.

Retention period: until card is filled.

(16) HOT WORK PERMITS copies of
permits to perform work involving heat ap-
plications (such as welding, cuttir and
burning }.

Retention period: I year.

(17) SUMMARY RECORD OF TRAIN-
ING CLASS ATTENDANCE and of training
certificates issued.

Retention period: 5 years.

(18) LEDGER RECORDS OF FIRE
FIGHTING AND PROTECTIVE CLOTHING
ISSUES (such as boots, helmets, coats,
etc. to fire department personnel.

Retention period: 5 years.

(19) CUSTODY RECEIPTS FOR FIRE
FIGHTING CLOTHING ISSUES.

Retention period: until clothing is
returned.

(20) EQUIPMENT INVENTORIES:
stock cards or other records of materials
and equipment on hand in fire department
shops.

Retention period: I year after super-
seded or reconciled with current
inventory.

11450 WEIGHT HANDLING (FLEET FACIL-
ITIES) IECORDS

(I) INSPECTION SHEETS for weight-
handling equipment and unfired pressure
vessels, including control sheets for inspec-
tion summaries (such as NAVDOCKS-1947}.
Apply pars. 4730(5).
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CHAPTER 12

CIVILIAN PERSONNEL RECORDS

12000-12999

The records described in this chapter re-
late to the administration of civilian per-
sonnel functions throughout the Department
of the Navy. The instructions apply to all
civilian personnel records maintained by
departmental and field civilian personnel
or industrial relations offices, area wage
and classification offices, or other organ-
izational units, and by Boards of U. S.
Civil Service Examiners, and to civilian
personnel records maintained by medical

departments and dispensaries. When perti-

nentrecords which are the property of the
Civ,l Service Commission have been so in-

dicated, together with a reference to the
Cornrnission’s instructions for their dis-

posal. Authorizations for the disposal of
certain records listed in "General Schedule
No. l", referred to in the Federal Person-
nel Manual, Page RI-2.01, are contained in

this chapter when pertinent to naval records
and requests for that Schedule should not be
made. Instructions for the disposal of ci-

vilian pay records maintained by accounting
or fiscal officers are contained in para.
7420.

12000 CIVILIAN PERSONNEL RECORDS
GENERAL

* (I) PRIMARY PROGRAM RECORDS:
general correspondence files, including re-

ports and other papers, of the Under Secre-
tary of the Navy and the Office of Industrial
Relations, Navy Department, Washington,
D.C., that document the development, estab-
lishment, and execution of policies, plans,
and procedures for the organization and
administration of industrial relations func-
tions within the Naval Establishment. In-
clude records relating to employee rela-
tions, safety matters, legal activities,

loyalty and security matters, Naval Reserve
programs, training and employee develop-
ment, performance evaluation, personnel
studies, civilian personnel plans and prac-
tices, employment, and wage and classifi-
cation matters.

Retention period: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 2 years old.)

(2) GENERAL CORRESPONDENCE
FILES:

If-12-1

(a) Files of civilian personnel
and other offices relatin to their personnel
operations and procedures and involving
their functions of employment, placement,
allowances, employee services, training
and employee development, performance
evaluation, utilization, safety, insurance
and annuities, and other personnel matters.
(Exclude files covered in para. 12000(I)
above and subpara. (b) below.

Retention period: 4 years.

(b) Correspondence and related
papers concernin the routine internal ad-
ministration of civzhan personnel off,ces or
functions.

Retention period: 2 years.

12200 PERSONNEL PROVISIONS (GEN-
ERAL} RECORDS

I2213 OVERSEAS PERSONNEL RECORDS

(1) CIVILIAN PERSONNEL RECORDS
FOR NON-CITIZEN OVERSEAS PERSON-
NEL. See para. 12293(2).

12280 PERSONNEL STATISTICAL
RECORDS

(I) ALL COPIES OF FORMS SUB-
MITTED REGULARLY FOR STATISTICAL
PURPOSES to divisions of the Office of In-
dustrial Relations, Navy Department, by
activities providing statistical data (except
see para. 5100 for those relating to safety).

Retention period: 2 years.

(2) CIVILIAN PERSONNEL STATIS-
TICAL REPORTS required by departmental
bureaus and offices or other authority from
their sponsored field activities, but not re-

quired by the Office of Industrial Relations:

(a) Departmental bureaus and of-
fices copies.

Retention period: 3 years.

(b) Field activities copies..
Retention period: 2 years.

(3) STATISTICAL REPORTS USED
FOR ACCOUNTING PURPOSES. See para.
7420(7).

Change
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12290 PERSONNEL AND PERSONNEL
PROCESSING RECORDS

12293(2) and (3) below for Folders for
non-citizen employees ):

(1) EMPLOYEE PICTURE AND
FINGERPRINT FILES used for identifica-
tion purposes (personnel offic copies).

Retention period: I year after
separation of employee.

(2) REQUESTS FOR PERSONNEL
DATA, LEAVE TRANSCRIPTS, and other
similar routine correspondence relating to
individual employees (nd not mintained in
official personnel folder or covered else-
where in this chapter); all copies.

Retention period: 6 months.

12293 PERSONNEL RECORDS

1. Upon separation of em-
ployees by transfer to another Govern-
ment agency, forward to receiving agency
within 5 days after receipt of notification
from the receiving agency of address to
which Folder is to be sent. (Prior to
transfer of the Folder, remove and de-
stroy all material, except one copy of
each errnanent document filed on the
right side of the Folder.)

2. Upon separation of em-
ployees for military service, or to accept
temporary employment, retain Folder on
board.

(1) OFFICIAL PERSONNEL
FOLDERS. These Folders comprise the
official record of each civilian employee
of the Federal Government during hie or
her tenure of service with the Government.
They contain (a) long-term (so-called
permanent) records (as designated by
NCPI 290, Enclosure 10) which are filed on
the right or permanent side of the Folder,
and (b) temporary records which are filed
on the left side of the Folder. Naval ac-
tivities and offices maintain these Folders
as long as the employee remains on board.
Upon separation by transfer to another
naval activity or Government agency or
upon separation from the Government serv-
ice by resignation, retirement, removal,
.or death, activities will transfer the Folder
from the active to an inactive file.

3. Upon other separation of
employees, transfer to Federal Records
Center, Ill Winnebago St., St. Louis, Mo.
as follows:*

When separation is by resignation, retire-
ment removalf or death transfer in
monthly groups 30 days after final separa-
tion action.

When separation is from a disestablished
transfer immediately upon dis-

hment.

When separation is due to reduction in
forces, transfer Folders for Retention
Group I employees 2 years after separa-
tion and Folders for Retention Group II
employees I year after separation.

(a) Temporary material.
Retention period: until separation of
employee by resignation, retirement,
removal, or death, or by transfer to
another Government agency, then re-
move temporary material and destroy
when final separation action is com-
pleted. (When an employee is trans-
ferred to another naval activity or
furloughed for military service or to
accept temporary service, leave the
temporary material in the Folder.)

(b) Permanent material
Retention period: until 75 years after
dte of birth, provided employee has
been separated for a minimum period
of 5 years. Remove from active file
upon separation of employee and
handle as follows (except see paras.

Change
27 August 1964

*Before transferring folders to the Federal
Records Center, activities will take the
following action:

I. Note the date of separa-
tion on the tab beneath the employee’s name
on the Folder. Review the material in the
Folder to insure that all permanent papers
(such as separation documents, the originals
of Record of Leave Data Transferred (SF-
1150) and Certificate of Medical Examina-
tion (SF-78), and other permanent papers)
have been filed and securely fastened on the
right (permanent) side of the Folder.. Make
every effort to locate any permanent loose
papers and file them in the Folder at this
time. Lf loose papers must be forwarded to
the Center later in spite of these efforts,
transmit each individual Folder via Stand-
ard Form 1-7 (Request for Official Person-
nel Folder Separated Employee). Give
the following information on the Form: the
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name of the individual in item 2, the date of
birth in item 4, name and address of sub-
mitring agency and date of separation in
item 5, and a check mark in item 6. De-
stroy all material on the left (temporary)
side of the Folder.

2. Make notation of Folders
being transferred to the Center on card
record (SF-7 or similar card) which will be
maintained for record purposes. Arrange
Folders alphabetically by name and forward
them with a short transmittal letter that
indicates the number of Folders enclosed
and inclusive separation dates. When for-
warding Folders by mail, use regular
rather than registered mail; however, ob-
serve provisions of the Navy Security
Manual pertaining to mailing of classified
matter.

(2) OFFICIAL PERSONNEL FOLD-
ERS FOR NON-CITIZEN EMPLOYEES at
activities located outside the 50 United
States and the District of Columbia.

Retention period: indefinite. (Trans-
ier to Federal Records Center, 111
Winnegabo St., St. Louis Mo. (see
para. 12293(I )(b) above) year after
separation, except that Folders for
non-citizen empress under the
Canal Zone Merit System may be re-

tained until (but not more than) 2
years after separation.

(3) OFFICIAL PERSONNEL FOLD-
ERS FOR NON-CITIZEN INDIGENOUS
IIqDIRECT-HIRE EMPLOYEES at activities
located outside the 50 United States and the
District of Columbia.

Retention period: 2 years after sep-
aration (services of employee no
longer utilized by the Naval Estab-
lishment).

(4) INVESTIGATIVE MATERIAL
PERTAINING TO CIVILIAN EMPLOYEES.
See para. 12732.

(5) PERSONNEL SUMMARY CARD
RECORDS:

(a) Otional Form OF-4B.
Retention period: until transfer or
separation, except that form may be
transferred w=Fth--e Official Person-
nel Folder when employee moves
within the Naval Establishment.

SECNAVINST P5212.5B
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(b) Service Record Cards (such
as SF-?):

I. Those maintained by over-
seas naval activities for indigenous indirect-
hire employees.

Retention period: 5 years after sepa-
tion (services of employee no longer
utilized by the Naval Establishment).

2. Those maintained by de-
partmental bureaus and offices for key per-
sonnel with Federal experience who have
returned to private life, .together with
listings of the names of these individuals
arranged according to occupational areas

(mobilization rosters ).
Retention period: permanent.

3. All others.
Retention perio_d: 5 years after em-

ployee’s transfer or other separation
or retain on board until no longer
needed for activity reference

(6) LOCATOR CARD FILES (punched
or other) for civilian personnel on board.

Retention period: until separation of
employee rom the activity.

(7) RECORDS RELATING TO
BADGES AND PASSES and to the identity
of employees. See para. 5512.

12296 PROCESSING PERSONNEL ACTION
RECORDS

(I) PERSONNEL ACTION FORMS:

(a) Chronological journal copies.
Retention )eriod: Z years or until
copies have been used in inspection
audit, whichever is later.

(b) Other copies, exclusive of
fiscal copies covered ih para. 7421 and
Official Personnel Folder copies (such as

SF-50) covered inpara. 12293(I).
Retention period: I year.

12300 EMPLOYMENT RECORDS
GENERAL

(I CIVIL SERVICE COMMISSION
RECORDS. These are Boards of U. S.
Civil Service Examiners records accumu-
lated by naval activities. They consist of
such records as:

Change
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(a) Civil Service applications,
examination papers, and related papers
for Federal employment in the field which
were cancelled or submitted by ineligible
applicants, applicants whose eligibility has
expired, or applicants on expired eligible
registers; (b} original Civil Service Com-
mission resisters established after open
competitive examinations for positions in
all groups; and (c} notices to establish or
dispose of Civil Service Commission res-
isters (such as CSC-3?I I }.

Retention eriod: consult appropriate
Civil Serwce Regional Director for
disposal instructions.

(2) CERTIFICATES OF ELIGIBLES
certified by the Civil Service Commission
and containing notification of action taken
by appointing officers (such as CSC-1844).

Retention period: 1 year.

(3) UNSUCCESSFUL APPLICATIONS
FOR EMPLOYMENT and related corre-
spondence and other papers, exclusive of
Boards of U.S. Civil Service Examiners
files covered in para. 12300(I).

Retention period: 6 months, provided
the requirements of pages X-I-21 and
22 of the Federal Personnel Manual
are observed.

(4) REQUESTS FOR PERSONNELAcTIoN (such as SF-52), copies of, and
related papers pertaining to actions not
consummated. {Exclude any copies re-
quired to be filed as permanent records in
Official Personnel Folder.

Retention period: reuestin[[ office
copies--until completion of action;
all other copies--I year.

TION
(5) REQUESTS FOR CERTIFICA-
(such as SF- 39 ).
Retention period: year.

(6) "DO-NOT-EMPLOY" RECORDS
OF MSTS ACTIVITIES: card, listing, or
other record of individual determined to be
"undesirable" for hiring as civilian marine
employee| copies of United States Coast
Guard’s Marine Suspect List.

Retention period: until superseded
or cancelled.

Disposal of Navy and Marine Corps Records

12303 MILITARY SERVICE (SELECTIVE
SERVICE) RECORDS

(I) GENERAL CORRESPONDENCE
FILES relating to military service matters,
including Selective Service.

Retention period: 4 years.

(2) CORRESPONDENCE AND FORMS
RELATING TO THE MILITARY SERVICE
OF INDIVIDUAL.S (other than copies in Offi-
cial Personnel Folders).

Retention period: l year.

12330 RECRUITMENT AND SELECTION
RECORDS

(I) INTERVIEW AND EVALUATION
RECORDS. (_F_l..u/!e. examination papers
filed in Official Personnel Fold-.’s.

Retention period: 2 years.

12340 PROMOTION, REASSIGNMENT,
AND DETARECORDS

(I) APPLICAT:’ONS AND TEST
PAPERS, together with supporting docu-
ments, of ineligible employees applying
for promotion:

(a) Applications.
Retention eriod: until individual is
rated ineligible, then return to
applicant.

(b) Test papers and supporting
documents.

Retention period: 6 months.

(2) APPLICATIONS AND EXAMINA-
TION PAPERS of employees who qualify in
competitive promotion examinations for po-
sitions under the Plan A Navy Merit Pro-
motion Program.

Retention period: until register is
terminated, provided 2 years have
elapsed since last’ selection was made
from that register and there has been
a regularly scheduled Civil Service
Commission inspection since the last
selection date.

(3) TERMINATED REGISTERS OF
ELIGIBLES under the Plan A Navy
Merit Promotion Prog’am.

Retention period: year.

12350 JOB RETENTION AND SEPARATION
RECORDS

Change
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(1) RETENTION REGISTERS, includ-

LUg card files and related papers, on which

no reduction-in-force actions have been
taken.

Retention period: until superseded.

12351 REDUCTION-IN-FORCE RECORDS

(1) RETENTION REGISTERS on

which reduction-in-force actions have been
taken.

Retention period: 10 years.

(2) CARD RECORDS and related
papers on which reduction-in-force actions
have been taken.

Retention period: 2 years.

12400 EMPLOYEE DEVELOPMENT, PER-
FORMANCE, AND UTILIZATION
RECORDS- GENERAL

(1) GENERAL CORRESPONDENCE
FILES, including reports and other related
papers concerning civilian personnel train-

LUg and development, and the performance
and utilization of personnel. See paras.
12000(I) and (2).

12410 EMPLOYEE TRAINING AND DE-
VELOPMENT RECORDS

(I) TRADE TRAINING PLANS, in-

cluding authorizations to establish appren-
tice and shop trainee training under such

plans; related papers.
Retention period: until discontin-
uance of trade training plan at the ac-

tivity and until no longer needed for
reference or program purposes.

(2) SHOP AND SCHOOL CONTINU-
OUS RECORDS OF PERFORMANCE of in-
dividual apprentices and shop trainees.

Retention period: year after ap-
prentice or shop trainee drops out of
or completes training program.

(3) NOTICES AND WARNINGS OF
UNSATISFACTORY PROGRESS:

(a) Notices of mar[inal or unsat-

isfactor}, progress of apprentices and shop
trainees.

Retention period: until satisfactory
completion of apprenticeship or shop
trainee year involved or until individ-
ual is dropped from training, which-
ever is earlier.

(b) Warnin[s of unsatisfactor),
progress to apprentices or shop trainees.
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Retention period: until satisfactory
completion of apprenticeship or shop
trainee year involved or until year after
individual is dropped from.the training
program, whichever is earlier.

(4) WORK EXPERIENCE SCHEDULES
AND PROGRESS RECORDS (such as
NAVEXOS-2107) and other similar records.

Retention period: I year after appren-
tice or shop trainee completes his train-
Lug or is dropped from training program.

(5) QUARTERLY PROGRESS AP-
PRAISALS (such as NAVEXOS-2594) and
other similar records.

Retention period: until apprentice or

shop trainee completes his training or

is dropped from training program,
then file on permanent side of Offical
Personnel Folder.

(6) REQUESTS FOR NON-GOVERN-
MENT TRAINING (such as Request-Civilian
Training in Non-Government Facilities,
NAVEXOS-3556) or other similar forms;
related papers.

Retention period: 2_ years after com-
pletion of training or until a11 obli-
gated service requirements have been
satisfied, whichever is later.

(7) TRAINING ASSIGNMENT AGREE-
MENTS. These are filed on the temporary
side of the Official Personnel Folder, ex-

cept they may be filed on the permanent
side of the Folder when special circum-
stances warrant, e.g. when employee is

separated without fulfilling his obligated
service agreement or without being re=
leased therefrom.

Retentionperiod: 2 years after ful-
fillment ofobligated service, e_xce_
handle those filed on permane" side

of Folder as provided for in para.
IZZ93(I).

