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FOREWORD

This manual contains guidelines for implementing life-cycle management (creation,
maintenance, use, and disposition) of Department of the Navy (DON) Records and provides
procedures for the DON Records Management Program. Included are disposition schedules for
DON records listed by Standard Subject Identification Code (SSIC). The schedules incorporate
National Archives and Records Administration (NARA) records disposition policies and
guidelines and have been approved by the Archivist of the United States as required by Title 36
Code of Federal Regulations (CFR) Chapter XII. Also, program guidelines for the Vital Records
Program have been added to this manual and are found in Appendix (H).

This manual implements the policy set forth in Secretary of the Navy Instruction
(SECNAVINST) 5210.8D, Department of the Navy Records Management Program, 31
December 2005 and is issued under the authority of SECNAVINST 5430.7N, Assignment of
Responsibilities and Authorities in the Office of the Secretary of the Navy, 9 June 2005. This
Manual is intended to serve as the single records disposition authority for all Department of the
Navy Records. SECNAVINST 5212.5D, Navy and Marine Corps records Disposition Manual,
22 April 1998 and SECNAVINST 5210.15A, Vital Records Program, 9 Sep 1986 were
cancelled by separate administrative action.

This Manual is effective immediately; it is mandatory and applicable to the Offices of the
Secretary of the Navy, The Chief of Naval Operations (CNO), the Commandant of the Marine
Corps (CMC), and all Navy and Marine Corps activities, installations, and commands.

Reports. Report Control Symbol SECNAV 5212-1 is assigned to the report on Accidental
destructions of records required by paragraph 6, Part I, and is approved in accordance with DON
reports control procedures.

The statutory definition of Records. Title 44 United States Code (USC) Chapter 33, defines
records as “all books, papers, maps, photographs, machine readable materials or other
documentary materials, regardless of physical form or characteristics, made or received by an
agency of the United States Government under Federal law or in connection with the transaction
of public business and preserved or appropriate for preservation by that agency or its legitimate
successor as evidence of the organization, functions, policies, decisions, procedures, operations,
or other activities of the Government or because of the information value of data in them,
Library and museum material made or acquired or preserved solely for reference or exhibition
purposes, extra copies of documents preserved only for convenience of reference, and stock of
publication and of processed documents are not included.”
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This manual may be accessed through the Department of the Navy, Navy Electronic Directives
System website: http://neds.daps.dla.mil/.

As the Navy and Marine Corps records management community works to implement best
practices, and electronic records management applications, revisions to this manual will be
issued. Comments and recommendations regarding this manual are welcome. For further
assistance or to offer comments and recommendation concerning this manual, contact the offices
delineated below:

Office of the Secretary and Navy USMC

Navy Records Manager Marine Corps Records Manager
CNO/DNS-5 (ARDB)

720 Kennon St. SE Bldg 36, Room 203 2 Navy Annex Room 1212
Washington DC 20374 Washington DC 20380-1775
May be reached at:

Commercial (202) 433-4217 (703) 614-2311

DSN 288-4217 224-2311

D. M. Wennergren
Department of the Navy
Chief Information Officer
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PART I

AUTHORITY AND PROCEDURES FOR RECORDS
DISPOSITION PROGRAM

1. The Director of Records Office (DNS-5) Department of
the Navy, Office of the Chief of Naval Operations. Is
designated as the Navy liaison with the National Archives
and Records Administration regarding naval records
disposition. DNS-5 is designated as the single approval
authority for request for records dispositions to the
National Archives.

2. Statutory and Regulatory Authority. The disposition of

Government records is given legal status by the Records
Disposal Act of 1943, as amended, the Federal Records Act
of 1950, 36 Code of Federal Regulations (CFR) Chapter
XII, and Navy Regulations.

a. The Federal Records Act of 1950, The Federal
Records Act of 1950 provides that, as part of the
responsibility for the establishment of a continuing agency-
wide records program, the Secretary of the Navy should
propose retention and disposal instructions for all major
series of Navy records and, once approved by the Archivist
of the United States, ensure the proper application of these
mandatory instructions.

b. U.S. Navy Regulations 1990, Article 1127. No person,

without proper authority, shall withdraw official records
or correspondence from the files, or destroy them, or
withhold them from those persons authorized to have
access to them.

c. Mistreatment of Government Records. Provisions of
law prescribing the mistreatment of Government records
are most stringent. Title 18, United States Code delineates
a wide range of impermissible conduct, illustrating the
rigorous care required in the handling of such records.

