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DEPARTMENT OF THE NAVY
OFFICE OF THE SECRETARY
WASHINGTON SECNAYV P5212.5B
NMO:MAD
21 June 1961

SECNAV INSTRUCTION P5212.5B

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

Subj: Disposal of Navy and Marine Corps records

Ref: (a) Records Disposal Act of 1943, as amended (57 Stat. 382; 44 USC 366-380)
(b) Federal Records Act of 1950 (44 USC 391-401) and related regulations of the
General Services Administration
(c) Navy Regulations, Articles 1250, 1519, and 1614
(d) The United States Criminal Code (62 Stat. 795; 18 USC 2071)
(e) Department of the Navy Security Manual for Classified Information
(OPNAVINST 5510. 1B)

1. Pur$u. This Instruction prescribes policies and procedures for the Department of
the Navy's 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 Volime 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 P5212.1B 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. Bacl_t“round. Although Navy's records disposal program has been in operation since
the Records Disposal Act was passed in 1943, past procedures did not in all instances pro-
vide broad, general standards to be applied throughout the Department of the Navy. Dis-
sal instructions (or schedules) generally were developed on an individual organizational
isis. 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-
tinent to an activity's records. This Instruction now contains in a single document all rec-
ords disposal Instructions, consolidating more than 200 individual disposal Instructions.
It also eliminates the need for preparation of individual organizational schedules and their
submission to the Department for approval. Future submissions to the Navy Managemenat
Office will consist only 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 extablishment 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. Responsibilities

a. Addressees shall be responsible for (1) 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 (1) maintairing 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. Reports 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
the 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.

JOHN H. DILLON
Administrative Assistant to
the Secretary of the Navy
Distribution:
SNDL: Parts 1 and 2
Marine Corps List 27, less Information Addressees
Stocked at:

Naval Publications and Forms Center
5801 Tabor Ave.
Philadelphia, Pa. 19120
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Authority and Procedures for Records Disposal Program

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.

e 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.

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

erecords 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.

(2) 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.

e 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.

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

SECNAVINST P5212.5B
Part I. Chapter 1

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.

(1) Procedures for Recommending
Transfers. When ''permanent'' records be-
come inactive and are no longer needed 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:

e a brief but precise description of
the records, their nature and physical char-
acteristics;

e security classification (if any);

e quantity of the records (in cubic
feet);

e how often and by whom records are
used;

e name of person in charge;
e physical location of the records;

® any restrictions desired to be
placed on the use of the records. (However,
restrictions placed on unclassified records
over 10 years old must fall within the pro-
visions of SECNAV Instruction 5570. 2A,
Subj: Policy regarding access to and the re-
lease of unclassified Department of Defense
records requiring protection in the public's
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:
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(1) 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 a2 Report of Records Transferred (EXOS
Report Symbol 5210-4) shall be submitted to
the Chief, Navy Management 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-

Disposal of Navy and Marine Corps Records

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-
cerned.

6. Access and Reference to Records Trans-
ferred. The National Archives 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

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

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

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

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

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

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

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

d. Transfers Within the Department of

fense. 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 report ac-
complishing the transfer shall be submit-
ted to the Chief, Navy Management Of-
fice. The Army and the Air Force will ap-
ply Department of the Navy's retention and

T-1-.4

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 office if the activity has been dis-
established.

An exception to the above rule shall
apply if 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 More
Years Old. The Archivist of the United
States is authorized to grant access to or re-
lease information from Navy and Marine
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

e adverse to the public's interest in
accordance with provisions of SECNAV In-
struction 5570. 2A of 6 June 1957, Subj:
Policy governing the custody, use, and pres-
ervation of official Department of Defense
information requiring protection in the
public's interest.
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Authority and Prodedures for Records Disposal Program

c. Reference Services Provided. Fed-
eral Records Centers and the National Ar-
chives normally provide the following serv-
ices:

e furnish information over the tele-
phone;

e furnish copies of documents;

e furnish the documents themselves
on a loan basis;

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

e 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.

f. Withdrawal of Records from the
National Archives or Federal Records Cen-
ters. Records transferred to the custody of
the General Services Administration—either
to the National Archives 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-
ment Office. The request should include
justification for the withdrawal.

21 June 1961
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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 of 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.

Properly 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.

(1) 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 1962)

Retention period: 10 years after
close of fiscal year. Destroy
1 July 1972.

Authority: Paragraph 7300(4) of
SECNAVINST 5212.5B
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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
5212.5B. "

If records are to be retained permanently or
indefinitely, indicate this. For example:

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

Retention period: Permanent

Authori 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 Records 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 12-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 small 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 1 of 10, 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. Maintain 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 separate 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.

I-1-6
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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. 1B,
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 state also that these pro-
visions are not 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;

e procedural changes or actions or
events have made application of the standard
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Authority and Procedures for Records Disposal Program

questionable or inadequate from the activity's
viewpoint, and the activity has determined
that the standard should not be applied until
it has been reviewed and possibly revised;

e the records relate to incomplete
investigations, claims, GAO exceptions, or
to fraudulent, suspect, or other actions that
are subjcct 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 will withhold the records from
destruction until specific written approval
for their destruction has been obtained.

9. Cutting Off Files
To cut off or break files, a file series

is terminated ona given date or after a speci-
fied eventor action. Anew file seriesisthen
begun. Files should 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 from 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 files 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 well as the retention
period, are factors to be considered. But
volume and retention period should be the
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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
sufficiently to permit their retirement.
Regular retirement periods then should be
established accordingly.

10. Retiring Records to Local Storage
Areas

Most naval records are short-term tem-
pora:{;:cords 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 be 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. Establishing 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 local facilities are permissive
under the following conditions:

(1) The records storage area is un-
attended; necessary references to the rec-
ords are provided by the file unit or other
organization retiring the records.

(2) 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
locally 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:

e short-term records—records eli-
gible for destruction in less than five years;

e long-term records that must be re-
tained close at hand until frequency of
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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 gecordl

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 corréspondence 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 differences 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 identified 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 béhind 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. Microfilming and Procedures for Dis-
posal

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

e to facilitate administrative or oper-
ating processes; and

e to replace original documentation
when it has been determined that space and
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equipment savings or other benefits will out-
weigh microfilm costs.

a. Microfilming Versus Low-Cost
Storage. To determine whether or not
microfilming 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 $1.85 to $2.50
per square foot per year and in the Navy
Department from $2.50 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-1-9.)

b. Disposing of Microfilmed Records.
When permanent records ar2 microfilmed
and th{#mdocuments 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 will 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 thed and authorized for the original
documents has expired. The temporary
documents replaced by the film may be de-
stroyed when filming is completed.

c. Nonrecord Microfilm Documenta-
tion. When records are microfilmed for
the purpose of obtaining extra or security
copies, the film copies are nonrecord in
character.
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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 Punched Tape Records

Mechanized records, such as magnetic
and punched tapes, sometimes 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:

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

(2) within a specified period of
time after tapes have been prepared and
verified.