(8) PERMANENT TRAINING REC-
ORDS: advanced credit authorizations for
apprentices and shop trainees; training
agreements--records of satisfactory com-
pletion of training under a training agree-
ment approved by the Civil Service Commis
sion; scholarship or award authorizations--
written authorizations to accept scholar-
ships or awards (in cash or in kind) inci-
dent to training in non-Government facili-
ties; acceptances of payments in connection
with attendance at meetings--written au-
thorizations to accept payment from
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non-Government facilities in connection
with attendance at meetings and records of
payments made and accepted; waivers on
limitions on training in non-Government
faciLities--copies (preferably pen-signed
copies) of authorizations by the Civil Serv-
ice Commission to waive numerical limi-
tations of training in non-Government
cilities (other than waivers published in
NCPI 410); cumulative records of training
(such as NAVEXOS-232gA and B); and cor-
respondence giving recognition to employ-
ees for participation in or completion of
training.

Retention ,eriod: file on righte
manen_t) slde of Official Personne
Folder and handle as provided for in
para. 12293(I ).

* (9) OTHER FORMS AND CORRE-
SPONDENCE RELATING TO TRAINING
AND DEVELOPMENT OF EMPLOYEES
and not authorized for filing on permanent
side of the Official Personnel Folder.

Retention period: file on left (tem-
or..) side of Official Personn
otaer upon completion or discon-
tinuance of training and dispose of in
accordance with para. 12293,
de.stroy without filing papers oat
transitory nature and dispose of rou-
tine requests for training information
in accordance with para. 12290(2).
{See also para. 4066{2)(b).)

12430 PERFORMANCE APPRAISAL AND
RATING RECORDS,

(l) OFFICIAL PERFORMANCE
RATINGS, except those made as Lists of
"Satisfactory" ratings.

Retention period: upon approval of
rating, file official record copy on
right (permanent} side of Official
Personnel Folder; if other copies are
maintained destroy them within 2
years.

(2) LISTS OF OFFICIAL "SATISFAC-
TORY" PERFORMANCE RATINGS.

Retention period: 2 years after ap-
proval of the ratings.

(3) UNOFFICIAL PERFORMANCE
RATINGS:

(a) When attached to and made a
part of an official performance rating, file
with the official rating on the right (per-
manent) side of the Official Personn
Folder.

Change 1

Disposal of Navy and Marine Corps Records

(b) Whenprepared only for dis-
cussion with, and information to, the em-
ployee concerned.

Retention period: until action is com-
pleted, then deliver to employee,
cep.__t if of current reference value the
supervisor may retain for not longer
than I year.

(c) When prepared as interim
record. These may be retained by super-sor, transferred to another supervisor
concerned, or filed with the Personnel
(Industrial Relations) Officer.

Retention period: not more than 2
years, when appropriate, the
record may be filed on the left {tem-
porary) side of the Official Persounel
Folder and disposed of as provided
in para. 12293(1 ).

(4) PERFORMANCE RATING
WARNINGS:

(a) When the warnin becomes a
.supporting part of an official "Unsatisfac-
-ory" performance ratin, file withthe
rating on the right {permanent} side of the
Official Personnel Folder and dispose of as
provided in para. 12293(1). If the warning
is subsequently determined not to be a cor-
rect record, remove from Personnel Folder
and destroy immediately.

(b) When the warnin does not
become part of an official "Unsatisfactory"
performance ratin but is retained for tem-
porary reference by those concerned with
evaluating the employee’s performance.
{These wil/not be filed on the left {tempo-
ra__) side of the Official Personnel Fo

for good and sufficient reason why
d be so maintained}.

Retention period: not more than 2
years, cept dispose of those filed
in official Personnel Folder as pro-
vided in para. 12293(I }. However,
if it is determined that the warning is
not a correct record, remove from
Personnel Folder or other file where
kept and destroy immediately.

(5) PERFORMANCE RATING AP-
PEALS CASE FILES (exclusive of appeal
decisions in Official Prsonnel Folders).

Retention period: 2 years after case
is closed.

12450 EMPLOYEE RECOGNITION AND
INCENTIVE RECORDS

27 August 1964 II-12-6
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(I) GENERAL CORRESPONDENCE
FILES relating to the Navy employee rec-

ognition and incentive programs, involving
program standards, organization, proce-
dures, and awards.

Retention period: 2 years.

(2) INCENTIVE AWARDS CASE
FILES (other than beneficial suggestion
case files covered in para. 1245- below):

(a) Incentive Awards Files of
the Office of Industrial Relations, Navy
Department: case files of employee recog-
nition and incentive awards granted civilian
employees and naval activities and offices
by awards committees. Include recommen-
dations for awards, briefs of accomplish-
ments, copies of job descriptions, records *
of committees actions, and related corre-
spondence and other papers. (Record
copies of the Secretary of the Navy awards
are filed in retained official files of the
Secretary. Records of individual awards
are filed in employee’s Official Personnel
Folder when appropriate.

Retention period: 2 years.

(b) Incentive Award Recommen-
dations Case Files maintained by Navy In-
centive Awards Boards.

Retention period: 2 years after date
of final closing action. (Place in
inactive file upon completion of final
closing action and destroy years
late r.

(c) Incentive Award Recommen-
dations Case Files maintained by ori[inat-
in[ departmental bureaus and offices and

by field activities.
Retention period: 2 years after initial
receipt of award recommendation,
rovided 60 days have elapsed since
st closing action (final action--ap-

proval or disapproval--taken by
originating activity as a result of
field, departmental, or Navy Incentive
Awards Board recommendation or
decision).

12452 SUGGESTION SYSTEM RECORDS

(2} BENEFICIAL SUGGESTION CASE
FILES:

, (a) Beneficial suggestion case
files of the Office of Industrial Relations,

Navy Department: official case files of
beneficial suggestions submit’ted under the
Navy’s beneficial suggestion program, in-
cluding management’improvement sugges-
tions. Include accepted suggestions for-
warded to the Office of Industrial Relations
by activities and accepted and rejected de-
partmental and other cases considered by
the Office of Industrial Relations for Navy-
wide application. (See para. 12450(2) above
for other incentive award case files.

Retention period: 2 years.

(b) Beneficial sus[[estion case
files maintained by Navy Incentive Awards
Boards.

Retention period; - years after date
of final closing action. (Place in in-
active file upon completion of final
closing action and destroy Z years
late r.

(c) Beneficial suggestion case
files maintained by orisinating depart-
mental bureaus and offices and by field ac-
tivities.

Retention period: Z years after
initial receipt of the recommendation
or suggestion, provided (>0 days have

elapsed since last closing action (final
action--approval or disapproval--
taken by originating activity as a re-

sult of field, departmental, or Navy
Incentive Awards Board recommenda-
tion or decision.)

12500 CLASSIFICATION, PAY, AND AL-
LOWANCE RECORDS GENERAL

(I) WAGE AND CLASSIFICATION
CONTROL CARD RECORDS: progress or

control records reflecting action taken on

requests for wage rates and on reports for
classification action.

Retentionperiod: until end of calen-
dar year following that in which action
was taken.

(I) GENERAL CORRESPONDENCE
FILES relating to the Navy beneficial sug-
gestions program, involving program stand-
ards, organization, procedures, and
awards.

Retention period: 2 years.

(2) RECEIPTS FOR CHECKS:

(a) Divisional check receipts for
blocks of checks for operating units.

Retention period: month.

Change

II-12-?
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(b) Receipts for other checks and
for savings bons.

Retention period: 3 months.

(c) Records of or receipts for
checks mailed to employees.

Retention period: I year.

(3) VISIBLE INDEXES OF ALL EM-
PLOYEES, giving names, divisions, and
check distribution code numbers, or other
similar information.

Retention period: until individual
index record is superseded or
obsolete.

12510 POSITION CLASSIFICATION
RECORDS

(I) C/-JSIFICATION SURVEY RE-
PORTS: Group IVb position classification
survey reports and analyses; related cor-
respondence and papers. (Submitted to the
Office of Industrial Relations when classi-
fication surveys are conduc[ed in major
activities ).

Retention period: I year.

12511 CLASSIFICATION RECORDSDEPARTMENTAL

(I) DEPARTMENTAL POSITION
DESCRIPTIONS.

Retention period: until position is
abolished or superseded, except that
nmster fi/es of position descriptions
accumulated by the Office of Indus-
trial Relations, Navy Department,
are permanent records.

12512 CLASSIFICATION RECORDS, FILI

(I) FIELD POSITION DESCRIPTIONS.
Retention period: 2 years after posi-
tion is abolished or superseded, ex-

sCce that nmster files of position--
rlptions accumulated by the Office

of Industrial Relations, Navy Depart-
ment, are permanent records.

12531 PREVAILING WAGE RATE SYSTEM
(WAGE FIXING AND UNGRADED RATIN.)
RECORDS

(1) WAGE SURVEY FILES: files of
field activities consisting of wage survey
reports and data, background and working
papers, and other records concerning area
wages paid for each employment class; re-
lated correspondence (.o.ther than file copies
of authorized wage schedules}.
Change
27 August 1964
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Retention period: until completion of
subsequent full-scale wage surveys.

(2) RATING AUTHORIZATIONS:
forms (such as NAVEXOS-3473}, corre-
spondence, and related papers (depart-
mental and field}:

(a) Authorizations contain’rag
valuable occupational or standards informa-
tion.

Retention period: permanent.

(b} Authorizations of a routin
nature.__

Retention period: 2 years ater rating
is deleted from activity wage schedule.

12550 PAY ADMINISTRATION (GENERALRECOIDS

.(I INFORMATIONAL COPIES OF
PAYROLLS.

etentionperiod: I year. (See also
para. 7420.

12552 WAGE AND SALARY CHANGE
RECORDS

(I) RECORDING COPIES OF WITHIN
GRADE SALARY ADVANCEMENT NOTICES
(such as NAVEXOS-2073).

Retention eriod: until employee has
been notifled of salary advancement.

12(>00 ATTENDANCE AND LEAVE
RECORDS GENERAL

(I) TIME AND ATTENDANCE RE-
PORTS (such as SF-I135 and 113(>).

Retention period: I year,
apply para. 7421(1) to pay authoriza
tion copy used for accounting audit
purposes.

12610 ATTENDANCE (HOURS OF WORKRECORDS

(I) OVERTIME AUTHORIZATION
REQUESTS (such as NAVEXOS-24(>); semi.
monthly Reports of Excess Overtime for
Payment (such as NAVEXOS-246).

Retention period: I year.
(2) REPORTS OF ATTENDANCE

(such as NAVCOMPT-20(>A).
Retention period: 3 months.

12(>30 ASENCE AND LEAVE RECORDS
(I) ABSENCE AND LEAVE REC-

ORDS: all applications for leave and sup-
porting papers, including reports of

II-12-8
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absence without authority and tardiness
reports; Requests for Extended Leave
(such as SF-71); Notifications of Transfers
of Leave (such as SF-IIS0); other similar

records.
Retention period: year.

(2} LEAVE RECORD CARDS (such
as SF-1137) maintained by departmental
personnel offices. Apply provisions of
para. 7420{5), excerpt place cards for era-

ployees separated for military service on

right (permanent) side of Official Personnel
Folder.

12700 EMPLOYEE RELATIONS AND
SERVICES RECORDS GENERAL

(I) GENERAL CORRESPONDENCE
FILES relating to employee relations and
services. See para. 12000(2).

12710 EMPLOYEE RELATIONS RECORDS

(I) COUNSELORS CASE RECORDS
providing briefs of interviews with employ-
ees and pertinent personal data.

Retention period: 2 years after trans-
fer or separation of employee.

12713 DISCRIMINATION RECORDS

(I) COMPLAINT CASE FILES: all
pertinent records relating to the individual
case.

Retention period: 2 years after sepa-
ration of complainant.

(2} SURVEY RECORDS.
Retention period: 4 years.

12732 EMPLOYEE SECURITY PROGRAM
RECORDS

(I PERSONNEL SECURITY CLEAR-
ANCE (CASE} FILES: official case files of
a11 records accumulated in connection with
investigations of personnel under Executive
Order 10450 and prior Orders. Consist of
investigative reports and supporting docu-
ments, records of action taken, and aLl other
related papers, including material returned
by the Civil Service Commission (see NCPI
290.5-5c) in connection with pre-employment
National Agency Checks or other personnel
investigations conducted by the Civil Service
Commission under specific legislative au-

thority. (Copies of each administrative ac-
tion taken by the activity in connection with
each security case also are filed in the ac-
tivity’s class/fled correspondence files.

Retention period: 30 years after date
of last action. (Place in inactive file
upon completion of all action. H not
required for reference, transfer

I ,Rme 1961 H-12-9

inactive file to nearest Federal Rec-
ords Center when 5 years old.

(2) CERTIFICATES OF CLEARANCE
FOR HANDLING CLASSIFIED MATTER
(such as OPNAV-5521-429). See para.
5521.

12750 DISCIPLINARY RECORDS

(I) RECORDS RELATING TO DIS-
CIPLINARY ACTIONS taken against indi-
vidual employees (other than those that
must be filed on the right (permanent) side
of employee’s Official Personnel Folder as

provided in NCPI 290).
Retention period: 2 years.

(2) SURVEYS AND STUDIES.
Retention period: 4 years.

12770 GRIEVANCE RECORDS

{q) HEARING RECORDS and related
correspondence.

Retention period: 2 years fter em-

ployee’ s separation.

(2) SURVEYS AND STUDIES.
Retention period: 4 years.

12790 SERVICES TO EMPLOYEES
RECORDS

(I) PERSONNEL RECORDS OF
NON-FEDERAL EMPLOYEES of morale,
welfare, and recreation facilities and ac-
tivities. See para. 5380.

(2) CIVILIAN CLUBS RECORDS:
financial and other records of social and
recreation facilities operated for the use of
civilians by an association or concession-
aire. Apply para. 7010.

12792 HEALTH PROGRAM RECORDS

(I) INDUSTRIAL HEALTH (CLINI-
CAL) RECORD (CASE) FILES: industrial
health jackets of civilian employees (in-
cluding non-U. S. citizens) of the Navy or
Marine Corps, including copy of Certifi-
cate of Medical Examination (SF-78) (origi-
nal is to be filed in employee’s Official
Personnel Folder)and certain x-rays as

specified in para. 12792(2) below.
Retention period: permanent. (Trans-
fer to Federal Records Center, Ill
Winnebago St., St. Louis I Mo. i
annual installments, records of
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employees separated from the naval
service over 30 days. When sep&ra-
tion date is not known transfer 2
years from date of inst treatment or
examination. )

(2) X-RAYS OF CIVIIL.N EM-
PLOYEES.

Retention period: 5 years, except
that x-rays of positive pathological
findings that are not static in nature

Retention eriod: destroy immedi-
&rely upon receipt.

(2) PAY ACCOUNTING AND DIS-
BURSING COPIES OF HEALTH BENEFIT
AND INSURANCE RECORDS. Apply perti-
nent provisions of chapter 7.

12810 IN3URY COMPENSATION RECORDS

(1) COMPENSATION FORMS and re-
thn copies inand one representative x-ray of those lted correspondence (other

that are static in nature will be filed Official Personnel Folders).
in and retained with employee’s in- Retention period: 2 years, except if
dustrial health (clinical) jacket, files relate to a compensation claim

transfer them to Federal Records
(3) INDUSTRIAL HEALTH REPORT Center, 111 Winnebago St., St.

DATA SHEETS (such as NAVMED-576). Louis 18, Mo. upon settlement of
Retention period: 2 years, claim.

12800 INSURANCE AND ANNUITY
RECORDS GENERAL

12910 EMERGENCY PROGRAM RECORDS.
See para. 3050.

(1) CARRIER COPIES OF HEALTH
BENEFITS REGISTRATION FORM (such as
SF-2807) of non-enrolled employees.



CHAPTER 13

AERONAUTICAL AND ASTRONAUTICAL MATERIAL RECORDS

13000-13999

The records described in this chapter re-
late to aeronautical and astronautical
weapons and materials and to the develop-
rr.ent and readiness of these weapons and
materials for all naval forces. They are
accumulated by aeronautical activities and
ffices and by nits and departments of ac-
tivities and offices that are concerned with
aeronautical and astronautical materials
and related functions. Records relating to
research matters and to flight and space
operations are covered in chapter 3.

13000 AERONAUTICAL AND ASTRO-
NAUTICAL MATERIAL RECORDS
GENERAL

(I) PRLMAY PROGRAM RECORDS:

(a) General correspondence files
of the Bureau of Naval Weapons and of other
epartmental bureaus and offices that docu-
ment the development, execution, and ac-

complishment of plans, policies, programs,
and procedures pertaining to the develop-
ment and readiness of aeronautical and as-
tronautical materials for the naval forces
and to related functions for which the bu-
reaus and offices have been assigned pri-
n.ary program responsibilities. These
files consist of correspondence, reports,
plans, studies, data, and other records.
They are maintained either in the bureau’s
centralized files or in officially authorized
decentralized division or other office files.
(Exclude routine operating records covered
inpara. 13000(2) below.)

{d) Air base headquarters en-
eral correspondence Iprinary program}

files...._..
Retention period: 6 years, as pro-
vided in para. 3000(2).

(e) Aviation squad.rons,., ,r, ec_o__r.d_s_.
Apply para. 3100(2).

(f) Aeronautical research and

d.evelopment activities records. See para.
3900.

(2) ITERNAL OPERATING REC-
ORDS: correspondence, reports, and other
records relating to the routine internal op-
eration and administration of activities or
offices performing functions relating to
aeronautical and astronautical matters.

Retention period: 2 years.

(3) PERIODIC REPORTS RELATIING
TO AERONAUTICAL AND ASTRONAUTICAL
MATERIALS AND EQUIPMENT AND THEIR
OPERATIONAL READINESS: activities

copies of reports submitted to higher au-

thority and not specifically authorized for
other disposal in this manual. Lnclude re-

ports such as monthly and quarterly air-

craft, engine, and parachute reports;
monthly aircraft radio material reports,
etc.