3. Goals of Records Management Program

a. Within the legal framework provided by law and
Navy Regulations, the DON's records management
program has as its principal goals:

(1) creation of records that adequately document the
organization, functions, policies, procedures, decisions and
essential transactions of the DON;

(2) preservation of records having long-term
permanent worth because of their continuing
administrative, legal, scientific, or historical values;

(3) destruction of temporary records as they outlive
their usefulness; and

(4) retirement and transfer of those records no
longer required in the conduct of daily business to more
economical storage.
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(5) Conduct periodic review of stored records to
ensure timely destruction of eligible records.

b. Accomplishment of these goals will reduce
maintenance costs and, at the same time, provide
management with more efficient records to conduct its
daily business. In meeting these goals, the immediate
objectives are:

(1) to decrease the volume of records in high-cost
office spaces by destroying non-record material and
increasing the volume of short-term records transferred to
authorized local storage space and the transfer of long-
term and permanent records to Federal Records Centers
(FRCs);

(2) to reduce the number and volume of long-term or
permanent naval records, but also increase the significance
of those to be preserved; and

(3) to ensure that all records are programmed for
retention or periodic destruction and that every activity
and office properly applies the retention standards
specified in this instruction.

4. Information Security. The DON Information Security
Program Regulation (SECNAVINST 5510.30a & 5510.36)

provides for the destruction of classified matter. This and
other regulations for safeguarding security information
shall be followed at all times in applying the provisions of
this instruction.

5. Provisions for Emergency Destruction of Records.
DON records may be destroyed without regard to the
above statutory and regulatory requirements under two
emergency conditions. These are provided for in the 36
CFR 1228.92.

a. When a State of War Exists or is Threatened. When
the United States is at war with another nation or hostile
actions appears imminent, naval records held outside the
territorial limits of the continental United States may be
authorized for emergency destruction. This authorization
may come from the Secretary of the Navy or the head of
the command having custody of the records. However,
prior to destruction, it must be determined that: retention
of the records would be prejudicial to United States
interests; or the records occupy space urgently needed for
military purposes and are without sufficient value to
warrant continued preservation. Within 6 months after
the disposal of any records under this authorization,
submit a written statement describing the records and
showing when and where disposal occurred to the Office of
the Chief of Naval Operations (CNO) (DNS-5). For
Marine Corps records, submit written statement
describing the records and showing when and where
disposal occurred to the Commandant of the Marine Corps
(ARDB).

b. When Records Menace Property, Health, or Life.

Records such as nitrocellulose base film or tape sometimes
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become a menace to property, health, or life. Under such
circumstances, 36 CFR 1228.92 provides for their
emergency destruction regardless of their retention period.
If any naval record constitutes such a menace, a request
shall be made for its emergency destruction to CNO (DNS-
5) via the administrative chain of command. CNO (DNS-5)
will determine whether or not immediate destruction is
warranted and, when necessary, obtain the concurrence of
the Archivist of the United States. If any Marine Corps
records constitute such a menace, a request shall be made
for its emergency destruction to CMC (ARDB) via the
appropriate chain of command. CMC (ARDB) will
determine whether immediate destruction is warranted
and, when necessary, obtain the concurrence of the
Archivist of the United States.

6. Accidental Destruction of Records. The accidental
destruction of records will be reported to the CNO (DNS-
5). Marine Corps records will be reported to CMC
(ARDB). This report will include:

a. A complete description of the records destroyed,
including dates of records if known.

b. Volume destroyed in cubic feet; if electronic site the
number in electronic volume terms (i.e., KB, MB, GB)

c. The office of origin.

d. A statement of the circumstances surrounding the
destruction.

e. A statement of the safeguards and planned
procedures to be instituted to prevent further instances of
loss of documentation.