Requests to destroy ''permanent" documen-
tation to be replaced by taped records should
be submitted as provided paragraph 4 of
chapter 2, Part I.
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b. When Temporary Records Are
Taped. Temporary retention standards are
app,hcable 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
disposable as ''nonrecord'' material as soon
as the data have been converted to tape and
the tapes verified.

(1) Verifying EDPM Tapes. Elec-
tronic data processing machine tapes (EDPM)
should 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 records 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.
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CHAPTER 2

APPLYING RECORDS RETENTION STANDARDS

1. Records Retention 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 Ma-
rine Corps activities ashore and afloat
throughout the Naval Establishment, except
that Part III is applicable and distribute
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:

e 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.)

e The periodic destruction of tem-
porarily valuable records. Retention
periods for these records are expressed
either in terms of time or the occurrence
of a particular event or action. (Tempo-
rary records are to be held for the pre-
scribed retention period and then destroyed.)

Unless records are covered by the au-
thorities contained in the retention stand-
ards issued by this Instruction, they may not

be de ltrozed.

a. %Eraising Records to Determine
Retention Standards. In appraising records
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 will be needed in the conduct
of the Department of the Navy's business
before they can be destroyed.

21 June 1961

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 significant 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 other
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-
manent 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 one 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.

(1) Local 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 III
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. Establishing Retention Standards.
Standards are developed by the Navy Man-
agement Office based on recommendations
of bureaus and offices or on general
Government-wide standards pertinent to
naval records; or they are initiated by the
Navy Management Office who then obtains
the comments and/or concurrences of
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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.

Proposed 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 Part 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 SECNAVINST P5210.11.) 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
interlinking 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 1000-1999 series of the Standard
Subject Classification System. These dis-
posal authorities are found under the 1000-
1999 series in Chapter 1, Part II of this In-
struction. All authorities for logistical
records are found under the 4000 series and
in Chapter 4, Part 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. OPNAV Instruc-
tion 5442 is the directive that requires
Preparation of these records, among which
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are Status of Aircraft Reports (Report Sym-
bol OPNAYV 5442), aircraft record cards
(such as OPNAV Form 5442-9), and air-
craft flight work sheets (such as OPNAV
Form 5442-10). 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, Part 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:

e similar in nature;

® document the same or essentially
the same function; or

eperform 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,
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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.

2. Deviations from Retention Standards

Records are to be destroyed in accord-
ance 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 Management Office via official
channels to that effect, giving the reasons
and asking for an extension of the retention
period. If 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.

3. [Exceptions to Standards

a. When Litigation, Investigations,
and Exceptions Are Pending. Regardless
of the retention standards established by
this Instruction, records pertaining to un-
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 lLﬁ&Lﬁlon is
settled, the investigation is8 comp eted, or
‘the exception is cleared. However, the en-
fire 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.
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4. Establishing New or Revised Standards

All groups of naval records should be
covered by the retention standards in this
Instruction. If 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 Manage-
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, para. 20,
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 EDPM 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
RegardiELStandards. 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, 2 reference
to (or a copy of) any requiring instructions,
and an indication of the character of the
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records i.e., reports, correspondence,
charts, magnetic tapes, punched cards, etc.

(3)-a retention, period—how long
the records should be xept 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 pPermanent
retention. For Example:

Retention 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-
tention period. This is particularly im- |
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 of 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 records is 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 inclusive

eriod of time tes) covered sho e
gnaxcafea.

5. Responsibility for Applying Standards

Each activity throughout the Depart-
ment of the Navy shall be responsible for
pProgramming its records for orderly reten-
tion and disposal in accordance with the
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standards and procedures prescribed in
this Instruction. Effective pProgramming
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
6, Step 5.) Publication of local "schedules'
or records listings is not required or
necessary.

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

® all records accumulated are cov-
ered by retention standards;

erecords 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:
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Step 1. 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.

Step 2. Analyze inventory data and
appraise each records series to determine:

ethe proper retention standard ap-
plicable to each; ;

e 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;

e 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 and the 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. [Establish 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 National
Archives.

Step 4. Obtain any necessary local ap-
provals for application of selected stand-
ards. (Departmental approval is not re-
quired. )

Step 5. Prepare local disposal control
instructions 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
following information in abbreviated form:

e subject title, and file classification
number when used;

e specific cut-off, retirement, and
transfer periods or dates;

e retention period (or disposal date);
and

e 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. )

Step 6. Take disposal action. Take
action immediately to apply the provisions
of your local disposal instructions to eligi-
ble records:

eDestroy 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
sufficient to justify sale as waste paper.

e 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.

e Transfer long-term records not

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

Step 7. Appraise any records that are
not covered by authorized 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.
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Procedures for submitting proposed changes
or additions to retention standards are con-
tained in paragraph 4,

Step 8. [Establish centralized control.
The maintenance 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:

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

® instructions to be applied;

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

e 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.

Step 9. Schedule Disposal Actions.
Once your local records disposal 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
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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 10. Keep local instructions cur-
rent. Determine retention periods for new
files as soon as they are established. Re-
vise file labels and other local disposal
control instructions promptly as changes
occur so that instructions being applied
will be current at all times.

Step 11. Make annual inspections.
Periodically inspect files and review dis-
posal procedures (at least once annually).
Take other follow-up action as necessary.

Step 12. Keep Statistics on Volume of
Records Held. Maintenance 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
effectiveness 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. If the increase is due
to non-compliance with disposal instructions,
remedial action should be taken.
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PART Il

RETENTION STANDARDS FOR NAVAL RECORDS

Chapter 1
Military Persomnel Records

10001999

The records described in this chapter per-
tain to the supervision and administration of
military personnel and military personnel
affairs, 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 -
SENERAL

(1) PRIMARY PROGRAM RECORDS:

(a) Departmental general corre-
spondence files of the Bureau of Naval Per-
sonnel and Headquarters Marine Corps
locumenting plans, policies, programs,
ind procedures relating to military person-
nel matters.

Retention period: permanent. (Trans-
fer periodically 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 personnel programs
within the district or command, including

nning, disciplinary, and educational and

trajning 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.
1000(2) below.

(c) Marine Corps Field Activ-
ities: that portion of the files that relates to
significant accomplishments of military per-
sonnel 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 Records 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 in para. 1000(1) above. )

Retention period: 2 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-
erally are filed alphabetically by name of
individual concerned or by requestor, but
also may be filed by subject.

Retention period: 2 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. 1000(2) above. )

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

Change 1
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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 council's jurisdiction; cases in process
or being considered; or requests for in-
formation relating to the general policiés
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 board's
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, Alex-
andria, Va. when 3 years old, pro-
vided case is closed.)