Retention period: 2 years.

(4) AERONAUTICAL ENGINEERING
DRAWINGS OR PLANS:

Retention period: permanent. (Trans- * (a) Master file of _Ii aeronautical
fer to Federal Records Center, Alex- engineering drawingS’ ’ lans (one st-o-
andria, Va. when 4 years old. ach): vandykes (when availaole) or master

(b) Air stations and facilities
outside continental United States gene.ral
corres]0ndence rim,ar program) file.s.

Retention period’:-ernanet, as pro-
vided in para. 3000(4).

(c) Continental United States air
S_tations general correspondence (primary
program) files, including"ii’es ’of auxiliary
air stations and air .facilities within conti-
nental U. S.

Retention period: 6 years, as pro-
vided in para. 3000(4).

II-13-I

drawing or plan, and/or microfilm nega-
tives; related required engineering data in-

structions. These generally are accurnlated
by such activities as the Naval Air Engineer-
ing Center, the Naval Air Development Cen-
ter, the Naval Air Station, 5ohnsville, Pa.,
and other activities having development or

design cognizance of aeronautical or asro-
n@utical equipment, craft, or components.

Retention period: permanent. (When
aircraft is removed from inventory or
when drawing of equipment is no

longer needed, transfer drawing or
plan (vandyke, if available) originated

Change
27 August 1964
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at activity to Federal Records Center,
Mechanicsburg, Pa., except that the
Naval Air Engineeriner, the
Naval Air Development Center, and
the Naval Ai.- Station, Johnsville, Pa.
will forward one copy of each re-
gardless of originator.

(b) All other engineering draw-

ins or plans, including blueprints, micro-
film (other than master negatives), etc.

Retentionperiod: drawings or plans
received from contractors or from
the Naval Air Engineering Center--
until aircraft is obsolete; all others--
until superseded, obsolete, or no
longer needed.

(5) NAUTICAL CHARTS OR MAPS
AND NAVIGATIONAL PUBLICATIONS.
See 3160 series

(6) TECHNICAL INSTRUCTIONS
RELATING TO WEAPONS, including aero-
nautical and ordnance material

Retention period: Bureau of Naval
Weapons master copies accumulated
at the Federal Records Center, A/ex-
andria, Vs. --permanent; all other

obsolete, canceLled, or
er needed for reference.

(7) BUREAU OF NAVAL WEAPONS
FLEET READINESS REPRESENTATIVES
RECORDS:

(a) General correspondence files
relating to the -formance of e repre-
sentatives assigned aeronautical and ord-
nance material (fleet) readiness functions.

Retention period: 5 years, re-
tain records relating to the routine
operation of the office for 2 years.

(b) .roject Case Files for types
of aircraft. See pars. 4700(Z).

(c) ructural defects inspection

r:ame accumulated by BU"EPS fleet
ss representatives.

Retention period: positive reports--6
months; negative reports--until num-
ber of inspections made has been re-

Disposal of Navy and Marine Corps Records

13050 CONFIGURATION CONTROL
RECORDS

(I) AERONAUTICAL ENGINEERING
REPORTS and engineering investigation
reports.

Retention period: 3 years, prvide.d
action has been completed.

(2) ENGINEERING INSTRUCTION
SHEETS AND ORDERS reiating to aero-
nautlcal equipment and materials.

Retention period: master copy--
permanent; all others--6 months or
until supez.eded, obsolete, or pur-
pose has been served.

13051 ENGINEERING CHANGE PROPOSAL
RECORDS

(1) ENGINEERING CHANGE PRO-
POSALS. These are recommendations
made by the Navy and/or Navy contractors
or other interested parties for changes in
procedures for the upkeep, maintenance,
repair, or improvement of aeronautical or
astronautical equipment or materials:.

(a) Proposals and reiated cor-
respondence.

Retention period: 3 years or until
issuance of revised instruction,
cept master set of proposals are
permanent records. (These generally
are filed and handled as master tech-
nical instruction or plans files (see
paras. 13000(4}and 5215(I).)

(b) Copies. filed with contract
Apply para. 4280(I).

(c) R__eference copies of propos-

Retention period: until proposal is
implemented (revised instruction s"
sued and other required action taken),
rOVided copies are no longer needed
r local reference.

13052 ENGINEERING CHANGE KITS

(I) A/RCRAFT SERVICE CHANGE
FOLDERS (such as contractors service

ported to the Bureau of Naval Weapons. changes); copies of.

(d) Prol|ress and ’orkload re-
o. copies of activities reports ac-
cumulated by BUWEPS fleet readiness
representatives.

Retention period: I year.

Change H- 13- 2
7 August 1964
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13070

Retention period: until superseded,
obsolete, or no longer needed.

MATERIAL RELIABILITY PRO-
GRAM RECORDS

These records are accumulated by aero-
nautical activities in connection with the
execution of their material reliability
programs and related efforts to obtain

optimum utilization of comprehensive
material reliability data.

(I) REPORTS OF FAILURE, UN-
SATISFACTORY, OR DEFECTIVE MATE-
RIALS (such as DD-787, NAVAER-306);
related papers. These are copies used for
material reliability purposes only.

Retention period: reporting activity--
6 months; receiving activity--I year,
except that when record is micro-
filmed or data is converted to EAM
or data processing records, reports
may be destroyed when data has been
recorded and verlfled.

(Z) PUNCHED OR OTHER EAM
CARD RECORDS PREPARED FROM
FAILURE AND UNSATISFACTORY EQUIP-

MENT REPORTS (such as FURs, AMFURs,
EFRs) or related material reliability rec-
ords (accumulated by Failure, Unsatisfac-
tory and Reliability (FUR) Center or other
similar activity.

Retention period: l year.

3) AIRCRAFT MATERIAL RELIA-
BILITY TABULATIONS OR LISTINGS pre-
pared in connection with the Material Re-
liability Program; related papers. These
are accumulated by the Failure, Unsatis-
factory and Reliability (FUR) Center or
other similar activity.

Retention period: year.

(4) MICROFILM (MASTER FILE
ONLY) OF FAILURE OR UNSATISFAC-
TORY MATERIAL REPORTS and related
tabulated listings or other records con-
taining valuable engineering data, narra-
tive comments, or other data determined to
have research or informational value. (See
para. 3900 for other research records.)

Retention period: I0 years.

13090 AIRCRAFT LOGS AND OTHER
RECORDS

(I) AIRCRAFT LOG BOOKS (such as
NAVAER-418), including Aeronautical

SECNAVINST P5Z I Z. 5B
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Equipment Service Record (aircraft, en-

gine, propeller, or other aeronautical
equipment) and Handbooks of Weights and
Balance Data, exclusive of (I)books cover-

ing experimental aircraft, engines, or

propeller, (Z) books covering aircraft and
engines that have made outstanding records
considered of historical value, (3) books
recording tests of experimental material or

equipment, and (4) books of aircraft or en-

gines stricken from Navy List and recom-
mended for sale.

Retention period: until craft or en-

gine is stricken from Navy List or

propeller is surveyed as appropriate.

(Z) LOG BOOKS AND HANDBOOKS
OF WEIGHT AND BALANCE DATA, in-

cluding (I) experimental aircraft, engines,
or propellers, (Z) books covering aircraft
and engines that have made outstanding
records considered of historical value, (3)
books recording tests of experimental ma-

terial or equipment, and (4) books of air-

craft or engines stricken from Navy List

and recommended for .sale.
Retention period: permanent. (Trans-
fer to FederaIRecords Center, Alex-
andria, Va. when aircraft or engine
is stricken from Navy List or when
propeller is surveyed, except transfer
books of craft or engines recommended
for sale (category {4)) to purchasers.

(3) AIRCRAFT INVENTORY REC-
ORDS: Aircraft Inventory Record (including
Certificate and Record of Transfer and
Shortages Form such as DD-780-Z): used
to maintain a continuous chain of custodial
responsibility incident to the transfer and

acceptance of aircraft. Also covered by the
below retention instructions, is the Standard
Aircraft Inventory Log (including Receipt
Endorsement Log and Report of Inventory
Form), and Standard Inventory Log Supple-
ment (such as NAVWEPS-4440/1 main-

tained for continuous in-use knowledge of
Selected Item Reporting (SIR) of aeronauti-
cal items.

Retention period: until Aircraft In-
ventory Record or Standard Aircraft
Inventory Log is superseded or re-
issued or until aircraft or equipment
is disposed of, except as follows:

(a) When Aircraft Inventory Rec-
ord is superseded--retain until, second
transfer has been recorded on new form;
when Log is reissued--remove last Report
of Inventory Form and merge with new Log.
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(b) When aircraft is disposed of
by transfer to other Government agencies
or to foreijn Governments--transfer Record
or Log with craft.

(c) When aircraft is disposed of
by sale to a private party--forward Record
or Log, together with Form DD-780-2, to
Bureau of Naval Weapons immediately. The
Record or LOg may be duplicated for buyer,

ovided no classified information is
cluded.

(d) When accident causes strike
of aircraft--striking or salvaging activity
will retain Record or Log until no longer
needed by investigating authorities.

(4) AIRCRAFT ACCOUNTING SYS-
TEM RECORDS: status of aircraft and
other reports (such as OPNAV-$442 series
and NAVAER-1385}. Include reports of
status of research and development air-
craft. Appty para. 5442.

(5) MAGAZINE TEMPERATURE
LOGS FOR AERONAUTICAL CRAFT.

Retention period: 6 months after tog
is filled.

(6) SPECIFICATIONS FOR THE
DEVELOPMENT AND MANUFACTURE OF
AIRCRAFT AND AERONAUTICAL AND
ASTRONAUTICAL EQUIPMENT. See para.
4121.

13100 AIRCRAFT MATERIAL RECORDS
GENERAL

(I’) AIRCRAFT AVAILABILITY
REPORTS.

Retention period: I year.

(2) RECORDS RELATING TO THE
ALTERATION AND REPAIR OR OVER-

Disposal of Navy and Marine Corps Records

HAUL OF AIRCRAFT OR AERONAUTICAL
EQUIPMENT. Apply para. 4700.

(3) AIRCRAFT CHECK LISTS. These
relate to the periodic (30, 60, 90, 1200 240
hours, etc. inspection of individual air-
craft. Include check-off sheets, safety or
other equipment checks, etc.

Retention p,eriod: I year.

{4) AIRCRAFT ACCOUNTABILITY
AND STATUS RECORDS. See para. 5442.

(5} AIRCRAFT WORK STATUS
RECORDS: show status of work performed
on individual craft or equipment. (See also
4700 series.

Retention period: 2 years.

13300 ASTRONAUTIC VEHICLE RECORDS
GENERAL

(1) PLANS AND DRAWINGS FOR
ASTRONAUTIC VEHICLES. See para.
13000(4).

13700 ENGINE AND ENGINE SYSTEM
CLUDING COMPONENTS AND ACCESSQ-
RIES) RECORDS GENERAL

(1) MONTHLY AIRCRAFT ENGINE
ACCOUNTABILITY REPORTS (such as
NAVAER-5058)..

Retention period: copies, maintained
by reporting activities I year; orig-
inals, maintained by controlling
custodians--until data is machine
processed and punched IBM cards are
submitted to the Bureau of Naval
Weapons.

(2) AIRCRAFT ENGINE RECORD
(work sheet) (such as NAVAER-50sg).

Retention period: 6 months after
transfer or disposition of engine.

Chan I
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Appomdlx A

NAVY REGULATIONS

Art. IZ50.
"No person, without proper authority,

shall withdraw official records or corre-

spondence from the files, or destroy them,

or withhold them from those persons
authorized to have access to them.

Art. IZ51.
"I. Unless authorized by the Secre-

tary of the Navy, persons in the naval

service are prohibited from producing of-
ficial records or copies thereof, or from

producing classified matter or copies
thereof, in answer to subpoenas duces
tecum or otherwise, and from disclosing
any information pertaining to classified
matter, in a civil court. In all cases

where official records or copies thereof
are requested by or on behalf of parties to

a suit, whether in a court of the United
States o of a State, such parties shall be

izformed that it is the practice of the Navy
Department to decline to furnish at the re-

quest of the parties litigant, official rec-
ords or copies thereof or other information
to be used in the course of the proceedings,
or to grant permission to such parties or

their attorneys to make preliminary or

informal examination of the records, but
that the Navy Department will promptly
furnish copies of official records in such

cases upon call of the court before which

the litigation is pending. This article does

not apply to cases in which a subpoena
duces tecum or other process is issued by
a court of the United States requiring the

production in any suit or proceeding therein

pending, of files, records, reports, or
other paper or documents pertaining to any

claim for the benefits prescribed under the
World War Veterans Act, 1924 (act of June
7, 1924, ch. 320, 43Slat. 007 as amended;
38 U.S.C. 4-I); and any such subpoena
duces tecum or process shall be obeyed
without prior authorization of the Secretary
of the Navy in specific cases.

-. I all cases where the producing of
official records in civil courts is authorized,
the original records shall be retained in the

custody of the person producing them, but
copies of such records may be delivered for
use as evidence."

Art. 1519. Disposition of Cssified atter
I. Classified matter shall be disposed

of in accordance with instructions co4sCIned
in the Registered Publications IV[anul,
instructions issued by the Secretary of the
Navy for the disposal of records, or in-
structions issued by the Bureau or Office
having control of the matter.

2. Destruction of classified matter,
when authorized, shall be accomplished in

the presence of one or. more responsible
officials in accordance with instructions
issued by the Chief of Naval Operations,
who may require a certificate of destruc-
tion when certain classes of ma,tter are
destroyed.

Art. 1614.
Obsolete correspondence shall be dis-

posed of only in accordance with instruc-

tions authorized by the Secretary of the

Navy.
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CARE REQUIRED FOR GOVERNMENT RECORDS
(18 Unnitod Stetos Codo 2071)

Provisions of law regarding the care
to be accorded Government records are
most stringent. Sections 34 and Z35 of
Title 18 of the United States Code, which
bear upon this point, read as follows:

"234. (Criminal Code, Section 128).
Destroying public records.--Whoever shall
wilfully and unlawfully conceal, remove,
mutilate, obliterate, or destroy, or attempt
to conceal, remove, mutilate, obliterate,
or destroy, or, with intent to conceal, re-
move, mutilate, obliterate, destroy, or

steal, shall take and carry away any rec-

ord, proceeding, map, book, paper, docu-
ment, or other thing, filed or deposited
with any clerk or officer of any court of the
United States, or in .ny public office, or
with any judicial or public officer of the
United States, shall be fined not more than
SZ, 000, or imprisoned not more than three

years, or both. (Revised Statutes, Sec.
5403; Mar. 4, 1909, Ch. 321, Sec. 128,
35 Stat. llll.)

"35. (Criminal Code, Section I9).
Destroying records by officer in charge.
Whoever, having the custody of any record,
proceeding, map, book, document, paper,
or other thing specified in Section 34 of
this Title, shall wi1lly and unlawfully con-
ceal, remove, mutilate, obliterate, falsify,
or destroy any such record, proceeding,
map, book, document, paper, or thing,
shall be fined not more than $, 000, or

imprisoned not more thn three years, or
both; and shall moreover forfeit his office
and be forever afterward disqualified from
holding any office uder the Government of
the United States. (Revised Statutes, Sec.
5408; Mar. 4, 1909, Ch. 321, Sec. 129,
35 Stat.
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GSA FEDERAL RECORDS CENTERS AND AREAS OR RECORDS SERVED

Navy and Marine Corps activities shall transfer their records to the nearest or ap-

propriate Center as indicated in this listing unless specific authority for an exception to

these general provisions is authorized in specific paragraph items listed in Parts II and

III of this Instruction.

GSA

*

Area or Records Served

All personnel records of separated
civilian employees; pay records of
all civilian employees; medicl
records of civilian employees; and
medical records of civilian em-
ployees of the Army, Navy, and Air
Force accumulated by naval activi-
ties.

Service records of separated mili-

tary personnel (other than service
records for Navy officer personnel
which are to be serviced by FRC,
Alexandria, Va.); all other Navy
and Marine Corps military per-
sonnel records, including training,
medical, and dental, and courts-
martial records.

Maine, Vermont, New Hampshire,
Massachusetts, Connecticut, and
Rhode Island

New York, New Jersey (areas
north of Trenton only), Atlantic
Ocean and other overseas activities

Xtsie the Pacific Ocean and
laElC areas,

New Jersey (Trenton and areas
south of Trenton only), Delaware,
and Pennsylvania east of Lan-
caster

Pennsylvania except.areas east
of Lancaster; records of Operat-
ing Force Commands and of NFC,
Cleveland

District of Columbia, Maryland,
West Virginia, and Virginia

Mailing and Shipping Address

Federal Civilian Personnel
Records Center, GSA
Ill Winnebago Street
St. Louis, Missouri 63118
(6ZZ-STZZ)

Federal Military Personnel
Records Center, GSA
9700 Page Boulevard
St. Louis, Missouri 6313-
(427-6100, ext.