7. Provisions for Transferring Records to Other Custody.
Naval/Marine Corps records may be moved and assigned
to other custody within the Naval/Marine Corps
establishment, to Federal Records Centers (FRCs), to the
National Archives and Records Administration (NARA),
or to other government agencies. When moving the
records involves a change in custody, the move is referred
to as a records transfer. Changes in location within the
activity, usually by removal to local storage areas, are
referred to as records retirement. The subparagraph
immediately following prescribes policies and procedures
for transfer involving changes in custody of records.

a. Transfer to Federal Records Centers. FRCs store
records in cardboard cartons on steel shelving in,
warehouse-type space. (See appendix A for proper
transfer procedures.)

(1) Activities are authorized to transfer records to
FRCs without departmental approval when:

(a) Records are specifically designated in this
instruction for periodic transfer;

(b) Records are designated in this instruction for
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permanent retention.

(2) Activities should not transfer records to FRCs
when:

(a) The quantity of a particular record series is less
than 1 cubic foot (retain small accumulations on board
until the retention period expires or until quantity
accumulated is sufficient to justify transfer); or

(b) Cost of transfer and storage at FRC outweighs
cost of local storage or department network storage.

(3) Except when categories of Naval/Marine Corps
records are designated specifically in parts III, IV and V of
this manual for transfer to a single FRC for convenience of
administration and reference, activities shall transfer
eligible records to the appropriate FRC servicing the area.

Records should be transferred earlier than scheduled only
if prior approval is obtained from the FRC, local storage
or network space is not available and reference
requirements are such that transfer will not hinder the
activity's operations.

b. Transfer to NARA. NARA accessions records that
have sufficient research, legal, scientific, historical, or
other values to warrant their permanent preservation by
the Government. Records that the DON has appraised as
having these values are listed in parts I1I, IV and V of this
instruction as "permanent" records. Records transferred
to NARA may be referenced or withdrawn per procedures
outlined in paragraph 7.

¢. Transfer to Other Government Agencies or to Non-
Federal Institutions. When the public interest will be
served, records authorized for disposal may be offered to
an eligible person, organization, institution, corporation, or
government (including a foreign government) that has
made application for them. Records will not be
transferred without prior written approval of NARA.
Request such approval via CNO (DNS-5), or CMC (ARDB)
for Marine Corps records, and include the following:

(1) Name of the command having custody of the
records;

(2) Name and address of the proposed recipient of the
records;

(3) A list containing:

(a) Records series description, including Standard
Subject Identification Codes (SSICs);

(b) Inclusive dates of each series;

(¢) The authorized disposal citation (i.e.,
SECNAYV Manual 5210.1, SSIC 6010.1d); and

(d) Accession number

(4) A statement providing evidence:
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(a) That the proposed transfer is in the best
interests of the Government;

(b) That the proposed recipient agrees not to sell
the records; and

(¢) That the transfer will be made without cost to
the U.S. Government.

(5) A certification that:

(a) The records contain no information the
disclosure of which is prohibited by law or contrary to the
public interest; and/or

(b) The records proposed for transfer to a person
or commercial business are directly pertinent to the
custody or operations of properties acquired from the
Government; and/or

(¢) The foreign government desiring the records
has official interest in them.

d. Transfers Within the Department of Defense (DOD).
Transfers of records within DOD usually involve the
transfer of functions. In such instances, the transfer of
records is needed to assure the continuity of functions.
Negotiate such transfers between the activities and offices
concerned. Prior approval is not required, but a copy of
the agreement or report accomplishing the transfer shall
be submitted to CNO (DNS-5)or the CMC (ARDB) for
Marine Corps activities.

e. Transfers Within the Department of the Navy
(DON). Transfers within DON are negotiated between the
organizational components concerned. Approval for such
transfers is not required but notify CNO (DNS-5), or the
CMC (ARDB) for Marine Corps activities, of the
organizational components and records involved in the
transfer.

f. Transfer of Records of I issioned Shi 1
Disestablished St | Aviation Squad

(1) Host commands of disestablished tenant shore

(a) Publish guidance to be followed by
disestablished tenant shore activities.