(d) Board of Review, Discharges

and Dismissals records: Board's 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-
cept that docket cards summarizing
board action and history of each re-
quest for review of discharge will be
retained on board. )

(e) Naval Clemency Board
records:

. 1. 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: Board's files—4
years, provided all official and
originaf documents have been for-
warded to the Office of the Judge
Advocate General; JAG's 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:

1. 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, provided official rec-

ords of proceedings have been for-

warded to the Judge Advocate General;

JAG's files—permanent.

2. 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 Examining Board rec-
ords: correspondence and other records
accumulated by naval examining boards re-
lating to recommendations or actions re-
garding 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 tc rebuttals, correspond-
ence with varicus 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.
(Official 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
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retirement list, retain for 2 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

(1) GENERAL CORRESPONDENCE
FILES RELATING TO NAVAL RESERVE
PERSONNEL MATTERS. See paras.
1000(1) and (2) above.

(2) 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: 2 years.

(3) CORRESPONDENCE WITH IN-
DIVIDUALS regarding general information
relative to the naval reserve.

Retention period: 1 year.

(4) QUARTERLY NAVAL RESERVE
DRILL REPORTS (such as NAVPERS-1259)
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) Original 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 Air 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, 9700 Page
Boulevard, St. Louis 32, Mo.

(d) Copies of officer reports
maintained by Commandants, naval districts

and river commands, the Chief of Naval
Air Reserve Training, or designated naval
air stations/naval air reserve traininl
units.

Retention period: 2 years.

(e) Copies of reports for officer
and enlisted personnel maintained by orig-

Inating units.
etention period: 1 year.

(f) Copies of reports remaining
after making 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) Certified 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.
7250(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.

1010 INSPECTION RECORDS

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

II-1-4
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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-
Z ATIONS.

(a) Master file of reports for-
warded to and malnfained by CNATRA oed
NAVRESTRACOMD: RACOMD: one copy of each re-
port received.

Retention period: indefinite. (Trans-

fer CNATRA reports file to Federal
Records Center, East Point, Ga.,

when 4 years old, )

(b) Al 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

(1) 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 1is apprehended, whichever is

earlier.

(3) MARINE CORPS REPORTS OF
DRILLS AND ATTENDANCE.
Retention period: 3 years.

1070 MILITARY PERSONNEL RECORDS

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.

Change 1
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(1) OFFICERS SERVICE JACKET:
Navy Officer's Miscellaneous Correspond-
ence and Orders Jacket (such as NAVPERS-
700), Officer's Selection Board Jacket
(such as NAVPERS-701), and Officer's Fit-
ness Reports Jacket (such as NAVPERS-
996), maintained by the Bureau of Naval
Personnel; and official Officer's Jackets
maintained by Headquarters Marine Corps.
Retention period: permanent.
{Transfer )ﬁavy Jackets to Federal
Records Center, Alexandria, Va. 6
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.)

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

(a) Navy Officer's Record (such
as NAVPERS-3021):

1. 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 delivery, 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 Jacket. 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-
ord. Handle as provided in RCORP
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.

II-1-5

SECNAVINST P5212.5B
Part II. Chapter 1

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, except 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-601).

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.

1. 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 as

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 NAVCOMPT 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.

Retention period: 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 1
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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-2313-14.

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

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

(a) Temporary command files:
individual (alphabetical by name) files es-
tablished in accordance with BUPERS Man-
ual, Article H-2204(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-
ficer 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(12) for special MARCORPS discipli-
nary case files.)

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

(c) Special Requests from Mili-
tary Personnel for 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 1
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Retention period: 6 months, exce:t
I 'year for MARCORPS activities

(8) COVERING LETTERS OR OTHER
TRANSMITTAL RECORDS for service rec-
ords, health records, and pay account rec-
ords; related card or index recor 's.

Retention period: 6 months or until

receipt is acknowledged, whichever

is earlier or appropriate, except 1

year for Marine Corps activities.

(9) TRACERS DEALING WITH
SERVICE RECORDS.

Retention period: until record is

located.

(10) PERSONNEL ROSTE LIST-
INGS, CARNS, INDEXES, and ...er simi-
lar record: of personnel on board.

Rete: ‘on period: until superseded or
obs .ete. igee para. 1300(6) for
Marine Corps duty assignment
rosters. )

(11) CARD OR OTHER RECORDS OF
INDIVIDUALS whose home of record is
within the district or activity.

Retention period: until superseded
or obsolete.

(12) 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-
larlistings. (Exclude personnel accounting
records covered in para. 1080 and Marine
Corpsdrill 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 2 years.

(19) PASSENGER TRANSPORTATION
RECORDS. See para. 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-114 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: 1 year, as provided

in para. 7430(4), and 1 year or until

disestablishment for MARCORPS

activities.

(22) CLOTHING ISSUE RECORDS,
such as clothing issue slips, maintained by
military 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 regular 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).

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

Retention period: indefinite. (Retain
on board until 1 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. Louis, Mo.)
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1080 PERSONNEL ACCOUNTING RECORDS

(1) GENERAL CORRESPONDENCE
FILES and related papers pertaining to the
operation of personnel accounting/manpower
information functions:

Retention period: 2 years for pre-

paring activities; 1 year for personnel

accouiting/manpower information and

processing installations.

(2) PERSONNEL ACCOUNTING
CARDS:

(a) Personnel Accounting Cards

for Navy personnel:

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

Originals - Part I,
muster cards arranged alphabetically and
used as locator files after personnel are
transferred--1 year after individual's
transfer,

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.

Quadruplicates, Part IV,
used as an additional file as desired --until
no longer needed.

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 1 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 1
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(b) Individual Accounting Cards

for Marine Corps Personnel (suchas NAVMC-
980-PD and Nﬂ,VHC-WZ”-PD).

Retention period: Locator file copies--
1 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—1
month, except retain summary cards
for 1 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:

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

2. Reporting units retained
copies--1 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, forwarged 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 negatives
of originals for active-duty personnel,
maintained by the Bureau of Naval Per-
sonnel.

Retention period: permanent.

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

Retention period:
disestablishment.

1 year or until

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

bursing office servicing the reporting ac-
tivity. See para. 7250(9).
(e) Preparing activities copies.

Retention period: 2 years, or until
disestablishment.

(f) All other copies.
Retention period: until purpose has
been served, except do not retain
longer than 2 years.

Change 1
27 August 1964

II1-1-8

Disposal of Navy and Marine Corps Records

(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) Originals, forwarded in ac-
cordance with Marine Corps instructions to
Headquarters Marine Corps.

Retention period: Until microfilmed
and film is verified.

(b) Microfilm negatives of origi-
nals maintained by Headquarters Marine Corps.
Retention period: permanent,

(c) Preparing or reporting units

copies.
Retention period: 1 year, or until dis-
establishment.