Federal Records Center, GSA
Section A, 6th floor
Boston Army Base
Boston, Massachusetts
(223-2657)

Federal Records Center, GSA
641 Washington Street
New York, New York 10014
(9Z7-I000, ext. 257)

Federal Records Center, GSA
5000 Wissahickon Avenue
Philadelphia, Pennsylvania 19144
(438-5200, ext. 378)

Federal Records Center, GSA
Naval Supply Depot, Bldg. 308
Mechanicsburg, Pennsylvania 17055
(Poplar 6-8511, ext. 477)

Federal Records Center, GSA
Cameron and Union Streets
Alexandria, Virginia 22314
(Temple 6-I-00, ext.
Government dial code 1253)

Change
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GSA
Are or Records Served

North Carolina, South Carolina,
Tennessee, Mississippi, Alabama,
Georgia, Florida, Louisiana (ex-
cept Shreveport), Cuba, Puerto
Rico, and Virgin Islands

Kentucky, Illinois, Wisconsin,
Michigan, Indiana, and Ohio

Missouri, Kansas, Iowa, Nbraska,
North Dakota, South Dakota and
Minnesota

Texas; Oklahoma; Arkansas; and
Shreveport, Louisiana

Colorado, Wyoming, New Mexico,
and Utah

Nevada (except Clark County),
California (except Southern
California), Pacific Ocean and
Asiatic areas.

Arizona; Clark County, Nevada;
and Southern California

I0 Washington, Oregon, Idaho,
Montana, and Alaska

Disposal of Navy and Marine Corps Records

Mailing and Shipping Address

Federal Records Center, GSA**
1557 St. Joseph Avenue
East Point, Georgia 30044
{767-9717)

Federal Records Center, GSA
7201 South Leamington Avenue
Chicago, Illinois 60638
LUdlow 2-2175)

Federal Records Center, GSA
2306 E. Bannister Road
.Kansas City, Missouri 64131
(361-0860, ext. 7272).

Federal Records Center, GSA
4900 Hemphill Street
P.O. Box 6216
Fort. Worth, Texas 76115
(335-4211, ext. 2112)

Federal Records Center, GSA
Bldg. 48, Denver Federal Center
Denver, Colorado 80225
(233-3611, ext. 6856)

Federal Records Center, GSA**
Bldg. I, 100 Harrison Street
San Francisco, California 94105
(415-5556, ext. 3484)

Federal Records Center, GSA
5555 Eastern Avenue
Bell, California 90201
(AN S-Z54S)

Federal Records Center, GSA
6125 Sand Point Way
Seattle, Washington 98115
(682-3309, ext. 1384)

**Records formerly serviced by the Federal Records Center, New Orleans, La. are now
serviced by the Federal Records Center, East Point, Ga.; those formerly serviced by the
Federal Records Center Annex, Honolulv, Hawaii are now serviced by the Federal Rec-
ords Center, San Francisco, California.

Change 1
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STAU[,’XO FOI 13

,r.*T,ON RECORDS TRANITTAL
c,;. .v-o-oo RECIPT

INSTRUCTIONS
Sdlqmal two los to a/ato RCt.

TO 8E CdP’D AT FEDERAL RECORDS CENTER
ACCESSION NO, 1REOO Gl) .

TITLE

To, Federal Records Center, GSA

I. CITE SECURITY CLASSIFICATIQN AND/Oil RESTRICTION ON US OF |ECONDS. IF ANy

S. FILIN [QUINT ETIED CUOIC FEET OF RECOND

$. kA OF AGENCY CUTQOIAN OF RECO4IOS 7. TELEPHONE NO.

TITL

DESCRIPTION OF" RECOSOS WITH INCLUSIVE DATES12. JO NUMBERS

FRC ONLY

14. DISPOSAL AUTHORI TY
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SAMPLE LABELS FOIl FILE FOLDERS, FILE DIIAWEIlS, (AIIN TS,

OR FILE SERIES

Labels should contain: sUbject classification number and/or file title, a brief descrip-
tion of the records, inclusive period (dates) covered by the records, retention period and

disposal actions to be taken, and authority for disposal (paragraph number in SECNAV
Instruction 5Z 1Z. 5B).

7110-BUDGET ESTIMATES
Date of File: Fiscal Year 1962 (This is the period

during which the file accumulates.
Retention Period: 1 year after close of fiscal year.
Authority: 7110(2)(c) of SECNAVINST 5212.5B
Disposal Action: Cut off at end of fiscal

year 1962 and remove to lower
file drawer! destroy 30 June 1963.

4000-GENERAL CORRESPONDENCE FILE:
SPECIAL LOGISTICS PROGRAMS AND PLANS (SDCP)

)ate of File: 1962
Retention Period: 5 years
Authority: 4000(2) of SECNAVINST 5Z12.5B

Disposa.l: Cut off 30 Dec 196Z; retire
locally 31 Dec 1963; transfer
to FRC, Mech. 31 Dec-1965;
destroy 30 Dec 1967.

These may be abbreviated, such as follows:

7110-BUDGET ESTIMATES
July 1961-June 196-

Retention: yr. at end of FY,
per 7110(Z)(c) of SecNav 5-1 -. 5B

Cut Off 6130162; destroy 6130163

4000-GEN’L CORRES: SPEC. LOGISTICS PROGRAMS
FILE (SDCP) FY 1962

Retention: 5 yrs, per 4000(Z) ofSecNav 5ZIZ. SB
Cut Off 6/30/62; retire locally 6/30/63
destroy 6/30/62
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TABLE OF EQUIVALENTS FOIl CALCULATING CUBIC FOOTAGE

Unit of Cubic
Type of material measurement feet

E. A.M. tabulating cards
Card files:

In standard vertical cabinets
3 by 5 inch cards
4 by 6 inch cards
5 by 8 inch cards

In visible files
3 by 5 inch cards
4 by 6 inch cards
5 by 8 inch cards
8 by I0-I/2 inch cards

Miscellaneous file material:
Legal size material
Letter size material

Open shelf file material:
Office shelving (36 by 12 inches)
Stock shelving {42 by 15 inches}

Drawings, maps, plan files, etc.:
Urolded (I inch plan file

drawer}
Urfolded (-- I/2 inch plan

file drawer)
Hanging files:

Closed cabinet with hangers
(36 by 39 by 7- inches)

Open frame with hangers
(48 by 36 by 60 inches)

Rolled files:
Cabinet with bins and tubes

{36 by !8 by 78 inches)
Cabinet with bins and tubes

Vertical files in cabinets:
Top access with pockets

and compressors
3 drawer cabinet with

follower block
(23.5 by -4.6 by 17.3
inches)

5 drawer cabinet with
follower block {15 by
-8.5 by 11.6 inches)

Tray (3, 900 cards} 36

Drawer (12 inch) .10
Drawer (12 inch) .16
Drawer (12 inch) .25

I, 000 full pockets
I, 000 full pockets
I, 000 full pockets
I. 000 full pockets

Legal size drawer
Lettor size drawer

07
.11
.18
36

1.6
i.25

S/rl@ shelf
Single ohelf

Drawer 36

Drawer ,9

Unit Z4.

Unit 7.8

Unit 2.
Tube ,017

Unit

Dzawer 3.

Drawer I. 2

If number of plans, maps, or drawings is known, or can be easily estimated, the folowing
measurements will .be used regardless of method of f/ling:

Unit of Cubic
Size drawing measurement feet

A (8-112 by II inches)
B (II by 17 inches)

I. 000 plans .’25
I, 000 plans .5
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Unit of Cubic
Size of drawing measurement feet

C (17 by -2 inches) I, 000 plans I.
D (-- by 34 inches) I, 000 plans
E (34 by 44 inches) I, 000 plans 4.
F (-8 by 40 inches) I, 000 plans
H .(Z8 by 50 inches) I, 000 plans 3.
J (34 by 50 inches) I, 000 plans 4.5
K (40 by 50 inches) I, 000 plans
FiLm:

35 mL11imeter (I00 ft. reels) 7Z reels I.
16 millimeter {IZ00 ft. reels) I reels I.

Adjustments for partially filled cabinets will be made.

F-Z z96z



APFENDIX 6

GLOSSARY OF TEIIS

The definitions and explanations con
rained in this Appendix apply to terminol-
ogy or names as used in this Instruction.

I. CUBIC FEET OF RECORDS: Records
measuring one foot long, one foot wide, and
one foot high; used as a yardstick to indicate
volume of records on hand, transferred, or
destroyed. See Appendix F for table for
calculating cubic footage for various physi-
cal types of records.

2. DEPARTMENTAL BUREAUS AND
OFFICES: All headquarters activities and
offices at the Seat of Government, includin
offices of the Secretary of the Navy (SEC-
NAV, UNDERSECNAV, and Assistants),
Offices of the Chief of the Naval Operations
and the Commandant of the Marine Corps,
all independent departmental boards and
committees, and technical material bureaus
and offices, whether or not any such individ-
ual activities or offices are specifically des-
ignated.

3. DISPOSAL: Sometimes used to refer to
the physical destruction of records by burn-
ing, macerating, or other appropriate
means such as sale as waste paper. In the
Department of the Navy it is used inter-
changeably with the term "disposition".

4. DISPOSITI)]: The destruction, retire-
ment., transfer, or microfilming of records,
or their donation to non-Federal recipients.
It may include two or more of these actions,
Such as retirement after one year, transfer
after five years, and destruction after ten
years.

5. DISPOSAL CONTROL INSTRUCTIONS:
File labels used as local disposal controls
for each records series an activity or other
organizational unit accumulates, and pro-
viding for the breaking {cut-off}, retirement
and/or transfer, and destruction of each
temporary records series after specified re-
tention periods, and the designa.tion of rec-
ords for permanent retention. Labels some-
times are supplemented by centralized
control cards or listing maintained by the
person assigned records disposal responsi-
bility for the organization. Disposal con-
trol instructions are prepared locally by
each activity or by designated organizational

units within the activity. They are based on
the provisions of Navy and Marine Corps
general standards contained in this Instruc-
tion. They are established for all fi/e
series, whether they comprise record or
nonrecord material and whether classified
or unclassified.

6. FEDERAL RECORDS CENTER: A rec-
ords storage facility operated by the National
Archives and Records Service, General Serv-
ices Administration (GSA), for housing and
servicing roncurrent records of the Federal
Governmen). GSA operates regional Federal
Records Centers located at strategic points
in the continental United States. These Cen-
ters house and service general record ma-
terial. GSA also operates two national Fed-
eral ReCords Centers in St. Luis, Missouri.
These house and service noncurrent person-
nel records and payroll records. One, lo-
cated at I I Winnebago Street, houses inac-
tive records of civilian Federal employees;
the Federal Military Personnel Records
Center, located at 9700 Page Boulevard,
houses inactive military personnel records.

7. FILE CUT-OFF: The breaking, or cut-
tin off, of a file series in order to facilitate
reference to current files and permit the or-
derly disposal of inactive records in
"blocks". To cut off or break files, a file
series is terminated arbitrarily after a
given period of time {or on a given date} or
after a specHied action or event. A new file
seris thma is begun.

8. FILE DOCUMENT: A single document,
such as a piece of correspondence, a report,
a completed form, a map or drawing, a
bound volume, a photograph, or a sound re-
cording.

9. FILE OR RECORDS SERIES: Identical
or equivalent file documents or file units
characterized by a consistent method of ar-
rangement and handling, a common arrange-
ment of the component items, and uniform
as to subject, type of data recorded, or
kinds of transactions reflected. A file
serins or unit also may include related ele-
ments physically separated from it-such as
findin aids or bulky material. Examples
Of file series are:

Change 1
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a. Aw..e1tire voucher file, arranged
numerically by voucher number and consist-

ing of copies ofpaid vouchers together with at-
tached supporting papers such as purchase
orders, receiving reports, invoices, bills
of lading, and correspondence. (Each indi-
vidual voucher together with its supporting
papers is a file unit.)

b. A complete official personnel file,
arranged alphabetically by name of em-
ployees, and consisting of separate per-
sormel folders, each containing records per-
taining to an individual employee. (Each sep-
arate folder with its contents is a file unit.)

c. A purchase order ile, arranged nu-

merically by purchase order number or al-
phabetica11y by name of vendor, and con-

sisting of copies of all the purchase orders
issued or received by the organization. (Each
separate purchase order and its supporting
papers is a file unit.)

d. A general correspondence file.

I0. .FILE UNIT: A case file, or a series
of papers documenting a single transaction
and comprising part of a file series, such
as a voucher with attached supporting pa-
pers, a persona history folder with in-
cluded papers relating to an employee, or
an incoming letter with internal comments
and official reply attached.

II. FLEET (OR FLAG) COMMAND: See
paragraph 3100, Operating Force Records.

12. GENERAL CORRESPONDENCE FILES:
A group of related records accumulated by
most activities of any size, consisting of
correspondence, memoranda, messages,
reports, and other records. These files are
created in connection with the principal func-
tions the activity performs. Since a variety
of material is involved, it is best filed by
subject so that relationships may be per-
ceived readily. The use of the Navy-
Marine Corps Standard Subject Classifica-
tion System (contained in SECNAV
Instruction 5210. II) is prescribed for these
files. Under this system, subject classifi-
cation (numerical) codes are designated for
primary subjects to fit the need of the in-

dividual activity or office. These, in turn,
are subdivided into secondary and tertiary
breakdowns, as necessary. Instructions for
disposing of general correspondence files
are found under the subject-matter classifi-
cation code relating to the principal functions

Change ]
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the activity performs.

13. GENERAL FILE: A collection of pa-
pers or documents, usually arranged by
subject and covering a variety of types of
transactions. Some of the component seg-
ments of a general file may constitute file
series, such as a folder of monthly activity
reports or a classification breakdown con-
sisting of travel vouchers. A typical gen-
eral file is an office correspondence file.

14. GENERAL RECORDS SCHEDULE: A
listing of records common to several or all
Government agencies with retention periods
for each series of records, developed by
the General Services Administration and
published in Title 3, Federal Records, Reg-
ulations of the General Services Administra-
tion. Use of these schedules is optional with
each Federal agency and they are to be used
only after approval by the head of the
agency. When the Secretary of the Navy
considers these provisions applicable to
naval records, they are incorporated in the
retention and disposal standards issued in
this Instruction. Unless so incorporated,
they are not to be used by naval activities.

15. HOUSEKEEPING AND AVIINISTRA-
TIVE FILES: A group of similar
documents--correspondence, messages,
memoranda, reports, and related
documents--that relate to the "running" of
an activity or office. They deal with matters
over which another activity or office has
primary responsibility for documenting and
for establishing policies and procedures.
These records are referred to in this man-
ual as "housekeeping" or "administrative"
records, since these terms provide a defini-
tive description of the types of records in-
volved.

16. INDEFINITE RETENTION PERIOD:
Generally used when file does not neces-
sarily possess permanent values but a dis-

posal date cannot be established in the fore-
seeable future and file is therefore retained.
All records with indefinite retention periods
are subject to re-evaluation for the possible
establishment of definite retention periods
of temporary duration.

17. NAVAL ACTIVITIES: Navy and Marine
Corps activities.

18. NAVAL RECORDS: Navy and Marine
Corps records; in some instances retention
and disposal standards specifically desig-
nate Navy and/or Marine Corps records,
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but where "naval" is used it is intended to
include both.

19. NONCURRENT OR INACTIVE REC-
ORDS: Those files not needed in the conduct
of current business and which may be re-
moved from office space and equipment with-
out impairing current operations.

20. NONRECORD MATERIAL: Materials
that have no docmnentary or evidential value
and that need not be filed. These are ac-
c.umu/ated in the process of producing rec-
ords, but they never acquire a "record"
character:

a. stocks of publications and other re-

produced documents maintained for supply
purposes;

b. materials preserved solely for pur-
poses of reference or exhibition in libraries
or museums;

c. duplicate copies of material main-
tained within the same organization when
serving the same functional purpose;

d. copies of reproduced or processed
materials when other copies are retained
elsewhere for official record purposes;

3. catalogs, trade journals, and
other documents or papers received from
other Goverrnent agencies, commercial
firms, or private institutions, that require
no action and are not a part of a case upon
which action is taken;

4. working papers, preliminary or
intermediate drafts, reports and related pa-
pers, memoranda, preliminary worksheets
or notes and simitar materials that are
summarized in final or other form and that
have no evidential or informational value
once action has been completed since they
do not relate to significant steps taken in
preparing record copies of docuxnents;

5. reproduction materials such as
stencils, hectograph masters, and offset
plates;

6. shorthand notes, stenographic
notebooks, and stenotype tapes that have
been transcribed;

7. information copies of corre-
spondence, and memoranda and other papers
that require no administrative action;

B. notices or other papers that are
not the basis for official action;

e. extra copies of papers preserved
solely for convenience of reference, e.g.,
reading files, and "follow-up" or "tickler"
or "suspense" copies of materials that may
be destroyed after a brief period; abstracts
or briefs of material maintained for tickler

purposes

9. charts, diagrams, and other
graphic materials, prepared from source
material and used for briefings or training
activities;

10. statistical tabulating aids used
incidentally in the documenting process;

f. priyately purchased books and other
papers relating to private personal matters
and kept in an office orgy for convenience;

g. correspondence and other records
of transitory value that have neither evi-
dential nor irormational value after action
has been completed or that are received for
information and require no action. Some ex-

amples of this nonrecord category are:

I. published materials received
from other activities or offices requiring no
action and not required for documentary pur-
poses, provided official record copies are
retained by the originating office or activity;

2. letters or other transmitting
papers that add no significant information to
the material submitted;

I. routine records used to control
or facilitate actions;

12. personal work papers, such as
notes, rough drafts, cards, etc.

13. library material: publications
and other materials maintained by libraries
exclusively for reference purposes. (Some
activities transfer their "record" copies of
publications or research reports to their
libraries where they are retained for the ac-
tivities and may also be used for reference
purposes. The fact that these are main-
rained in libraries rather than in the official
files does not change the record character
of publications so transferred; these sti/l

remain "record" material.

21. PERMANENT RECORDS: Records that
have been appraised as having enduring

Jm G-3
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values-historical, research, legal, scien-
tific, cultural, or other values. Navy’s per-
manent records are those that will protect
the Navy’s interests and that document its
primary missions, functions, responsibili-
ties, and significant experiences and accom-
plishments.