(d) Data processing installations

copies.
Retention period: 3 months,

(e) Copies submitted to disbursin
office servicing the rejorting%cuvity: copies
submitted in lieu of pay record vouchers or
orders--see para. 7250(9); working copies
used by disbursing officers to make entries
on military pay record--until expiration of
pay record cycle to which the Diary pertains,

Retention period: 3 months or until dis-
establishment, whichever is earlier.

(5) DAILY AVAILABILITY REPORTS
AND ENLISTED AVAILABILITY CARDS:
used by receiving stations to report avail-
able men awaiting further assignment.

Retention period: 6 months,

(6) MANPOWER AUTHORIZATIONS

(such as NAVPERS-576): received by per- .
sonnel accounting/manpower information in-

stallations from the Bureau of Naval Per-

sonnel for data recording purposes. -

Retention period: until superseded.

(7) MISCELLANEOUS CONTROLS,

CHECK LISTINGS, TABULATIONS, AND
REPORTS prepared for specific local re-

quirements,

Retention period: 2 years or until
specific local purpose for which prepared
has been served, whichever is earlier,

* (8) OTHER REPORTS, together with
related correspondence and papers, pre-
pared by Navy personnel accounting/man-
power information installations and by
MARCORPS data processing installations:
copies of reports submitted to Chief of
Naval Personnel or Commandant 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—6
months; Marine Corps activities—3
months for MC nonrecurring reports,
1 month for MC recurring reports
held by data processing installations,
and 3 months for others, except 1
year for MC monthly strength and dis-
tribution reports and MARCORPS
Districts Gain and Loss (G&L)
statements.

1100 RECRUITING RECORDS

(1) 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 anddirect
and service appointments; recruiting reports
not specifically authorized for other dispo-
gition; and correspondence with civilian
committees or organizations or with other
activities or offices.

Retention period: 2 years, except
i{ re- ¥

that Marine Corps activities wi

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
also para. 1080(8).)

Retention period: 2 years.

1120 OFFICER RECRUITING RECORDS

(1) 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.
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(2) 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, except

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.

1130 ENLISTED RECRUITING RECORDS

(1) CORRESPONDENCE WITH INDI-
VIDUALS requesting general information
regarding enlistment or re-enlistment in
the naval service. (Filed alphabetically by
name. )

Retention period: 1 year.

(2) PRE-ENLISTMENT AND EN-
LISTMENT PAPERS for enlisted person-
nel: 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-
dividual's 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
possibie.

(a) Navy applicants.
Retention period: 2 years after ac-
ceptance or rejection of applicant.

(b) Marine Corps applicants.

Change 1
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Retention period: when applicant is
rejected—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
1230(4). )

Retention period: 3 months.

1140 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

.(1) 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

man's separation, whichever is

earlier.

(3) ACTIVITIES CLASSIFICATION
OR DETAIL CARDS.

Change 1
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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-792), AND
ENLISTED EVALUATION REPORTS (such
as NAVPERS-1339), exclusive of copies in
official personnel jackets.

Retention period: until individual is

separated from the service, except

when individual reenlists immediately
after discharge, transfer to new

Service Record folder.

1230 TESTING AND INTERVIEWING
RECORDS

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

Retention period: 1 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- a
tion has been completed.
(3) MARKSMANSHIP TESTING

RECORDS. (See also para. 3591.)
Retention period: 1 year.

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

Retention period: 1 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: 2 years.

(2) REQUISITION SHEETS FOR
CREWS (working parties).
Retention period: 1 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: 2 years.

(b) All others
Retention period: 2 years, until 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: 1 year.

1301 OFFICER ASSIGNMENT AND DIS-
TRIBUTION RECORDS

(1) COPIES OF OFFICER DISTRIBU-
TION CONTROL REPORTS (such ag
NAVPERS-2627) 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—

I month, until superseded, or until

no longer needed for retference,

whichever is earlier.

(2) ROSTERS OF OFFICERS (such as
NAVPERS-353) submitted by all pay units of
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the naval reserve to the Chief of Naval
Personnel quarterly.
Retention period: originatorscopies—
2 years; other copies—3 months or
until superseded.

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

1320 ORDERS TO PERSONNEL

(1) ORDERS TO OFFICER AND EN-
LISTED PERSONNEL: transfer, duty,
flight, training, and other orders. (See
also para. 1900 (2) for separation orders
and para. 1570 (2) for reserve personnel
training duty orders.)

Retention period: 2 years.

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

Retention period: 1 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

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

Retention period: 2 years.

(2) 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: 1 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,
Ilinois 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) Rating lists.
Retention period: permanent. (Trans-

fer to Federal Military Personnel
Records Center, 9700 Page Boulevard,
St. Louis 32, Mo, when 3 years old. )

(d) Shipping 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) Accounting summary reports
of the Naval Examining 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
reports of subparas. (d) and (e) above.
Retention period: permanent.

(6) NAVAL EXAMINING BOARD,
Navy Department, records. See para.
1000(4).

1410 REQUIREMENTS AND QUALIFICA-
TIONS RECORDS

(1) REQUESTS TO BE EXAMINED
FOR RATINGS, with recommendations.
Retention period: 2 years.
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(2) REQUESTS FOR EXAMINATIONS
TO ENTER THE MILITARY ACADEMY
PREPARATORY SCHOOL.

Retention period: 1 year.

(3) ROSTERS OF GRADES MADE ON
QUALIFYING EXAMINATIONS.
Retention period: rosters for Naval
Academy 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-
fying examinations—1 year,

(4) EXAMINATION PAPERS AND
ANSWER SHEETS to examination papers.
(See para. 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) PHYSICAL EXAMINATION AND
FITNESS QUALIFICATION RECORDS.
See paras. 6120 and 1070(18).

1418 ENLISTED EXAMINATION RECORDS

{1) 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 1 year those origi-
nating from Headquarters Marine
Corps.

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

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

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

1430 ADVANCEMENTS IN RATE OR
RATING RECORDS

(1) GENERAL CORRESPONDENCE
FILES relating to advancements of recruits.
Retention period: 1 year.
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(2) REQUESTS TO BE EXAMINED
FOR RATING, with recommendations.
Retention period: 2 years.

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

Retention period: 3 months or until

Peginning of fiscal year following ad-

vancement, whichever is earlier.

1500 TRAINING AND EDUCATION
RECORDS — GENERAL

(1) PRIMARY 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 ac-
complishments of military personnel train-
ing and education programs (but exclusive

of administrative and operational records
covered by paras. 1500(2) and 5000(2)):

(a) Bureau of Naval Personnel
and Headquarters Marine Corps.
Retention period: permanent.

(b) Naval District and River
Command Headquarters, Headquarters
Naval Air Training Command and Head-
quarters NATC functional commands, and
Naval Reserve Training Commands.

Retention period: permanent. (Trans-
fer to nearest Federal Records Cen-
ter when 2 years old.)

(c) Marine Corps activities.
Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when 3 years old,
except that Marine Corps Schools,
Quantico, 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 reports not sub-
mitted to higher authority; and i copy of
school publications, training syllabus, orig-
inal coursé materials, school curricula, and
similar material pertaining to overall train-
ing programs. (Apply para. 1500(2) for
other correspondence files.)
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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, except Marine
Corps Schools, Quantico, Va. will
transfer to Federal Records Center,
Alexandria, Va.)

(e) Naval Training Centers
1. Great Lakes and San Diego

only.
Reténtion 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: 1 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. 1500 (7) for student rec-
ords.)

Retention period: permanent.

(g) Naval War College, Armed
Forces Staff College, and Naval Academy.
See paras. 1520 and 1531.

(2) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES: files of all training
activities other than those covered in para.
1500(1) 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

Change 1
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records relating to the internal operation
and administration of the training function.
Retention period: 2 years.

(3) PERIODIC REPORTS OF EDUCA- *
TIONAL SERVICES FUNCTIONS (such as
NAVPERS-2418); other similar training re-
ports. (See also para. 1560(1).)

Retention period: 2 years.

(4) ATTENDANCE RECORDS FOR
INDIVIDUAL COURSES..

Retention period: until completion of

training course.

(5) MONTHLY REPORTS OF STU-
DENTS ON BOARD.
Retention period: 1 year.

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

Retention period: 1 year, until sepa-

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 individual 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 disciplinary 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 para.
1500(9) below.)

Retention period: until completion of

individual's training, transfer, or dis-

charge, provided required data has
been recorded in individual's Service

Record or on student's record card, *

except as follows:

(a) CNATRA Aviation Training
Jackets (consisting 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 training; 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
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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, except 1

year for Marine Corps reservists not
on active duty disenrolled for comple-
tion of course.

2. Correspondence and papers

relating to the individual student.

Retention period: 1 year.
(8) APPLICATIONS OR REQUESTS

FOR ENROLLMENT in training courses or
schools (other than those covered in para.
1500(7) above).

Retention period: 1 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 of 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,
except that Marine Corps activities
will transfer them when 1 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: 1 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,
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(11) GRADUATION REPORTS; CLASS
STANDING OR ACADEMIC GRADE
ROSTERS: lists or other records showing
grades made on examinations and/or class
standing.

Retention period: 1 year or until in-
formation has been recorded on stu-
dent's official record card or.onother
academic record listed in para.
1500(9) above, except that the Naval
Academy, the Naval War College, and
the Armed Forces Staff College will
retain these records.

(12) TRAINING PROGRAM REPORTS
(relating to regulars and reserves) that are
not specifically covered by other authoriza-
tions in this chapter; related papers. In-
clude training program reports (such as
Navy and Marine Air Program Summary
Reports):

(a) Summary or composite re-
orts prepared at the Navy Department level,
or by district and river commands, or by
the Chief of Naval Air Reserve Training, or
by other major training commands (1 copy
of each).
Retention period: permanent.

i (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: 1 year.

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

Retention period: 1 year, or until
data becomes obsolete as a result of
summarization or other utilization
for statistical or other training
purposes.

(15) FLIGHT TRAINING REPORTS
submitted to the Chief of Naval Air Training:
reports con-

(a) Flight trainin
taining data such as student input, attrition,
co etion, instructor and aircraft avail-
a.b%i 5 a.nj flight hour data; Naval Air Re-
serve and Marfﬂe Alr Reserve Program
summary reports containing data relating to
personnel categories, aircraft hours flown,
aircraft in custody, and utilization of

training facilites.
Retention period: 2 years.
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(b) Summary flight 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 1 copy of each with general corre-
spondence files to the Federal 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

(1) 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(1). )

Retention period: 2 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 correspondence files
relating to examining for advancement in
rating, for applications for commissgions,
or for educational courses.

Retention period: 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) Reports of administration of

recruit training examinations.
Retention period: 6 months,
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(c) Physical fitness, strength,

and swimming test records. See para.

(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.

1520 OFFICER TRAINING RECORDS

(1) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES RELATING TO OFFI-

CER TRAINING. See paras. 1500(1) and (2).

(2) ARMED FORCES STAFF COL-
LEGE RECORDS:

(a) Records reflecting the or-
Banizational 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

ertaining to the primary mission and over-
all management of the College. Include I

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 Staff, 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, Va. when 2 years old. )

(c) Records of Armed Forces
Staff College students past services and
duty assignments prior to reporting to the
College.
Retention period: until graduation of
student.

(d) Theses of Armed Forces
Staff College students.
Retention period: until obsolete and
no longer needed, except retain se-
lected theses.

(e) . Other Armed Forces Staff
Colk&recordl. ply pertinent subject-
matter instructions throughout this manual.

(3) NAVAL WAR COLLEGE
RECORDS:
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(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(9).

(c) Department logs, and grad-
uate disenrollment logs.
Retention period: permanent.

(d) Naval War College lectures.

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

10 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: 1 copy of each—
permanent; all other copies—until no
longer needed.

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

1531 NAVAL ACADEMY RECORDS

(1) 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: 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: 2 years for records

relating 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) REQUESTS FOR EXAMINATION
TO ENTER MILITARY ACADEMY PRE-
PARATORY SCHOOL. See para. 1410(2).

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

Retention period: 1 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

(1) 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-12 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(2)
below).

Retention period: 2 years.

(2) 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

Personnel Records Center, 9700 Page

Boulevard, St. Louis, Mo., when 2

years old. )
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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 disenrollment or failure to
complete courses,
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 or
disenrollment. Upon transfer of indi-
vidual from one ROTC unit to another,
a copy of the student's 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 student's
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
college courses for ROTC courses; trans-
fer approvals between ROTC units; unau-
thorized absence reports); disenrollment
records; commissioning records; other

similar 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 training.)
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-
mitted by units to accounts disbursing
offices.

Retention period: 6 months, or until

subsistence checks have been re-

ceived, as appropriate.

1540 FUNCTIONAL TRAINING RECORDS

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

Change 1
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correspondence files (other than operating
and administrative records covered in para.
1500(2)).
Retention period: permanent, as pro-
vided in para. 1500(1)(b).

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

1541 FLEET TRAINING RECORDS

(1) FLEET TRAINING RECORDS, in-
cluding those of fleet training centers. Apply
authorizations for similar records contained
inthis and other chapters of this manual.

See para, 1500 for general corre spondence,

1550 INSTRUCTION COURSES AND TRAIN-
ING MATERIAL RECORDS

(1) 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

(1) TRAINING FILM:
(a) Originators master negative

Retention period: permanent. (Trans-
fer to Naval Photographic Center,

Washington D. C. See para. 3150,)

film.

(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 1
27 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.
1552 TRAINING PUBLICATIONS RECORDS
(1) ALL NAVY TRAINING PUBLICA-
TIONS, including manuals:

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

Retention period: permanent. (For-
ward 1 copy of each to Navy Branch,
Federal Military Personnel Records
Center, 9700 Page Boulevard, St.
Louis, Mo., when no longer needed
for frequent local reference.