-2. PRIMARY PROGRAM FILES: Files of
an activity or office having primary respon-
sibility for the establishment and.develop-
ment of general policies, plans, programs,
and procedures in designated functional
areas. Activities creating or accumulating
these records are formulating and prescrib-
ing procedures to be followed by other ac-
tivities and offices. Mostprimaryprogram
records are accumulatedby departmentat ac
tivities; but Operating Force Ftag commands,
district and river commands, and some other
major field commands also accumulate pri-
mary program fires. Primary program
files generatly are permanent records.

23. PROGRAMMING RECORDS: The pro-
cess of developing instructions spanning the
complete life cycle of a records series from
its creation to eventual destruction or pres-
ervation.

24. RECORDS: Those documentary mater-
ials that may not be destroyed without Con-
gressional authority and the approval of the
Secretary of the Navy promulgated in this
Instruction. The statutory definition of rec-
ords contained in the Records Disposal Act
of 1743 reads as follows: "books, papers,
maps, photographs, or other documentary
materials, regardless of physical form or
characteristics, made or received by any
agency of the United States Government in
pursuance of Federal law or in connection
with the transaction of public business and
preserved or appropriate for preservation
by that agency or its legitimate successor
as evidence of the organization, functions,
policies, decisions, operations, or other ac-
tivities of the Government or because of the
informational value of the data contained
therein. Some evidence or information
concerning these matters is contained in
practically all records. The immediate or
future reference needs decide the relative
importance of this documentation. Deter-
ruination of those records which contain suf-
ficient evidence or information to justify
continued preservation is a principal part of
the records disposal program. Guidance for
making these determinations is provided in
this Instruction.

Disposal of Navy and Marine Corps Records

25. RECORDS CENTER: A facility equipped
for the concentrated economical storage of
noncurrent or inactive records and staffed to
perform required reference, processing,
disposal, and related services.

26. RECORDS DISPOSAL SCHEDULES: The
administrative media used by the Navy Man-
agement Office to obtain legal disposal au-
thority for genera/ categories of naval rec-
ords. When legally authorized by the Arch-
ivist of the United States and the Congress,
provisions of these schedules grant continu-
ing authority to dispose of identifiable cate-
gories of naval records that already have

accumultted and that wil/accumulate in the
future. This authority is issued to naval ac-
tivities this Instruction.

27. RECORDS STORAGE AREA: Space set
aside, without specialized equipment or per-
sonnel, for the economical local storage of
noncurrent records that are inactive, or
relatively inactive, but that must be retained
near at hand for an additional period before
destruction or before transfer to a records
center or other permanent storage.

28. RETENTION PERIOD: The period of
time that records must be kept before they
may be destroyed. The period usually is
stated in terms of years or months, but often
is expressed as contingent upon the occur-
rence of an action or event. A retention
period is to be distinguished from a retire-
ment period {see definition 31 below}.

27. RETENTION STANDARD: A descrip-
tion of a series of records and a retention
period approved by the Secretary of the Navy
for such records in accordance with estab-
lished procedures. The retention period
may be of temporary, indefinite, or per-
manent duration.

30. RETIREMENT: Removal of records
from usable office-type space and equip-
ment to less desirable office space or to
authorized local records storage areas.

31. RETIR.EMENT PERIOD: The period of
time which records are to be retained before
being removed from a current files area to
less desirable office space or to an author-
ized local storage area. A retirement per-
iod is to be’ distinguished from a retention
period {see definition 28 above}.

32. TEMPORARY RECORDS: Records that
need be retained for a period of time or
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until the occurrence of an action or event

but that may then be destroyed, provided
the destruction is accomplished under the

provisions of this Instruction.

33. TRANSFER: Change of custodial re-

sponsibility for records by removal or as-

signment to another activity or office, or to
a Federal Records Center, the National

SECNAVINST P5212.5B
Part I. Appendix G

Archives, another Federal agency, a non-
Government institution, or other non-Navy
recipient.

34. TRANSFER PERIOD: The period of
time which records are to be retained be-
fore being sent to a Federal Records Cen-
ter, the National Archives or other Federal
agency, or to another new custodian.





INDEX TO RECORDS LISTED IN PART II

A

Abandonment of property 4050(3)
Absence:

Civilian personnel 12630
Military personnel 1050

Academy, Naval 1531
Acceptance:
Material 4430
Ships (trials 9080

Accident(s):
Diving 6420(2)
Flight 3750
Investigations 5830
Motor vehicle 11240(9)
Prevention (safety) 5100

Acconnt(s):
Current 7250.
Disbursing reports

and returns 7250
Pa’" account(s), military:
Orders for 7250(9)(b), 1070(21)
Record. 7430(7)

Accounting 7300
Activities 1000(2)
Advisory 7582
Appropriation 7301
Cost 7310
Fund. 7302
Handbooks, industrial 7650
Industrial 7331
Payroll and labor 7400

Civilian payrolls 7420
Military payrolls 7430

Personnel (PAMIs and
PAUs) 1080

Property 7320
Stores 7323

Regional consolidation 7280
Reports and returns 7330

Acoustics, underwater. 8500(I)
Action reports, operational 3480(I)
Administration, general 5000
Administrative. (see

also functional subjects):
Controls, general 5000

Local, routine...; 5000(7)
Suspense 5000(12)

Histories 57 50(4)
Inspections 5040
Operations and

functions, internal 5000(3)
Programs and techniques 5200
Reference filea 5000(9)-(12)
Services 5900
Surveys 5040

Admiralty 5880
Admission(s) 551Z

Medical patients 63Z0(1)
Safes and vaults 5510(4)
Security areas. 5510(5)

Advancement, rail personnel 1400
Aerological 3140

Climatology and weather 3146
Maps and charts 3142

Aronautical:
Activities 13000(I ), {2)
Engineering:
Change lists 13052
Change proposals 13051
Reports and instructions

(configuration control) 13050
Failure, Unsatisfactory, and

Reliability Center 13070
Fleet Readiness

Representatives 13000(7)
Material reliability 13070
Research and

development 3900
Aeorspace (ATIC)

intelligence reports 3800(16)
Aid(s) 4920

Foreign 4900
Program accounts 4900(I ){c)
Training 4950

Reimbursable (military sales) 4920
Presentation 5900(9)

Training devices and I0170, 10171
Air:
Bases 3O0O(2)(a)
Bills 4610
Facilities and activities 13000(1 ), (2)
Fleet Wing Commands 3100(I)
Navigation charts. ;... 3160
Operations. 3124
Research and develop-

ment activities 3900space 3700
Squadrons 3100(Z)
Stations 3000(4)
Auliary 3000(4)

Training Command 1500(I)
Inspection reports 1010(3)

Transportation 4630
Wings, groups, regiments

or squadrons:
Individual 3100(2)
Two or more 3100(1)(a)

Air Development Center 3900(I)(b)
Air Training Command

and ATC Functional
Command Headquarters 1500(I)
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Aircraft, general 3000
Availability 13100(1)
Clearance, flight
Engineering drawings 13000(4)
Engines and systems 13700
Flight record 3760(5)
Inventory 13090(3)
Logs and books 13090
Material 13100

Failure and un-
satisfactory 13070

Reliability 13070
Repairs and alterations

(case files) 4700(2)
Service chanse folders 13052
Service Squadrons 3100(2)
Status and account-

ability 13100
Work 13100(5)

All weather flying 3720
Allocation and sub-

allocation of fund 7301
Allotment():

Accounting 7303
Ledgers, general 7300
Military pay:
Marcorps 7430(15)
Navy Finance Center... 7430(14)

Mustering out case files 7430(14)
Order and requests (fund) 7303
Request for pay 7220(1)

Allowance(s):
Complements and 5320
Family (case files) 7430(I
Lists and indexes:

Material 4423{2}, (3)
Military personnel 1300(4)

Alteration and improvement 4720
Project case files 4720{2)
Shipalts, ordalts, navalts 4720{I)

American Bureau of
Shipping (MSTS) 4622(6)

Ammunition 8010
And explosive 8010

Safety 8020
And Net Depot 8000(1), (2)

Amphibious Bases 3000(2)(b), 3340
Anchorage of ships and craft 3171
Annuity:

Civilian personnel 12800
Applications:

Civilian employment 12300
Military:

Coralssions 1120
Enlistment 1130

Appropriation() 7300
Accounting 7300
Allocation of 7301
Bureau-type 7301

Area Audit Offices 7500

Disposal of Navy and Marine Corps Records

Area Joint Committees
Armament, ships
Armed Forces

Courier Service
Armed Forces Day
Armed Forces Staff College
Armed Services Explosives

3020(2)
9730

2260(1)
5720(5)
1520(2)

Safety Board 8020(1
Arms, mall 8370
Assignment:

Aircraft and vessel 3110
Duty rosters .1300, 1301
Guardhip 3122
Military personnel 1300
Officer 1301
Orders, military 1320
Pat 5870(5)
Room and meal 1070(13)

Astronomy 3160
Observation, .astronomers 3162

Attache 5710(3)
Attendanc:

Civilian personnel 12600
Military personnel 1050

Training course 1500{4)
Audio(radio} 5728
Audit:

Contract 7560, 7580
Reports 7580

Contractors control
and procedures 7561

General 7500
Internal .7510, 7540
Site 7251(1)

Automotive (motor
vehicle) 11240

Autopsy. 6510
Aviation:

-lectronic s 10550
Facilities 11130
Jackets 1500(7), 4950
Medicine 6410

School of 6410(1)
Personnel and

facilities reports 11130
Squadrons, individual 3100(2)
Stations 3000(4)
Supply Office 4000(2)
Training 1500
Jackets 1500(7)

Wings, groups, regi-
ments, squadrons,
or battalions:

Indi,idual 3100(2)
Two or more 3100(1)(a)

Aviation Electronics
Service Unit (NAESU) 10550(3)

Aviation.Medical Center,
Naval 6410(2)
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Award:
Civilian personnel 12450
Competition and 3590
Military personnel 1650

B

Base Headquarters, Naval 3000(2)
Battalions, Squadrons,

regiments, groups.
Construction Force
Others:

Individual 3100(2)
Two or more 3100(1)(a)

Beneficial sug-
gestion (civpers) 12452

Berthing
MSTS 4620

Plans 4620(26)(c)
Ships and craft, general 3171

Bidders 4200(3)
Bids:
Excess and surplus

property 4570(2)
Sales contract case

files 4530(2)
Successful and

unsuccessful 4280
Bills of:
Fare 10110(5)
Lading 4611
Disbursing copies 7250(5)

Material 4813
Blood and derivatives 6530
Blueprints (’see Drawings)
Boards (see also name of BoardJ
Committees and (general) 5420
Inspection and survey 5040
Medical 6120
Military Personnel 1000(4)
Technical research 3900(3)

Boats:
Re,gistry 5512(16)
Small, inventories of 9820

Boilers 11310
Bomb protection 9810
Bond(s):
Surety 7210(3)
United States savings. 5120

Brig 1620
Budget(s) 7100
Apportionment and

a11ocation 7131
Estimates and justi-

fications 7110
Preparation 7110

Building:
Blueprints and drawings 11 I00(I
Fire protection case file. 11320(3)

C

Cargo and Freight 4610
Commercial 4610(I)
Government 4610{2)
Routing and tariffs 4615
Terminal operations and

facilities 4660
Tonnage reports 4660(3)

Cash:
Books and journals 7270
Transaction reporting 7302(9)

Casualty 3040
Military personnel:

Benefit 1770
Death gratuity 7430(9)

Cataloging (supply man-
agement) 4410

Cemetar7, Mount Moriah 1800(I)
Certification, civpers 12300
Chaplains 1730
Charting (see also

Plans and technical
subject-matter series.) 3160, 3161

Charters 5380(I)(b), 7610
Checks:
Drawn, records of 7250(1),(2)
Held or returned, con-

trols for 7250(10)
Chemical 3400, 10330

Center (Army), Navy
Unit of 3900(1)(b)

Civil:
Defense 3050
Engineers (District) 11000(1 )(c)
Readjustment 1760
Works 1000

Civil Service Commission 12300(I)
Civilian 12000

Annuities and benefits 12800
Applications for

employment 12300
Attendance and leave 12600
Classification, pay

and allowance 12500
Emergency program 12910
Employee:
Development and

performance 12400
Earnings summaries

(individual):
Federal civilian 7420(5)
Non-appropriated fund 7010(4)
Recreation and Wel-

fare fund 5380(I )(c)
History case files

non-FederaI 5380( I )(c
Relations and services 12700

Relations 12710
Services 12770
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Disposal of Navy and Marine Corps Records

Employment 12300
Fingerprints 12290
Injury compensation 12810
Marine (MST$) personnal 4620(25)
Pay (disbursing) 7230
Payroll accounting 7420
Personnel Folders 12293
Non-appropriated

fund activities 5380
Official 12293(1
Overseas non-

citi--en employees 12293(2)
Service Record

Cards (summary) 12293(5)
Optional Form (OF-4B) 12293(5)(a)
Service Record Card

(SF-7) 12293(5)(b)
Statistic 12280
Travel and

Transportation 4650{7}
Utilization 12400
Claimant procure-

ment planning 4802
Claims 5890

Contract 4365
Ships salvage,

reports of 9940(1 )(d)
Unsettled 4365

C1assification:
Civilian personnel 12500
Material 4410
Military personnel 1200
Position 12510

Classified material:
Certificates of clear-

ance for handling 5521(3)
Control 5511
Destruction 5511{3}
Disclosure of 5511{2}
Receipts 5511{1}

Clearance:
Industrinl security 5540

Facilities 5541
Personnel 5542

Personnel 5512
Security 5521

Transfer, military 1320(4)
Clemency Board 1000(4)(e)
Clerical 5930
CJ.inical record or Jacket:

Dental patients 6600(2)
Industrial health 12792(1)
l/edical patients 6150(I ), (2)

Clothin8:
Military issue of 1070(22)
Textile and (office) 4000
Uniform and 101Z0
Shop 10120(4)

Clubs:
Civilian 12790(2)
Military 1746

Coast Guard, re-
pair recommendations

CoUections and re-
ceipts {of monies} 7270

Combat reports 3480
Commissary Stores 4065
Committees: (see also

name of Committee)
Boards and 5420
Joint Area 3020(2)
Technical 3900(3)

Commodity items:
Blueprints and drawings 4121
Cognizance and contrel 4422
Identification 4410
Specifications 4121
Standards 4122

Communication(s) 2000
Analysis and reports 2010
Competition 2050
Courier service 2260
Equipment 2300
Frequency 2400
inspection 2050
Instructions 2000(3}
//aterlal 2300
Merchant ship 2370
l[essage(s) 2100
Center 2100(1)
Commercial 2160

Publications 2000
Nou-rogistered 2602
Registered 2601

Radio Station 2302
Radiophoto, facsimLle 2304
Reports 2010
Security 2200
Group Activities 2500

Services. 2300
Telephone 2305
Teletype and tape relay 2303

Communication Center 2100(1)
Competition 3590
Complements and allow-

ances, personnel 5320
Concrete 10332
Coxiguration control,

aeronautical engineering 13050

4700(9)

Confinement 1620-1640
Brigs 1620
Courts-martial prisoner 1640(2)
Retraining Commands 1640

Congrossiena1:
Action, ge-eral 5860
Enactments (laws) 5862
Investiations 5863
Liaison 5730
Proposals 5861

Conscription, military 1140
Conservation of materiel

resources 4100
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Construction 4700, 4760
And development

master plan files (shore... 11010(2)
Contracts 4280
Cost-reimbursement type 11013(8)

Drawings 11013(7)
Force (Seabees) 3100(4)

Construction Force activities 3100(4)
Contract(s) 4280
Acceptance and inspection 4355
Administration 4330, 4620
Audit 7560
Claims 4365
Control and procedures 7561
Disbursing 7250(4)
Inspection 4355
Case files 4355(3)

Facilities 4355(4)
Fixed price and cost 4355(3)
Surplus sales 4355(8)

Performance 335
Procurement 4280
Property accounts 4340
Sales case files 4530(2)
Terminations 4370

Contractor(s):
Acquired property 4340, 4341
Controls and pro-

cedures audit 7561
Performance and

qualification 4335
Records 4330(2)
Scrap, disposal and

salvage of 4010(I)
Control:

Local, routine 5000(7)
Payroll registers.

civilian 7420(2)
Port and shipping 3170
Project 5200(3)

Control of Shipping
Offices 3170(3)

ControLled aterials
allocation 483

Controls. local routine 5000(7)
Conversion, construction,

maintenance and repair 4700-4760
Convoy 31 ?0

Routing 3170
Coordinated procurement

(within DOD) 4215
Copyrights 5870
Correction of Naval

Records, Board for I000{4}{c}
Correspondence files,

general {see functional
subject-matter series;
see also Appendix G, item
12 for definition of}

Cost:
Accounting 7310

Receipts and expenditures 7310(7)
Reirabur seraent type

contracts 4280
Inspection case files 4355(4)

Councils (see also name
of council):

Military personnel 1000(4)
Recreation and welfare 5380

Courier service 2260
Courts of Inquiry and

Investigation 5830
Courts -martial:

Prisoners case files 1640(2)
Trials and reports of 5813

Craft:
Inspection reports 4730
Maintenance and repair 4700(10)
Overhaul of 4710(2)
Service 4780(1)
Small (Facility, Annapolis) I000(2)

Crash reports, aircraft 3750(I)
Credentials:

Industrial 5542
Personnel 5512

Crew lists, MSTS 4620(25)
Critical materials,

control and re-
quirements 48 32

Custody:
And disposition of funds 7210
Equipment, equipage,

or stock 4400(3)
Receipts:

Accountable publications 2602
Equipment or machinery 4235(3)
Mail, classified and other 2700
Property 4235(3)
Registered publications 2601
Technical publications

library 5070(5)

D

Damage control 11090
Data processing system 5230, 10462

Machine utilization 10462
David Taylor Model Basin 3900(1)(b)
Death (decease) 5360

Certificates 5360
Civilian persounel 740(6)
Gratuity case

files, military 7430{9}
Deck Logs (MSTS) 4620(26)(a)
Decorations, medals and

awards 1650
Board of 1650(I)

Defective material reports 4730(6)
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Defense:
Materials system 4830
Surveys, industrial 4807-

Deferment and Selective
Service 1140, 17-303

Degaussin8 8<)50, 9810
Dehumidification orders

(Reserve Fleet) 3100(3)(d)
Demurrage 4610
Dentistry 6600

Inspection 6000(7.}
Prosthetic 6630
Treatment 667.0

Dependent’ s:
Aid 1750
Identification

Deperming and degauss.ing 8950
Range tapes 8950(8)

Depth charge 8530
Desertion reports 1050(7-)
Desisn:

Activities ashore 11017.
Material. general 10000(1)

Aeronautical 8000(5), (11
Ordnance 907.0
Ships 417-1

Specificatiohs 417.1
Standards 417.2
Structures and fa-

cLlities I II00(I)
Designation, military

personnel ...; 17-00
Enlisted 17-7.0

Detail 17.00, 1070(10)
And assignment 1300
Orders, military 137.0

Development:
And Research activities,

general 3900
Employee 1 -410
Planning, shore station 11000, 11010
Research and 3900

Diagnosis, rn’edical 637.0
Diaries 1080
Marine Corps Unit 1080(4)
Navy persormel 1080(3)

Directives 57.15
Disability retirement,

military 1850
Disbursing 77.00

Activities 7000{7.)
Civilian pay 77.30
Contracts and orders 77.50(4}
Facsimile signatures 77.50(7)
Government bills of

lading, overseas 77.50{5)
Military pay .:.. 77.7.0
Pay vouchers and orders 77.50(9)
Reports and returns 77.50
Site audited returns 77-51 (I

Disposal of Navy and Marine Corps Records

Discharge:
Board of Review, Dis-

charges & Dismissals 1000(4)(d)
Military personnel orders 1900

Discipline:
Civilian 17.750
Military 167.0

Discrimination 17.713
Disease and injury 6310
Dismissal, Board of Re-

view, Discharges, and 1000{4)(d)
Disposal:

Personal effects 4050(3)
Property, generaI 4500
Scrap, MSTS 4620{9}(h)

Distribution:
And malting lists 5700(5)
Control, officer 1301(1)
Military personnel 1080, 1300, 1301
l:htblications and printing 5605

District and River Command
Headquarters 3000(I)(c), 3000(3)

External relations 5700{I }{c}
Inspection and survey 5040(3}{c}
Intelligene Offices 5500(8}
Legal 5800(I )(b).
Training 1500

Diving:
And submarine medicine 647.0
Experimental Unit, USN 3900

Docking 317.3{7.)
Drawings, blueprints and plans

(engineering and other):
Aeronautical 13000{4)
Building I I017(I}
Commodity items 4410
Construction:
And development I I 010
Contract 11013{I}

Equipment and material
general 4121, 10000(1)

Facilities and services 11012(1)
Hydrographic 3160
MSTS
Ordnance 8000(5)
Production 4861 (7.)
Real estate 11011(3)
Research ad development 3900(12)
Ships 907.0( I ),
Shore stations
Specifications and

standards (equipment
and material} 41ZI{I)

Structures 11017.{1}
Training aids

and devices 10171
Drill reports, naval reserve .10DI(4)
Dru8 books 5710
Duplicating 5600
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Duty:
Assignment 1300

Medical and Dental 6010(1)
Officer logs 5500(4), (5)

E

Earnings summaries,

civilian 7420(5)
Education (see also Training):

Off-duty 1560
Electronic(s) 10550

Activities, BUSHIPS 9670(’I)
Aviation Service Unit

(NAESU) 10550(3)
Data processing

machines (EDPM) 10462
Systems 5230
Tapes, general 5230

Installation, shipboard 9670
Materials 10550
Supply 4000

Office 4000
Emergency program, civilian 12910
Employee (see also

Civilian Personnel ):
Appraisal and Evaluation 12430
Development and Training 1241’0
Discipline 12750
Earnings cards 7010(4)
Grievances and appeals 12770
Incentive awards 12450
Performance 12430
Relations and services 12700
Security clearances 12732
Undesirable 12300(6)

Employment:
"Do-Not-Employ". 12300(6)
Eligibility Registers 12300
Job retention I350
l[ilitary Service

(Selective Service) 12303
Promotion and

assignment 12340
Recruitment 12330
Reduction- in-force 12351
Selection 12330
Separation 12350

Engineer equipment, heavy 11200(5)
Enginee ring:
Change proposals,

aeronautical 13551
Construction Force 3100(4)
Drawings, plans and

blueprints (see
Drawings)

MSTS 4620(3)
Ordnance rnaterial 8000(9)
Safety 5100

Enlisted personnel:
Classification 1220
Examinations 1418
Recruiting 1130
Service Jacket 1070(3)
Service Record 1070(4)
Training 1510

Enrollrnent and progress,
student’s 1500(7)

Entomological reports 11090
Equipage stock (custody) cards 4400(3)
Equipment (see also type

concerned)
Acceptability 4430
Allowances 44Z 3
Blueprints and drawings 4700(8)
General 10000
Histories (see also spe-

cific subject) 4700(8)
Inspection/test 4730(5)
Inventory 4440
MAAGS 4900(2)(h)
Maintenance and repair 4700
Ordnance 8000
Overhaul/rework 4710
Specifications 4121
Unsatisfactory 4730(6)

Equipping and allowance lists 4423(2)
Examination(s ):

Administrative 5040
And inspection (logistics) 4730
Civilian promotion 12340
Financial 5040(5)
Military promotion

and advancement 1400
Advancement in rate

or rating 1430
Fitness and Strength 1070(18)
Promotion qualification 1410

Enlisted 1418, 1510
Training 1500(10)

Recruit 1510
Naval Academy entrance 1531
Physical 6120
Score sheets, enlisted 1418
Vehicle operator (driver’s) 5100(7)

Examining:
Board 1000(4)(h)
Center 1400(4)

Excess and surplus property 4570
Vessel 4570(4)

Exchange(s) 4066
Permits for 5512(I0)

Executive Orders 5861
Expenditure:

Accounting 7300
Appropriation 7301
Cost 7310
Fun 7302
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Expenditure ( cont. )
Payroll and labor 7400
Reports and

returns, general 7330
Material receipts and 4430
Reports, general 7000{3}
Usage, material 4480

Expense and income,
industrial fund 7640

Experimental Diving Unit 6420(I)
Explosives:

Activities 8000(I), (2)
And ammunition 8010

Safety 8020
Board {Armed,Services} 8020{1)

External relations 5700

F

Facilities 3000(4}
Contracts 4280

Inspection 4355(4)
lublic works activities and II000
Security 5541
Supply 4860

Manufacturing 4861
Transportation 4660

Facsimile signature 7250(7)
Failure and unsatisfactory

reports, material receipt 4430{2}
Aeronautical material 13070

Family allowance accounts 7430{13}
Feasibility studies 3900{13}
Federal Housing Administration:
Mortgage insurance

accounts 7430{11
Federal specifications 4121 (I)
Felonies, investigations of 5520{I)
Field Supply Analysis

Office, MARCORPS 4400{7)
Film:

Military training 1551
Motion picture 3150

Finance Center, Navy 7430
Financial:

Accounting reports and
returns 7330

Industrial 7331
Audits 7500
Inventory control reporting 4443
Investigations 5040()
Management 7000
Statements (NIF) 7630

Fire:
Control (ordnance) 8200
Fighting 11320

Equipment, shipboard 9930.
Protection 11320

Fiscal 7000
Flag command8 3100

Disposal of Navy and Marine Corps Records

Fleet:
Activities 3100(2)
Airborne electronics 3520
Commands 3100{ I
Constr.uction Force 3100(4}
Facilities 3000(4}, 11400
Hometown News 5724
Marine Force 3100(2)
Operations,general 300C

Air 3124
Post Offices 270C
Readiness Repre-

sentatives, BUWEPS 13000{7}
Reserve Headquarters 3100(3}
Training:

Military personnel 1541
Operational 3500

Vessels (individual) of the Part III
Fleet Airborne Electronics Unit... 3520(I)
Fleet Hometown News Center 5724(I)
Fleet Readiness Represent-

atives, BUWEPS 13000{7}
Flight:

Certificates $760(8)
Logs 3760
Medicine 6410
Operations:

Afloat 3100(2)
Ashore 3000(4)
Logs 3760

Orders 1320{1)
Records and reports 3760
Safety and accident

analysis 3750
Schedules 3760{7}
Traffic control 3722
TraininS 1500(7), (15)
CNATRA 1500(7)0 (12)

Food:
Analysis, laboratory 6270
Service 10110
Advisory Committee I 0| 10(4)

Foreign:
Aid programs 4900
Military assistance

and mutual security 4900
Procurement 4200
Sales, military (reim-

bursable aid) 4920
Trainees. military 4950

Forms and reports 5213
Freight:

Routins 4615
Shipments 4610
Terminal officee 4615

Fuel 10340
Fund(.):

Accountin& 7302
Allocation and sub-

allocation of 7301
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Fund(s) (cont.)
Allotment of 7303

Appropriation 7301

Industrial financing of 7600
Misuse of 7000(4)
Nonappropriated 7010
Procurement, custody and

disposition of 7210

Raising campaigns 5380(4)
Funeral 5360

G

General Counsel Branch
Offices 5800(I )(c), (d)

General materials and
equipment 10000

Blueprints and
drawings of 10000(1)

General:
Medicine 6300
Stores Supply Office 4000(2)

Government:
Bills of lading 4611
Carriers (shipments by) 4610
Interdepartmental pro-

curement requests 4220
Property 4340

Furnished contractors 4341

Grievances 12770
Grounding notices,

aeronautical 6410(6)
Guard Force 5500(3)
Guardship assignment

(military-medical-
dental) 3122

Marine security
assignment 3122

Guest register 1746(5)
Guided missile:

Installation defense 3390
Weapons, aeronautical,

ordnance, and others 8800
Guns and mounts 8300

H

Hatch lists, MSTS 4620
Health:
And medical records 6150
Civilian program 12790
Industrial health 6260, 12792
Record jacket,

military 6150(I)
Heavy equipment 11200
Histories:

Administrative 5750(4)
Journals (station) 5750(5)
Material or equipment 4420(2)

Histories: (cont.)
Ordnance 8000(8)

Medical 6150(8)
Home:
Naval 1800
Ports and yards 3111
Town news, fleet 5724

Hospitalization and treatment 6320
Household goods 4050
Housekeeping files (see

Appendix G, item 15)
Housing (structures and

facilities) 11101
Hydrographic 3161

Charts, maps, drawings:
General 3160(3), (4), (5)
Manuscript 3160(6)
Reproduction 3160(7)

Observations and surveys 3160
Offices, Branch 3161
Reference publications 3161(3)

Hydrographic Office,
U.S. Naval 3161

Hydrography, oceanog-
raphy, and astronomy 3160

Hygiene and sanitation 6240

Identification 5512
Commodity item, supply 4410
Material 4410
Personnel 5512
Security 5512

Irnrest fund reporting 7302(9)
Inp.ctive duty:
#Orders 1900
Training 1570

Incentive awards 12450
Income 7640
And expense, industrial fund 7640
Tax withholding and

statements of 7401
Industrial:

Accounting reports 7331
Defense surveys 5541(5)
Facilities and supply

sources 4860
Fund financing 7600
Health 6260, 12792
Managers, BUSHIPS 9000(I), (2)
Mobilization planning 4800

Readiness 4802
roduction 4800

Equipment and tools 4870
Relations, civilian 12000
Reserve program case flies 4802(5)
Security 5540

Facilities 5541
Personnel 5542
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Information:
Administrative 5000(8)
Education and 1560
General files 5000(8)-(12)
Public 5720
Releases 5720(2)

Injury:
Compensation 12810
Disease and 6310
Reports of 5100(3), (4)
Treatment for 6320

Inquiries 6310
Compensation, civilian 12810

Inquiry, Courts of 5830
Insect control 6250
Inspection(s):

Acceptability reports
(material) 4430(2)

Administrative 5041
Air trainin (CNATRA) 1010(3)
Boards of Survey and 4730
Construct/on, main-

tenance, and repair
(tests, examinations,
surveys, and) 4730

Manasement 5040
Material 4355
Medical and dental 6010(2)
Military 1010
MSTS 5040(3). 4620(5)
On-site surveys and 5042
Ordnance evaluation 8000(11
Receipt, material 4430
Accountin copies

reports of 7302(3}
Service, material 4355
Vessel and craft:

Condition 4730
Prevoyage, MSTS 4620(24)

Off-hire and on-hire 9030(2)
MSTS 4Z0(5)

Trial, acceptance
and underway 9080

Inspector(s):
Generals 5040{3)
Of Naval Material 4355

Reports 4355(1)
Of Petroleum Reserves

"in Calif 4355
Special records of 4020{4}

Instruction:
Courses, military 1550
Equipment 10170
Issuance system 5215

Insurance:
Civilian personnel 12800

Deductions.. 7420(8)
Military personnel 1700
National Service LHe I.

.case files 7430(14), (15)

Disposal of Navy and Marine Corps Records

Intelligence 3800
Aerospace (ATIC) reports 3800(16)
Checks, National Agency 5500(8)(c)
Coastal 3800(11
Counterintelligence 3850
Investigations case

histories 3800(4)
Offices, District 5500(8)
Operational (MSTS) 4620(6)
Strategic 3830

Intern, medical 6010(6)
International relations 5710
Interviewing:
And Testin8 1230
CiVilian personnel 12330
Military personnel 1230

Inventions 5870
Inventory control 4440

Adjustments 4440(18), (20) (21)
Balances:

Opening, closing,
summary 4440(18), (19},

Trial 4440(13), (20)
Financial 4443
Issue and receipt voucher-

invoice cards or tapes.A440(lO),,{l I)
Mechanized (EDPM),

general 4440(19)-22)
Non-mechanized 4440(23)
Reports, general 4440(1

Investigation(s) 5520
Case files 5830
Congressional 5863
Courts of 5830
Employee t2732(1)
Felony 5520(1)
Financial, special 5040(5)
Fire 11320(9)
Funds or monies,

misuse of 7000(4)
Name checks and per-

sonnel clearances 5521
Security and security

violation 55’20
Unsettled contract

claims 4355
Invoices, receipt

and expenditure:
Cost 7310
Inventory control rec-

ords of 4440
Issue copies of 4235(1)
Material 4430
Proof of delivery

copies of 4430(1 )(a)
Requisitions and 7310(7)

Issuance systems (di-
rectives, instructions,
etc. 5215
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Job:
And labor cost ac-

counting 7310

Order:
Allotment account-

ing copies of 7303(2)
Contract 4280
Dehumidification

(Reserve Fleet) 3100(3)(d)
Maintenance (craft,

ship, equipment)
case files 4"/00{10)

Requisitions and
authorizations 4235{2)

Retention 12350
Status reports (scheduling) 4701(3)

Joint:
Committess 3020(2)
Congressional Com-

mittee on Printing,
reports to 5600(3)

Ocean" Shipping Pro-
cedures (JOSPRO),
(MSTS) 4620

U.S. Military As-
sistance Advisory
Groups (3USMAAGS) 4900(I), (2)

Journals:
Accounting (financial)

control:
Cost 7310
Fund 7302

Station 5750
Justice, military 5810

L

Labor:
Accounting:

Civilian 7410
Cost 7310

Relations 12700
Standard Inspections 4350

Laboratories, research 3900(I)(b)
Laboratory:
Drawings and specifi-

cations 3900{12)
Notebooks and date 3900(7)
Reports 3900(4), (5), (6)

Technical 3900(I 0)
Launching, vessel 9060
Laundry and dry cleaning 4064

Financial accounting 4064(2)
Internal operating 4064{
Services 4060

Lases, contractual 4280
Lave:

Civilian 12600

Leave: (cont.)
Absence and 12630

Mi/itary 1050
Ledgers:
Appropriation account 7301
Cost account 7310
Fund account 7302

Legal 5800
Assistance 5801

Legislation 5860
Legislative:

..nactments (laws} 586-
Liaison 5730
Proposals 5861

Liberty, leave and 1050
Medical 6010(2)

Library services 5070
License and assign-

ment, patent 5870(5)
Lloyd’s Register (MSTS) 4622(6)
Logistics 4000

Activities 4000(2)
Reports 4000(3)

Machine tools:
Assignment of 4870(2)
Ordnance 4870(4)

Machinery:
Allowance indexes 4423(3)
Custody receipts 4235(3)
Histories 4700(8)

Magnetic fields of ships 8500(4)
Mail and postal affairs 2700
Mailing lists 5900(5)
Maintenance, repair, con-

struction and conversion 4700
MSTS:

Activities 4620(24)
Headquarters 4620(12)

Management 5000
Manifests 4610
MSTS 4620
Patients evacuation 6320(7)
Routing 4615
Shipment 4610

Freight terminal 4615(2)
Manpower, overall ci-

vilian and military 5300
Manfactur.ing 4800

Facilities 4860
Navy and Marcorps 4861

Ships o2 activities 4800, 4850(4)
MARCOI’PS Records

(For Marine Corps rec-
ord not listed under this
heJding refer to pertinent
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MARCORPS Records (cont.)
subject matter heading
in this index):