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

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

(3) NAVY TRAINING PUBLICATIONS
CENTER RECORDS:

(a) General correspondence files
of the Officer-in-Charge, Navy Training
Publications Center. Apply paras. 1500(1)
(e) and (2).

(b) Planning Files: 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: 10 years. (Trans-
fer to nearest Federal Records Cen-
ter when 5 years old. )

(c) Continuous Bilge or Review
Files: background information 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 reference
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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 Illustrations

Files: original illustrations, drawings,
photographs, negatives and glossy prints,
clippings, and related materials used as
illustrations in texts and manuals; related
locator cards.

Retention period: until obsolete or

superseded, as appropriate.

(e) Illustration Correspondence
Files: correspondence and related papers
pertaining 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 relating to its
publication functions. See paras. 5600-5699.

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-10269-PD and 10439-PD).

Retention period: 2 years, except 3

years for Marine Corps activities.

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

Retention period: until superseded or &

cancelled, or until no longer needed.

1570 INACTIVE-DUTY TRAINING REC-
ORDS (See also paras. 1001 and 1500.)

(1) INSTRUCTORS CLASS PROGRAM
CHARTS (such as NAVPERS-1315) used to
record naval reserve training progress for
all pay and non-pay drilling units (other
than naval air reserve units).

Retention period: until end of fiscal

year in which the instructional cycle

is completed, or until each trainee
listed thereon has been advanced or
transferred from the activity, which-
ever is later.

Change 1
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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

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

Retention period: until completion of

training or processing of request.

(2) UNENDORSED ACTIVE DUTY
FOR TRAINING ORDERS for officer and
enlisted personnel. (Exclude endorsed
copies of such orders required to be filed
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 para. 1640(1)).
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
NAVMC-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-

CORPS reports of incidents and mis-

cellaneous offenses.

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

Retention period: 1 year, except 6

months for Marine Corps brigs.

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

Retention period: 1 year after last

entry or 1 year after release of

pPrisoner, except that Marine Corps
brigs 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:

lease of prisoner.

1 year after re-

(10) PRISONER DATA CARDS: data
cards or other similar records of persons
confined to brigs or other places of confine-
ment.

Retention period: Navy activities 2
years; Marine Corps activities 2
years after prisoner's release for
brig officer's cards and until prisoner
has been released and appropriate
data has been entered in the unit diary.

(11) 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: 1 year from date of
detachment of individual, provided no
action is pending by either the Depart-
ment of State or the Marine Corps,
for Special Foreign Duty Marines; 2

years after release for brig prisoners.

(13) MINCR OFFENSE RECORDS:
records, including card records, showing
Punishments awarded and records of accom-
Plishment thereof for minor offenses.

Retention period: until completion of
punishment.
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(14) REPORTS OF INFRACTIONS of
Base regulations by shipboard personnel:
reports made to the Base or to ships.
(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: 1 year.

(15) PRISONER WORKING PARTY
RECORDS: internal working papers only.
Retention period: 1 month. »

1630 SHORE PATROL AND MILITARY
POLICE RECORDS

(1) GENERAL CORRESPONDENCE “
FILES relating to the administration of
shore 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:
last entry.

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

Retention period:

«

1 year from date of

1 year,

(5) PROPERTY RECEIPTS and X
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.

(1) GENERAL CORRESPONDENCE
FILES relating to the general operation and
administration of naval retraining commands
and of naval rehabilitation and retraining
pPrograms in connection therewith, including
industries.- Include activities &ducational
and retraining reports, correspondence, al-
lotment data, and requests for materials or
services.

Retention period: 3 years.
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(2) CONFINEMENT RECORDS CASE
FILES FOR COURTS-MARTIAL PRISON-
ERS. Include all 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), special medical or
psychiatric reports, records relating 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. 1 year

after prisoner's release.)

(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 Navy
Branch, Federal Military Personnel Records
Center, St. Louis, Mo.

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

Retention period: 2 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

(1) 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 Federal Records Center, Alex-
andria, Va. 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, Va. when file becomes in-
active. )
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(c) File of recommendations made

to the Board in regard to extraordinaryhero-

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 officer
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.
tain on board.)

(Re-

(f) Copies of citations and letters
of transmittal {exclusive of Board's official
records and copies to be filed in official
personnel folders).

Retention period: 2 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
individuals official service jackets).

Retention period: 5 years.

(3) RECORDS OF CITATIONS,
AWARDS, OR COMMENDATIONS awarded
by bureaus, offices, activities, or others
under authority delegated 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: permanent.

1700 MORALE AND PERSONAL AFFAIRS
RECORDS — GENERAL

(1) ACTIVITIES GENERAL CORRE-
SPONDENCE FILES RELATING TC THE
OPERATION AND ADMINISTRATION OF
MORALE AND PERSONAL AFFAIRS MAT-
TERS, including recreation and social af-
fairs, informational seryices, personal
benefits (including correspondence relating
to National Life Insurance and voting rights),
dependents aid, civil readjustment and :

Change 1
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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: 1 year.

(3) ALPHABETICAL (NAME) FILES
consisting of correspondence (with individ-
uals, dependents, and other interested
parties) relating to individual personal af-
fairs matters. (Exclude correspondence
required to be filed in official Service Rec-
ord folders. ) .

Retention period: 1 year, except re-

tain routine inquiries and requests

for information only for 6 months.

(4) FINANCIAL AND OTHER REC-
ORDS RELATING TO THE 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 material.

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: 1 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 para. 4200.)

Retention period: 1 year, except

naval di -tr.{ct and river comman

headquarters will retain for 2 years.

Change 1
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1720 INFORMATIONAL SERVICE REC-
ORDS. See paras. 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 related welfare duties
(other than departmental program records
covered in para. 1000(1)).

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) Quarterly statistical reports.
Retention period: | year after last
entry.

(c) Annual activities reports.
Retention period: | year, except 4
years for files of district and rfver
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 para. 7010.)
Retention period: charters, by-laws or
constitutions, and other establishin
documents, 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
Commandant of the Marine Corps (DS).
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(2) 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, except 4

years for Marine Corps activities 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 provisions
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: 1 year.

1750 DEPENDENTS AID RECORDS

(1) Identification cards and passes,
and applications for cards or passes. Apply
para. 5512,

1755 DEPENDENTS SCHOOL RECORDS

(1) 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-

fTecting the establishment and dis-

establishment of school and significant
school policies--permanent (transfer
to Federal Records Center, 111 Win-
nebago Street, St. Louis, Mo. upon
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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-

er to Federal Records Center, 111

Winnebago Street, St. Louis, 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, 111

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: 1 year.

Change 1
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1770 CASUALTIES AND SURVIVORS BENE-
FITS RECORDS

(1) 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

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

(a) General correspondence files
relating to the Governor's duties in operat-
ing the vﬁome, and to the Iodging, health,
saiety, welfare and comfort of men legally
admitted to the Home as beneficiaries under

its regulations. Include correspondence
with the Navy Department, other government

Disposal of Navy and Marine Corps Records

1850 DISABILITY RETIREMENT RECORDS

(1) 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

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

Retention period: 2 years.

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

agencies, and individuals. * (a) Activities copies.
Retention period: permanent. (Trans- Retention period: Navy activities--2
fer inactive file to Federal Records years; Marine Corps activities-— 1
Center, Philadelphia, Pa. when 5 year, or until terminal date of Re-
years old.) serve obligation under the Universal
Military Training and Service Act if
(b) Correspondence with or re- obligated for service.
lating to applicants rejected for admission * (b) Bureau of Naval Personnel
M-; ’ and Headquarters Marine Corps: one copy of
Retention period: 5 years. each Order to be filed in individual's Service
5" 32 Record. (Navy copies are forwarded with
(c) Admission books, muster endorsements and other separating papers
rolls of beneficiaries, and conduct record or forms to the Bureau of Naval Personnel,
books (listing infractions of rules by bene- as provided in BUPERS Manual, Article
ficiaries and punishment awarded). C-5407(4); Marine Corps copies are for-
Retention period: permanent. warded as provided in MARCORPS Person-
nel Manual.)
(d) Individual personnel folders Retention period: permanent.
for men in residence or awaiting admission. ;
Retention period: permangent. (Place 2 R (c? Ot—-T-Lher c? 208
— - - etention period: until purpose has
in inactive file upon death or detach- Beeh seread
ment of beneficiary; transfer inactive !
file to Navy Branch, Federal Military (3) PERIODIC REPORTS OF SEPA-
gg‘:ls::::; Rs:c?';i:is(:eﬁ:r. 2’;22 lrgge RATION made to the Navy Department, such
2 1d ; : > : as copies of reports of recruits discharged
e during recruit training and message reports
of early separations of enlisted personnel,
(e) Mount Moriah Cemetery rec- Retention period: 1 year.
ords, including burial records and orders to
open graves.’ (4) WORK OR CHECK-OFF SHEETS,
Retention period: permanent. CARDS, OR OTHER RECORDS USED LO-
CALLY FOR BILLETING, BUNKING, CER-
(f) Plans gtracinss and blue- TIFICATION, OR PROCESSING PUR-
Erints) of ghxsica plants and’layout of the POSES.
me an ount Moria emetery. Retention period: until separation of
Retention period: permanent. individual.
Change 1
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CHAPTER 2

COMMUNICATIONS 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 communication
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

(1) PRIMARY PROGRAM RECORDS.
General correspondence files of the Office
of the Chief of Naval Communications and of
the U.S. Naval Communication Station,
Washington, ClL l.enham, Md.: that portion
of the files, including pertinent studies and
reports,that document the planning and de-
velopment of communication programs,
procedures, methods, and significant ac-
complishments. (Apply para. 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 para. 2000(1) above).

Retention period: 2 years.

(3) TECHNICAL COMMUNICATION

PUBLICATIONS and instructions.
Retention period: until superseded,
cancelled, or no longer needed for
reference, except that originating
activities will retain master set (!
copy of each publication they origi-
nate).

2010 COMMUNICATION REPORTS AND
ANALYSIS RECORDS

(1) REPORTS AND ANALYSES OF
COMMUNICATION SERVICES and related
documentation not specifically covered by

other authorizations in this chapter (other
than summary reports and analyses main-
tained or prepared by the Office of the Chief
of Naval Communications and covered in
para. 2000(1) 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 para. 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-
volved in any claim or compia.int of which
the command has been notified.

Retention period: 2 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
continuing interest.

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

Change 1
27 August 1964



SECNAVINST P5212.5B
Part II. Chapter 2

(d) All other messages.
Retention period: 1 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
(b) visual logs maintained by naval control
of shipping offices covered in para. 2100(4)
below.)

Retention period: 1 month, except

3 months for commercial messages.

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

Retention period: 1 month, provided
files are no longer needed ;or Tocal

reference.

(4) VISUAL LOGS maintained by
naval 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
REGISTERS of incoming and outgoing
nessages. Include radio circuit logs (in-
:luding broadcasts and intercept schedules)
nd signal logs.

Retention period: those of historical

or continu%interest-permanent;‘a_ll_

others--6 monthe or until decommis-
sioning or disestablishment, except
retain radio circuit logs relating to
distress or disaster for 3 years.

(6) FACSIMILE FILES:

(a) Messages.
Retention periog: those of historical
or continuing interest--permanent, all
others -6 months, except retain mes-
sages incident to distress or disaster
for 3 years.

(b) Meteorological maps and
summaries.
Retention period:

copies maintained
by communication of?icea Oor units
oYy —48 Bours7 apply pese 140 for
action cogies maintained by aerologi-
cal activities.

Change 1
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(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 days.

(9) MONITOR TAPES or page copies
of incoming messages (relay stations): mes-
sage tapes used for relay purposes.

Retention period: 24 hours.

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

Retention period: 6 months.

(11) OFFICIAL ACTION COPIES OF
MESSAGES RECEIVED OR SENT: filed in
the action office or in the official file station
serving the action office as part of the ap-
propriate general correspondence (subject)
file, case file, or other records series to
which the message specifically relates.
(These will 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. 2100(1)(b)
and (c) normally will 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

2260 COURIER SERVICE RECORDS

(1) 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
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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: 1 year.

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

2300 COMMUNICATION SERVICES,
METHODS, MATERIAL AND EQUIP-
MENT RECORDS — GENERAL

(1) 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; toll 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 other communica-
tion services. (See para. 7270 for records
relating to collections for services used.)

Retention period: 4 years after period

covered by the account, as provided

in para. 7250.

(4) COMMUNICATION CONTRACTS:
contracts or orders, letters of modifica-
tions to contracts with commercial compa-
nies, and related papers. See para. 4280.

(5) TELECOMMUNICATION ENGI-
NEERING REPORTS: quarterly traffic re-
ports prepared by NTX activities.

Retention period: 2 years.

2302 RADIO AND RADIOTELEPHONE
RECORDS

11-2
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(1) RADIO STATION MESSAGE
FILES. Apply para. 2100.

(2) MONTHLY RADIO MATERIAL
REPORTS: copies of reports submitted to
departmental bureaus and offices.

Retention period: 1 year.

2303 TELETYPE, TELETYPEWRITER
(TELEPRINTER) AND TAPE RELAY
RECORDS. See para. 2100.

2304 RADIOPHOTO, FACSIMILE
RECORDS. See para. 2100.

2305 TELEPHONE AND INTERPHONE
RECORDS

(1) 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 para. 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-1131 and
NAVCOMPT-752 and 2054(3)(c)). (Exclude
disbursing or contracting officer files cov-
ered in paras. 2300(3)-and (4) above and tol-
lection records covered in para. 7270(1).)