Administrative and opera-
tional correspondence 000(5), (6)

Allotment 730Z
Awards, citations,

commendations 1650(3)
Blueprints and draw-

ings (commodity items,
copies of) 4410(4)

Correspondence (general):
Fleet Marine Force 3100(2)
Other field activities 3000(5)

Cost accounting:
Account ledgers 730-(-), 7310(7)(b)
Consolidated utilities

cost reports 11300(4)
Foremen’s labor dis-

tribution cards 7310(4)(d)
Laundries and dry

cleaning plants 4064(I
Maintenance (quarterly)

cost reports 7310(I)
Project status reports 7303(3)
Work orders or

tickets (standing
or individual) 4235(2)(a)

Work requests,
maintenance 4235(1

Disbursing 7-50
Drawings, plans, blue-

prints, specifications 4121
Engineering equipment 11200(5)
Facilities and

real estate II000
Field Supply Analysis

Offices 4400(7)
Fiscal 7000

Allotment and pro-
ject status 7303(2)

Budget estimates 7110(2)(b)
Correspondnce 7000(2)
Cost accounting 7310
Receipt and expen-

diture accounting 730-
Reports 7303(), 7310(I), 7330(I)
Returns, data accumu-

lated for 7302, 7310(I)
Historical summaries 5750(3), (4)
Housing 11011
Institute 1500(7)(b)

Applications for 1500(8)
Military personnel:

Accounting system 1080
Individual cards 1080(2)
Reports 1080(8)
Rosters 1080(4)
Unit diaries 1080(4)

Allowance 5320

MARCORPS Records (cont.)
Clothing records,

individual 1070(-2)
Discipline 1620

Special foreign duty 1620(12)
Duty rosters and

strength reports 1300(6)
Enlistment 130(2)
Interview, reenlist

merit, etc 1230(4)
Pay 7430

lV[ission (plans and
program) 3000(5)

Motor transport 11200
Automotive 11240

Nonappropriated fund:
Audit reports 7510(1)
Charters 1746, 5380
Financial 1746, 5380
Personnel 5380
Recreation 1746

Operational (Fleet
Marine Force) 3100(2)

Organization 3000(5), 5400(I
Photographic 3150
Primary program 3000(5)
Printing plant and

reproduction 5600
Procurement 4-00

Contracts 4280
Property accounting 7320

Custodial receipt 4430(5)
Delivery of supplies

case files 4430(4)
Excess personal

property reports 7321
Inventory control

registers 4440(12)
Personal eHects 4050
Plant account 7321
Rations and pro-

visions 10110(3)
Requisitions 4235
Returns 7323(I)
Sales officers ca.se files 4530
Stock: 4440

Magnetic tapes 4440(2)
Manual cards 4440(23)
lanched

card&.4440(8), (?), (14), (16)-(18)
Stores returns 7323(1)
Subsistence reports I0110(2)

lmched cards:
Civilian payroll:.

Deduction and earnings .,. 7421(I)
Master pay 7420(2)

Cost accounting:
Daily job 7310(4)(a)
Fiscal summary 7301(9)
Time and cost 7421(I)(c)
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MARCORPS Records (cont.)
Fiscal:

Accounting 7310(5)
Combination cards:

Labor distribution 7310(4)(b)3.
Stores issue 7280(I )(c)
Voucher, property 7240(I)(c)

Field supply analysis
reconc ilation 4440(7)(b)

Persormel accounting 1080(2)
Stock control 4440(8), (9), (14),

(16)-(19)
Work measurement 4220(I)

Research and de-
velopment 3900

SOP’s 5215(I)
Specifications, blue-

prints, and drawings...4121, 4410(4)
Staff conferences

and studies 3000(5)
Standard reports 3000(6)
Tapes, magnetic:

Accounting data,
reporting of 4443(5)

Inventory control points 4440(20)
Supply centers 4440(20)

Training:
Activities, general 1500(I)(c)
Academic grade

rosters 1500(I O)(b), 1500(11)
Applications for en-

trance to Institute 1500(8)
Answer sheets to

examinations 1500( 0)(a)
Drills and attendance

reports 1050(3)
Enlisted examina-

tion scores 1418(I)
Individual training

(student) records:
Case folders 1500(7)
Student record cards 1500(9)

Institute 1500(?)(b)
Marksmanship peri-

odic reports 3591(I)
Off-duty education 1560(I
Original course ma-

terial (MC Institute) 1500(1 )(f)
Copies of 1550(I)

Rifle, pistol, and
pit score 3591(I)

Weapons, serialnos, for 4410(5)
(End of MARCORPS)

Magar,ne ad Net Depot 8000(I),
Mrksmansh/p 359
Material (see also spe-

chic subject):
Acceptability 4430(2)
Aeronautical 13000

Material (cont.)
Bills of 4813
Cognizance assignment 4442
Controlled, Defense Ma-

terial System 4830
Expenditure (usage) 4480
General 10000
Government furnished,

accounting for 4340
Handling 4460
Identification 4410
Inspection and acceptance 4355

Reports 4355(I)
Inventory control 4440
Invoices, receipt & ex-

penditure (issues) 4430(I)
Maintenance, repair

and construction 4700
Missions 4420
Ordnance 8000
lrocurernent of 4200

Contracts 4280
Receipt and expendi-

tures (supply control) 4430
Reliability, aeronautical 13070
Requests 4235
Requirements 4490
Resources, conserva-

tion and utilization of 4100
Scrap and salvageable 4010
Ships 9000
Shortages 4431
Supply coordination 4420
Training 1550
Un.satisfactory 4?30(6)
Utilization and con-

servation 4100
Material Inspection Service 4355
Measurement, per-

formance and work 5220
Mechanized systems 5230
Medals, Board of Dec-

oratio-:s and 1650
Medical 6000

Administration 6010
Appointment 60l 0(3)
Examinations 6120
Health and 6150
Mate rial Office 4000(2)
Pathology 6510
Research 6500

Aviation 6410
Specialties 6401
Supply 4000
Survey Board reports 6120(1)
Treatment 6320
Voyage reports (MSTS) 4620(15)

Medical Survey Review Board 1000(4)(f)
Medicine:
Aviatio 6410
General 6300
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Disposal of Navy and Marine Corps Records

Medicine: (cont.)
Preventive 6200
Psychiatric 6520
Radiological 6470
Special fields of 6400
Surgical 6460

Menus 10110
Me rchant:
Marine 4622
Ship(s):
Armament 9730(4)
Co,nunications 2370

Messages ZI00
Messenger 5930

Mail and 2700
Messes and clubs, military 1746
Metals 10310

Issue of precious (medical) 6700(I)
Middle Atlantic, Western,

and Hawaii,an Area
Joint Committee 3020(2)

Military:
Academy Preparatory

School, requests
to enter 1531(3)

Assistance 4900
Construction 11000
Guardship assignment 3122
Inspections 1010
Justice 5810
Personnel 1000

Boards 1000(4)
Police 1630
Punishment, nonjudicial 5812
Sales, military assistance 4920
Sea transportation 4620
Specifications, material 4121

Military Assistance
Advisory Groups:

Under Army or Air
Force direction 4900(I)

Under Navy direction 4900(2)
Military Construction

Review Boards I000(I),
(1)(b), and (4)

Military Personnel
Boards and Councils 1000(4)

Military Petroleum
Supply Agency 4020(2)

Military Sea Trans-
portation Service 4620
(see also appropriate
subject-matter series)

Headquarters 4620(4)-(I 7)
Inspection Reports 5040(3)(d)
Subordinate Commands

and Offices 4620(18)-(26)
Missions, Naval 5713
Mobilization 3060

Industrial (planning)
readiness 4800(I), 4802

INDEX- 14

Model Basin,
David Taylor 3900(1 )(b)

Morale 1700
Morbidity reports 6510
Motion pictures 5728
Film 3150

Motor vehicle 1240
Operators permits 5512(16)

Mount Moriah Cemetary 1800(1)
Movement(s):

Aircraft, ships and
other craft 3110, 3123

MSTS ships 4620(7), (Z0), (26)
Control:
Of shipping 3170(3)
Port 3170(2)

Report Centers and Offices 3123
Mustering out pay

(case files) 7430(I 0)
Mutual Security Progr,am 4900

N

National Service Life
Insurance (case files) 7430(15)(d)

National stockpile 4841 (Z)
Nautical charts and forms 3161
Naval:
Academy 1531
Aviation:

Medical Center 6410(2)
Training (CNATRA) 1500(7)12)

Histories 5750
Missions 5713
Organization 5430
Personnel I000
Plans (Operations and

Readiness) 3030
Reserve Training:

Afloat 3127
Officers 1533

Navalts 4720(I)
Navigational:

Aids 3721, 10500
Science 3161

News:
And informational releases 5720
Fleet Hometown 5724

Nonappropriated funds 7010
Morale, welfare and

recreation 5380
Recreation, military 1700

Non-Federal Employee 12790
Nonrecord material (see

Appendix G, item 20
for definition of)

Nursing 6550

Observatory, Naval 3160(1), 316Z
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Ocean shipping:
Manifests and bills

of lading 4611
MSTS 4620

Oceanography 3160, 3161
Off-hire and on-hire in-

spection reports 9030(2)
Office:
Equipment utilization 10460
Services 5900

Officer personnel:
Medical Record 6010{1), (11)
Cualification Record 1070(2)
Recruiting 1120
Service Jacket 1070{1)
Service Record 1070(2)
Training 1520

On-Site surveys 5042
Operating:
Force (Fleet) activities:
Command (Flag) 3000(I)(b), 3100(I)
Construction Force 3100(4)
Individual activities, includ-

ing air and fleet marine.. 3100(2)
Reserve Fleet head-

quarters 3100(3)
Plans 3010(I)
Procedures, tasks, and

deployment 3120
Operations:
And readiness 3000
Fleet 3100
Orders 3121
Plans 3121

MSTS .4620(7), (9), (II), (16)
Surgical 6460

Optical 6810
Ordalts 4720(I)
Orders:

Doctorfs 6320(14)
Job 4235(2), 4280, 7303
Military personnel 320

Oerations 3121
Pay certification

vouchers and 1070(21
Purchase 4280
Shipment 4612

Routing 4615
Work 4235(2)

Ordnance:
Activities and offices 8000(1), (2)
Design 8000(11)
Engineering data (case files) 8000(9)
Guided missile 8800
History cards 8000(8)
Inspection and per-

formance evaluation 8000(12)
Instructions, technical 13000(6)
Material 8000
Plans and drawings 8000(5)

Ordnance: (cont.)
Plants 8000(I), (2)
Safety 8020
Specifications 4121
Standard patterns 4121, 4122
Structures and facilities 11140
Supply Office 4000(2}
Technical Liaison Offices 8000(13)
Underwater 8500

Organization, Function,
and Status 5400

Orthopedic 68 00
Outfitting allowances 4423
Outpatient Treatment Record 6320(15)
Overhaul/rework 4710

P

Pack@ging 4030
Paperwork management 5200
Parking and traffic control 5560
Passenger:

Lists and reports 4650(9)
Travel and transportation 4650

Authorizations, re-
quests and meal
tickets:

Civilian 4650(7)
Military 4650(4)

Reports 4650(2), (9)
Passes, personnel 5512

Industrial facilities 5541 (7)
Patents 587
Assignments and licenses 5870(5)
Case files 5870(2)

Pathology 6510
Patient’s Jacket or

Clinical Record 6150(2), (3)
Pay and payroll:
Accounting 7400

Civilian 7420
Military 7430

Accounts, military 7430(7)
Authorizations and con-

trol, civilian 7421
Centralized adminis-

trative, military 7430
CertLfications, military 7250(9)
Classificatlon and, civilian 12500
Contractors’ 4350
Disbursing 7250

Civilian 7230
Military 7220

Drill pay, reserve I001
Orders substantiating military.. 7250(9)
Status change requests,

military 1070(20)
Vouchers 7250(9)

Pediatric s 6401
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Performance:
Civilian 12430
Contractor 4335
Evaluation, ordnance

material 8000(I 2)
Military 1600

Permits 5512
Dependents’ 5512(5)
Dispensary (accident) 5100(6)
Exchange 5512(10)
Identification tags .and 5512
Motor vehicle 5512(16)

Personal:
Affairs, military 1700
Effects 4050
Property 4050

Accounting and survey 7?.3
Delivery and receipt 4430
Disposal case files 4050(3)
Disposition reports 7321(I)
Sales of surplus 4355(8)

Services 4060
Personnel:

Accounting 1080
Administration:

Civilian 12000
Folders, official 12293

Military 1000
Jackets and records I070

Manpower and (military
and civilian) 5300

Marine, (MSTS) 4620(10)
Services, civilian and

military 5380
Pest Control 6250, 11090
Petroleum 4020

Inspector of (Reserves
in Calif. 4355

Special records of 4020{4)
Military Petroleum

Supply Agency 4020(2)
Photofluorographic 6224(4)
Photographic:

Construction I 101 3(7)
Photography, still and

motion 3150, 5728
lhotographic Center, Naval 3150(1 O)
Photographic Interpre-

tation Center, Naval 3150{I0}{c)
Physical:

Disability Appeal Boards 1000{4}
Evaluation Board 6100(I)
Examination 6120
Fitness 6100

Physical Disability
Appeal Board 1000(4}{g

Physical Evaluation Boards 6100{1)
Physical Review Council 1000{4}{i)
Pictures, still and motion 3150. 5728
Pilots Handbooks 3161{5)

Disposal of Navy and Marine Corps Records

Plarming (see pertinent
subject-matte r se rie s)

Plans (see also other
technical subject-matter
series):

Construction and
Development I010, 11013(I)

Continuity of Operations 3050(2)
Design (Activities and

Facilities) I012(I)
Engineering (See Draw-

ings, Blueprints and
Plans)

Flight 3760(6)
Joint 3020
Military Construction

Review Boards’ II010
Mobilization 3060
Navy 3030
Operations 3010

Plant property 11016
Accounting 7321

Port:
Control Offices 3170(2}
Facilities, MSTS 4620(6)
Operations 3170

Postal service and affairs 2700
Power plants 11 310
Preference rating (materials) 4831
Prenatal and pregnancy,

medical 6401
Prescriptions, medical 6320(I 3)
Preservation, raterial 4030
Preventive:
Maintenance I 1200(9}
Medicine 6200

Pricing (procurement) 4265
Adjustments 4443(2)
Item 4443(3)

Primary program files
(See functional subject-
matter series; see also
Appendix G, item 22 for
definition of.

Printing 5600
Defense Printing Service 5600
Duplicating and reproduction 5603
Production 5603
Publications and Print-

ing Service Offices 5600
Reports to Congress :. 5600(3)

Priorities and control,
material 4830

Prisoner(s) 1620-40
Court-m&rtia confinement 1640{2)

Procurement 4200
Contract 4280

Inspection 4355
Coordinated (within DOD) 4215
Government property 4340, 4341

INDEX-16 21 June 1961



Records Listed SECNAVINST P.12.9
Part II. INDEX

Procurement (cont.)
Interdepartmental

(Government) 4220
Material inspection

and acceptance 4355
Of funds 7210
Pricing 4265
Publications 5604
Requisition and

request files 4220(I}, 4235
Single-manager 4215
Small business 43g0

Production:
Activities 4800, 4850(4}
Equipment 4870
Industrial 4800
Managers 4800(2), (4)

Planning:
Mobilization 4800
Procurement 4802(2), (3)

Progressing and expediting 4850
Publications and printing 5603
(uality control 4853
Requirements 4810
Scheduling 4850
Emergency 4870(I

Shops and departments ’-,.54800(4)
Status reports 4800(3)

Programs and tech-
niques, management 5200

Project(s):
Case files (see also

other subject-matter
series);

Alteration of vessels
or craft 4720(2)

Construction and
conversion 4760

Types of craft or
.equipment.. 4710{2

Control ledgers (ap-
propriation accounting) 7301(3)

Joint MAAGs (JUSMAAGs) 4900(2)(b)
Management:

Consultant 5200(4)
General 5200
Industrial 4700(8)

Order:
And allotments (ac-

counting) 7303
Ship, craft and

equipment 4700( I 0)
Public relations service
Publications and printing
Research and development

Promotion and advancement:
Civilian perso,nnel
Military personnel
Requirements and

qualHications

5720(3)
5603(3)
3900(4)

12340
1400

1410

21 June 1961

PropeLlant(s) 10342
PropeLlant Plant 10342(2)
PropeLler 9440
Property:

Accounting 7320
Plant 7321

Custody receipts, minor
property 7322

Disposal of, General 4500
Disposition Reports 7321(I)
Excess and Surplus 4570
Government 4340

Furnished, contractor
acquired 4341

Personal 4050
Real Estate 11011
Record Cards 7321(I)
Redistribution 4500
Sales of 4530

Prosthetic dentistry 6630
Provisioning and allow-

ance lists 4423(2)
Provisions and rations

(subsistence) 10110
Psychiatry 6520
Public:

Information 5700
Relations 5720
Press 5720
Scripts, Radio and

Television 5728
Utilities 11300
Works l 1000

Public Works Offices 11000(2)
Publications 5600
Communication 2000(3)
Distribution 5605
Code 4 5605(5)
Excess binders 5600(6)

Food service 10110
General 5600(4), (5), (6)
Non-registered 2602
Preparation 5602
Printing and 5600
Production 5603
Reference 5000(9)
Registered 2601
Technical library 5070(5)
Training 1552