Retention period: those used in check-

ing telephone company bills, toll

charges, or lists of authorized calls-—

1 year, provided record has been

checked against telephone bill or ex-

pense voucher; all others--until they
have served their purpose.

(3) TELEPHONE AND TELETYPE
CONTRACTS. See para. 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

(1) MERCAST SCHEDULES.
Retention period: 6 months.

(2) OTHER MERCHANT SHIP COM-
MUNICATION RECORDS. Apply pertinent
subject-matter instructions contained
throughout this chapter.

Change 1
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2400 FREQUENCY RECORDS — GENERAL

(1) FREQUENCY ASSIGNMENT REC-
ORDS: records documenting the assignment,
allocation and correlation of radio frequen-
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
locally. ) :

2500 NAVAL SECURITY GROUP ACTIVI-
TIES RECORDS

(1) 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; specific 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 period: permanent.

(2) DOCUMENTS SUBJECT 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 superfluous or extraneous data.

Retention period: until consolidation

or purpose has been fulfilled.

2600 PUBLICATIONS AND DEVICES

RECORDS — GENERAL

2601 REGISTERED PUBLICATIONS
RECORDS

I1-2-4
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(1) GENERAL CORRESPONDENCE
FILES pertaining to registered publications
transactions, administrative procedures,
defective publications, destruction of publi-
cations, clearances, discrepancies in in-
ventories, audits, and related subjects.

Retention period: 4 years.

(2) REPORTS RELATING TO REGIS-
TERED PUBLICATIONS, including:

Transfer Reports (such as RPS-1)
(receipts and issues)
Destruction Reports (such as
RPS-2)
Inventory reports
Issuing Office's Reports (such as
RPS-18)
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 period: 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-17) for publi-
cations transferred or destroyed.

Retention period: 2 years.

(7) TRANSFER ORDERS (such as
RPS-15) and STOCK REQUESTS (such as
RPS-24); 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-22); Issuing Office's Inventories of
Non-registered Publications (such as RPS-
22); Quarterly Activity Reports (such as
OPNAYV Report 2930-1).

Retention period: 1 year.

(9) RECEIPTS FOR OFFICER MES-
SENGER MAIL and for courier service mail.
Retention period: 1 year.
(10) REGISTERED PUBLICATIONS.

Retention period: issuing office will
retain master copies; return all other

21 June 1961
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copies to supply via the Registered
Publications System.

2602 NONREGISTERED PUBLICATIONS

(1) 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

ublications —until no longer needed,
except if in the opinion of the com-
manding 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

(1) GENERAL CORRESPONDENCE
FILES, REPORTS AND OTHER RELATED
DOCUMENTS PERTAINING TO THE OP-
ERATION AND ADMINISTRATION OF MAIL
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 the U. S.
Postal Service:

(a) Postal Affairs Branch in the
Office of the Chief of Naval Operations.
Retention period: permanent.

(b) Other mail and postal affairs

offices.
Retention period: 2 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 schedules, delivery receipts,
and other similar or related records.

Retention period: 6 months or until

superseded or cancelled, as appro-

priate.

21 June 1961
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(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: 1 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
receipts for outstanding material where re-
ports of destruction or other accounting are
required and other than receipts for regis-
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: 1 year.

(10) PRODUCTION REPORTS OF
MAIL HANDLED and work performed, with
compilations derived therefrom. Include
statistical reports of outgoing mail (air
mail, special delivery, registered, foreign,
and over 4 pounds).

Retention period: 1 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, delay,
wrong delivery or other improper treat-
ment of mail matter; and statements of
readings of metered registers.

Retention period: 1 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.

11-2-6
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Retention period: until separation or
transfer of individual or until purpose
has been served.

(15) APPOINTMENT RECORDS for
unit mail clerks or mail orderlies:

or other local records

(a) Logs
of appointments issued.
Retention period: 2 years.

(b) Appointment Forms (such as
DD-285).
Retention period: until appointment is
withdrawn.

2740 POSTAL OPERATIONS RECORDS

{1) 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-
NAYV Instruction P2700. 14, Subj: U.S.
Navy Postal Instructions.




CHAPTER 3

OPERATIONS AND READINESS RECORDS
30003999

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-
tions.

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.
Retentiion eriod: permanent. (Trans-
fer to Federal Records Center, Alex-
andria, Va. when 4 years old or when
file becomes inactive. )

(b) Records of Operating Force
(Fleet) Commands, including Fleet Marine
Force Commands.
Retention period: permanent, as pro-
vided in para. 3100(1).

(c) Records of Naval District and
River Command Headquarters.

21 June 1961

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. 3000(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 general cor-
respondence (subject) files: correspondence
reports, studies, and other records that
reflect the development and execution of the
command's plans, policies, primary func-
tions, programs, procedures, essential
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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 files, (Exclude files relating to
specific ships or classes of ships; these are
covered in para. 4700(8). )

Retention period: permanent. (Trans-

fer to nearest Federal Records Cen-

ter when 4 years old. )

(b) Divisions general corre-
spondence files: files of departments, di-
visions, and other offices, when program
material is duplicated or essentially sum-
marized 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?t 3
years for files of the Inspector Gen-
eral, and of the Military Personnel,
Aerology, and Ordnance ices, and
¢ 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:

1. That portion of the files
that documents the over.iﬂ 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(1), 5700(1)(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. )

2. Remainigg portion of ac-
tivity's general correspondence liles, in-
cluding reports and papers pertaining to the

Change 1
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internal operation and administration of the

station or facility. Apply para., 3000(6) below

(b) Station journals (as pre-
scribed by Navy Regulations, Article 0792).
Retention period: permanent. (See
para. 5¢50.)

(5) MARINE CORPS FIELD ACTIVI-
TIES FILES: that portion of the files that
document the overaif 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-
.rine, equipment, machines and materials;
and training program materials. (See
paras. 1500(1)(c), 3900, 5215(1), 5400(1),
5700(1), 5750(3) to (5).)
Retention period: permanent. (Trans-
fer to Federal Records Center, Me-
chanicsburg, Pa. when 1 year old, ex-
cept Headquarters FMF, Atlantic and
CORPS Schools, Quantico, 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(1) through (5) above and records of
fleet activities covered in para. 3100(2)):
general correspondence files of activities
and offices relating to the routine internal
operation and administration of the activity
or office.

Retention period: naval activities--2

years; Marine Corps activities--3

years, except 1 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 1 year
or upon disestablishment for Fleet

Marine Force activities located out-

side the continental limits of the

United States.

3010 OPERATING PLANS

(1) OPERATING PLANS (including
combined, joint, Navy and Marine Corps)
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Operations and Readiness Records

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, Alexandria, Va.)

(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 (including
fleet command) activities, and that support
and/or are filed with official primary pro-
gram (general correspondence or other)
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