Center 1500
Publications and Print-

ing Service Offices 5600
l:hanishment, military 1620

Non-judicial 5812
Purchase Order(s) 4280
Disbursing copies of 7250(4)

Pyrotechnic 8050

Qualification:
Civilian Marine 4620(25)
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Qualification: (cont.)
Military personnel 1410
Record, bfficer ts 1070(2)

QualHied products, lists of 4123
Quality control:
Management
Production 4855

Quartermasters Note-
books (MSTS) 4620(26)(r)

R

Radiological medicine 6470
Railway and rolling stock 11230
Rating(s):
Advancement in rate or 1430
Performance 12430
Preference (procurement) 4831

Rations 10110
Readiness (see also Operations):
And training 3500
Industrial 4802
Ships 9030

Reading, chronological,
or day files 5000(8)

Real Estate II011
Planning I01 I(4)
Plot and site plans,

drawings, surveys II011(2),(3)
Receipts:
And collections (monies) 7270
Control, stock 4440
Mail 2700
Material expenditure and 4430
Property requisition

or custody 4235(3)
Publication:

Accountable 2602
Kegistered 2801

Records:
Contractors 4430(2)
Disposal and transfer 5212
On hand, volusne of 5212(3)

Recreation:
Associations 5380
Military 1700

Recruit:
Training 1510
Discharge Reports 1900(3)

Rec ruiting:
Civilian personnel 12330
Medical personnel 6010(9)
Military personnel II00

Enlisted I 130
Officer

Redistribution and dis-
posal of property 4500

Sates 4530
Reduction-ln-Force, civilian 12351

DisposaI of Navy and Marine Corps Records

Reference flies, administrative
(see also other subject-
matter series) 5000

Regional consolidation
(accounts) 7280

Registers:
Accounting 7301-3, 7310
Guest 1746(5)
Inventory, material 4440(12)
Merchant vessel and Lloyds 4622

Regiments:
Individual 3100{2)
Two or more 3100(l){a)

Regulations:.
Base, inractions of 1620(4)
Security 5510

Reliability, aeronautical
material 13070

Relief Society, Navy 1700(5)
Religious affairs 1730
Repair 4700

Parts 4408
Reports administration (see

also subject-matter series)... 5213
Reproducibles (Publication) 5802(2)
Reproduction services 5600
Requirements:

Material:
Estimates (supply) 4440(I
Production 4810

Military personnel 1410
Requisition(s) 4235
Logs 4235(4)
Material 4235(I
Office service 5900(2)
Shipment 4612
Travel 4650
Work 4235{2)

Research and development 3900
Activities 3900(I)
Air DeveI0Pment Center 3900(I}(b)
Boards and committees

(technical) 3900(3)
David Taylor Model Basin 3900(I)(b)
Dra-wing s 3900(12)
Evaluation 3960
l.boratory data 3900(7)
Medical 6500

Aviation 6410
Naval Research:

Laboratories 3900(I )(b)
Office of 3900(I)(a)

Branch Offices 3900(17)
Unit, Army Chemi-

cal Center 3900(I )(b)
Ordnance laboratories 3900(1 )(b)
Projects 3900(4)
Specifications 3900(12)
Supply Facility 3900
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Research and development (cont.)
Technical:
Devices Center 3900(1)(b)
Notebooks 3900(7), 6410(3)

Testi 3960
Reserve:

Fleet Headquarters 3100(3)
Officer Training Corps

(ROTC) 1533
Payment (Navy Finance

Center) 7430(17)(b)
Pennant (MSTS) 4622
Program, Naval 1001

Drill reports, quarterly 1001(4)
Industrial 4802

Tr&inin8 1500
Command 1500(1 )(b)

Reserve Officers Trainir
Corps (ROTC) 1533

Resources, material 4100
Retirement (8d decease):

Naval Home 1800(1)
ly accomttn 7420(6)
Separation 1900

Review, Discharges, nd
Dismissals, Board o 1000(4)(d)

Rodent control 6250
Rosters, military personnel:
Accoutin8 1080
Assignment 1300
Civilian marine and metmFe 4620(25)
Duty 1300

Officers 1301
Local control 1070(10)

Routine:
Cargo and freight 4615
Convoy $170

MaLt 2700

Safekeepi 7210(2)
Bonds 5120(5)
Checks returned or held 7250(10)
Deposits 7210(2)
Personal property of:
Persons confined 1620(11)
Persons missing or

deceased 4050(3)
Safety 5100

Accident and 5100(4)
Annunitton 8rid explosive 8020
Engineers reports 5100(2)
Injury 8rid occupational 5100(3)

Slary nd wage changes 12552
Stee 4530

Contract case files 4530(2)
Military :.. 4920
Returns 4530(3)
Surplus personal property ... 4355(8)

SECNAVINST PS212. SB
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Slvage .4010, 4740
And disposal of scrap,

contractors’ 4010(2)
Ships 9940

Salvageable mate rial
and scrap 4010

Sanitation:
Activities ashore, reports of.. I1300(5)
Hygiene and medical 6240

Savings:
Bonds (United States) 5120
Safekeeping of 5120(5)

Deposits 7210(2)
Scheduling:

Maintenance, repair,
construction, and
conversion 4701

Production 4850
School(s) 1500
Armed Forces Staff CoLlege 1520
Aviation Medicine 6410(1
Marine Corps:

Institute 1S 00( 1 )(8)
Schools, general ISO0(l)(c)

Naval:
Academy 1
Training Centers 1500(1 )(e)
War College 1520

Officers Training, Reserve... 1533
Other 1500(1)(d)

Scrap and salvageable material. 4010
MSTS contractors

disposal of .4620(24)(h)
Scripts, radio and television 5728
Sea:

Frontiers 3100(1)
Transportation (MSTS) 4620

Seaworthiness, vessels 9290
Security .4920,

Access SSl0
Classified material SS 11
Clearances, personnel

and name check 5521
Communication 2200

Courier service 2260
Guard Force 3122, 5500{3)
Identification, passes

and petraits 5512
Industrial 5540

Facilities 5541
Personnel 5542

Investigations 5520
Mutual security and

military sales 4920
Program, civilian 12732
Regulations 5510
Survey and inspections,

military
Violations

Police, traffic, buildin

5522
5500(7),
5510(z)
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Security Group Activities 2500
Selection:

Civilian personnel 12330
Military personnel 1400

Selective Service, con-
scription and deferment ] 140

Civilian personnel 12303
Separation:

Civilian personnel 12350

M.ilitary personnel 1906
Service(s):
Communication 2300
Courier 2260
Craft (Maintenance and

Repair 4780(I
Employee 12790
Jacket, Military 1070(I
Library 5070
Mail and postal 2700
Non-Federal personnel 12790
Office 5900
Personal (Supply) 4060
Personnel 5380
Record, Military .;- 1070(2)
Telephone 2305
Utilities and (ashore) 11300

Ship(s) (see Part Ill for
records of individual ships):

Activities, BUSHIPS .9000(I ), (2)
Availability, MSTS 4620(21
Case Files

Inspection 4730(I )(b)
Maintenance, repair,

construction and con-
version 4700(3)

Characteristics 9010
Design and materials 9000
Job or project orders 4700(10)
MSTS 4620
Parts Control Center 4000(2)
Plans and drawings .9020(I ), (2)
Readiness 9030
Salvage 9940(1
Seats 9000(4)
Shipyard 9000(2

Journals 5750(5)
Trials and acceptance 9080
Voyage (MSTS) 4820

Shipatts 4720(
MSTS 4620(12)

Shipbuilding, Supervisors of .9000(I), (2)
Shipments, cargo and freight 4010

Air 4630
Commercial 4610(I
Damaged or improper 4430(2)
Government 4610(2
Household goods 4650
Reports 4620(3)

Shore Patrol 1630

Disposal of Navy and Marine Corps Records

Shore Station(s):
And facilities (activities) 3000(4)
Construction 11013
Review Boards, Military I1010(I)

Design and planning 11012
Development 11010

Planning 11000
Maintenance 11014

Shortage, material (reports) 4431
Single-manager supply 4215(2)
Small:
Arms and landing force

equipment 8370
Handling and stowage 9790

Business 4380
Craft Facility, Annapolis 1000(2)

Soil Conservation and Erosion 11015
Space:

Air 3700
Operations, military 3160
Requirements and use 5910
Storage 4450

Spare parts 4408
Special devices
And training, military 1551
Materials and aids, general 10171

Specialized medicine 6400
Specification(s) 4121
And standards case files 4121(2)
Federal, Military, and Naval.. 4121(1)
Item identification and

classification 4410(2
Research and development 3906(12)
Underwater ordnance mode!s 8500(4)(a)

Squadrons, Avlation 3100(2)
Standardization 4120
Standards, supply 4122

Federal and Military
specifications and 4121(1

Item clas sification 4410(2)
Price cards, commodity 4285(2)

Station(s ):
Construction ashore 11013
Development and main-

tenance planning 11010
Facilities ashore l 1000
Journals 5750(5
Naval, including air 3000(4)
Utilities and services 11300

Stenographic and clerical 5930
Notes or tapes 5930(I]

Stevedoring 4880
Stock:

Control 4440
Mechanized general 4440(19), (22)

Tapes, general 4446(20)-(22
Non-mechanized, general 4440(23)

Custody 4400(3
Due (expected) 4440(9), (10)
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Stock: (cont.)
Financial control 4443

Inventories 4440
Items:

Cognizance assignment 4442
Identification and class-

ificaion 4410

Serial numbers 4410(5)
Specification 4421

Lists or catalogs 4400(5)
Location 4400(4), 4440(17)
Mechanized records,

general 4440(19), (22)
Tapes (EDPM), general.. 4440(20)-(22)

On hand 4440(2)
Pricing 4265
Report(s), general 4400(2)

Inventory 4440(I)
Status 4440(4), (6)

Requests or requisitions 4235
Requirements 4440(3)
Shortages 4431
Transactions 4440
Cash 4400(6)
Listings or ledgers 4440(5)

Historical 4440(5)
Stockpiling 4841

National sockpile 4841 (2)
Storage, materiel 4450
Stores:

Accounts 7323
Returns and reports 7280(I), 7323(I)
Subsistence 10110(2)

Structures ashore 11100
Aviation 11130
Housing 11101
Ordnance 11140

Subcontracts 4280
Submarine.,

And diving medicine 6420
Supply Office 4000

Subsistence 10110
And quarters 1070(15), (16)
Operational analyses 10110(3)
Rolls NROTC) 1533(5)

Suggestion system 12452
Summary-to-date (.inventories) 4440(16)
Supervisors of:

Inspection, Naval Material 4355
Shipbuilding 4355

Supply 4000
Coordination (material) 4420
Inventory 4440
Levels 444-
Lists or catalogs 4400(5)
Management 4400
Requirements 4490
Research and Development

Facility 3900
Sources/facilities 4860
Transactions, cash 4400(6)

Surety bond 7210(3)
Surgery 6460
Surplus:

Property 4570
Personal, Sales of 4355(8)
Vessel 4570(4)

Surveys (see also Inspection):
Administrative 5041
Boards of Medical 6120(1)
Condition, maintenanee

and repair 4730
Financial, special 5040(5)
Hydrographic and ocean-

ographic 3160
Inspector Generafts 5040
Management 5040
On-site 5042
Research and development 3900
Security 5500

Industrial defense 5541
Military 5522

Survivor:
Benefits, military
Reports

1770
3040(1), 3800(8)

T

Tags, identification
and admission 5512

Tallies, inventory 4440(12)
Tapes, electronic data process-

ing (EDPM) system (see also
specific subject) 5230

Accounting:
Appropriation 7301
Cost 7310

General 5-30
Inventory control 4440

Financial 4443(5)
Supply 4440
Weather 3142

Taxes:
Exemption certificates 4280(5)
Sales (Exchanges) 4066
Withholding of 7401

Technical (see also spe-
cific subject):

Devices 3900(1 )(b)
Drawings- and specifications 3900112)

Material and equipment 10000(1)
Instructions, weapons 13000(6)
Notebooks 3900(7)
Publications:

Library 5070(3)
Research 3900(11)

Reference files .. 5000(10)
Weapons liaison offices 8000(13)

Technical Devices Center 3900(1)(b)
Technical Liaison Offices,

BUWEPS 8000(I 3)
Techniques, management 5200
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Disposal of Navy and Marine Corps Records

Telephone service 2305
Terminal:

Facilities 4660
Operations 4660
Transportation 4600

Termination, contract 4370
Tests:
Equipment, maintenance

and repair 4730(5)
Maintenance. repair, construc-

tion, and conversion 4730
Military personnel 1230. 1510
Research and development 3960
Vehicle operator 5100{7)

Time and &ttendance, civilian 12600
Accounting for 7410

Tooling ordnance production 4870{4}
Tools 10290
Machine, assignment of 4870(2)
Ordnance 4870{4}
Repair histories 4870{3}

Torpedo 8510
Case files 8510{I)
Equipment. shipboard 9810(2}
Record Books 8510{2)
Rudtorpes 85103)

Toxicology 6270
Tracers, Service Record I070{?)
Trademark 5870
Traffic:

Air and space 3700
Commercial water {MSTS} 4620
Control:
And clearance 3722
And parking 5560

Training 1500
Active -duty 1571
Afloat, Naval Reserve 3127
Aids and devices 1551, 10171
Air/aviation 1500{ ){b}
Amphibious 3340
And readiness 3500
Civilian 12410
Education 1560
Electronics 3520
Enlisted 1510
Enrollment and progress,

student’s t500(7)
Film 1551, 3150
Fleet 1541
Flight 1500(7), (15)
Foreign personnel 4950
Functional 1540
Inactive -duty 1570
Information 1560
Marcorps training activities 1500(I )(c)
Material 1550
Military 1500
Officer 1520. 1533
Publications 1552
Recruit 1510

Training (cont.)
Schools, general 1500(1)(d)
Special devices 1551

Training Centers 1500(l}(e}
Training Devices Center 10171(2)
Transaction processing:

Detail 4440
Receipt issues controls 4440{9}-{I },

(20)(a)
Reporting tapes 4440(6), (20), (21)

Listings and ledgers 4440(4)
Historical 4440(5)

Non-mechanized 4440(23)
Status:

Consolidated 4440(6), (20)(c)
Daily 4440(4), (20)(c)
Historical listings of 4440{5)
Reports 4440(4), (6)
Tape s. general 4440(20}, (2 I)

Transmittals 5000{5)
Transportation 4600

Air 4630
Cargo 4610
Facilities and heavy

equipment 11200
Passenger 4650
Requests and authorizations 4650
Sea, MSTS 4620
Stock, rolling and railway 11230
Troop movement 4650(5}
Vehicles 120C

Automotive ! 1240
Travel 4650

Authorizations, orders
and requests:

Civilian 4650(7)
Military 4650(4}

Conference 4650{7}
Control 555
Expense claims "4650{8)
Troops 4650{5}

Treatment:
Dental 6620

Examination and 6600(5)
Medical 6320

Trial:
Balances 7301(I

inventory 4440(I 3)
Courts -martial 5813
Ships 9080

Troop movement 4650{5}
Tuberculosis 6224

Photofluorographic 6224{4}

U

Underwater ordnance 8500
Uniform 10120

Issues, military department 1070(22)
Shop 10120{4}
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Unit punishment 1620(4)
United States Savings Bond 5120
Unsatisfactory material,

reports of 4430(2)
Aeronautical material 13070
Maintenance and repair 4730(6)

Upkeep 4750
Utilities and services
Ashore 11300
Power 11310
Sanitation I 1300

Utilization:
Employee 12400
Manpower 5310
Material resources 4100

V

Vehicle(s} 5100{7), 5512(15)
Automotive {motor) I 17-40
Operators:

Examinations 5100{7)
Permits 5512(15}

Transportation and
heavy equipment I 1200

Venereal disease 6200
Vessels (see also Ships

and Part III):
Design 9020
F,xess 4570
Fire protection and

fire fighting I 1320{3)
Merchant Marine 4622
Military Sea Transpor-

tation Service 4620
Security 5500(g)

Veterans affairs 1760
Rights and benefits 5g00{4)

Vision ..: 6490
Visits 5512

Industrial 5541 {7}
Reports of 5050(I}

Visual and audio 5728
Voyage reports:

Headquarters, MSTS:
Cargo 4620{9}
Maintenance and repair 4620(24)
Medical 4620( 15
Movement 4620(7)
Passenger 4620(8)

Subordinate activities,
MS’IS 4620(26)

SECNAVINST P5212.5B
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W

Wage 12552
Rates 12531
Reports (FICA), NFC 7430(17)(e)

War College, Naval 1520(3)
Warehousing 4450
Warfare:

Reports 3480(1)
Technique 3300

Watch:
Duty officer 5500(4), (5)
Lists degaussing 9810

Weapons:
Activities, Bureau of,general 8000(1 ),

(Z), (3), 13000(1), (2)
Laboratory 8000(I), (2), (3)
Plant. $000(1), (2), (3)
Reports, general 8000(4), 13000(3)
Technical Liaison Offices 8000(13)

Weather Services 3140
Advisories 3145
Charts 3142
Climatology 3146
Forecasts 3145
Maps 3142
Observation 3144
Phenomena 3147
Reconnaisance 3144
Warnings 3145

Weather Service
Offices, U. S ;. 3140

Weight handling, fleet facilities 11450
Welfare, morale and rec-

reation activities 5380
Work:
Performance and

measurement 5220
Requests (requisitions)

and authorizations 4235(2)

X

X-rays:
Dental 6620
Medical:

Civilian personnel 12792(2)
Military personnel 6150

Entrance and separation 6150(5)
70ram 6150(4)
Other 6150(6)

Yards and Docks activities 11000(2)
Supply 4000
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