(b) Provide local storage areas or network space
for records with a retention period of less than 1 year.
Maintain a record of storage box location (i.e., box list,
floor plan, etc.) which permits easy access to stored records
for reference and allows systematic disposal of records at
the end of the 1-year retention period.

(¢) Conduct periodic review of stored records to
ensure timely destruction of eligible records.
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(@) Disestablished st

(a) Follow guidance of host command in
preparing and transferring records.

(b) Transfer records with less than 1-year
retention period to the host command following their
guidance. Mark both ends of all records storage boxes
with the disposal month and year. Provide a detailed list of
the material to the host command and to the immediate
superior in command (ISIC).

(¢) Transfer records with more than 1-year
retention period to the appropriate FRC following transfer
procedures outlined in appendix A of this instruction.
Provide copies of Standard Forms (SF) 135s with a detailed
list of records transferred, to the host command ISIC, and
DNS-5, CMC (ARDR) for Marine Corps Activities.

(3) Decommissioned ships. Transfer records
following Part IV of this instruction. Provide copies of SF
135s with a detailed list of records transferred, to the host
command, ISIC, and DNS-5. Type commanders of
decommissioned ships will maintain the record copy of the
SF 135s.

8. Procedures for Transferring Records to Federal
Records Centers. When transferring Naval/Marine Corps
records to FRCs, the detailed procedures contained in
appendix A must be followed. Problems arise when these
procedures are not followed. No DON command or
activity is exempt. If correct transfer procedures are not
followed or proper records transfer documents not
provided, the entire records shipment will be returned to
the transferring command or the ISIC for correction.

9. Destruction of Records in the Custody of FRCs. FRCs

automatically destroy temporary records in their physical
custody upon expiration of their retention periods. At least
90 days prior to destruction, the transferring activity is
sent a NA Form 13001 "Notice of Intent to Destroy
Records". If destruction is approved, no further action is
required. Records will be destroyed automatically if the
FRC does not receive DON's response within 90 calendar
days. However, if audit, legal or other pertinent issues
dictate longer retention, activities should act quickly to
request an exemption from NARA via CNO (DNS-5), or
CMC (ARDB) for Marine Corps activities. This request
should state the specific circumstance requiring longer
retention and an estimated destruction date. See appendix
E for the handling of this and other notices from FRCs.

10. Access and Reference to Records Transferred. NARA
and FRCs provide prompt reference service on or access to
records in their custody under the conditions outlined in
subparagraphs a and b below.

a. NARA The Archivist of the United States is
authorized to grant access to or release information from
the permanent Navy and Marine Corps unclassified
records in NARA's legal custody per the Freedom of
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Information Act.

b. ERCs FRCs will furnish information or documents
only by authority of the record group manager. Requests
for access or information from other than authorized
personnel will not be honored. If the activity has been
disestablished, obtain approval from the cognizant records
manager if record group manager is unavailable contact
DNS-S.

c. Reference Services Provided. The NARA and the
FRCs normally provide:

(1) Information over the telephone (in emergencies
only);

(2) Authenticated copies of documents (for a fee);
(3) Original documents on a loan basis; and

(4) Information extracted from the records (provided
prior arrangements are made and personnel are available).

d. How to Obtain Reference Service from NARA or
ERCs. Requests for FRC reference services shall be made
in writing on Optional Form (OF) 11 directly to the
Records Center by the requesting activity. Centers also
will grant authorized personnel access to review the
records at the centers (see appendix B). Requests for
reference service from the NARA shall be made only
through command records managers.

e. Withdrawal of Records from the NARA or FRCs.
Records transferred to the custody of the FRCs may be
withdrawn for reference on a 30-day loan basis as outlined
in subparagraphs c and d.

f. Return of I.oaned Records to the FRCs. Check the
procedures in appendix B, paragraph 5 for returning
loaned records.

11. Cutting Off Records/Files. To cut or break files,

terminate a record series on a given date or after a
specified event or action. Files should be cut off or broken
periodically in order to facilitate disposal actions and
reference to current records.

a. Establishing Cut Off Periods. Establish specific cut
off periods for each record series accumulated. This allows
disposal or transfer to occur in uniform chronological
blocks.

(1) Terminate correspondence files and most other
general files, as well as numerical files or documents,
annually at the end of the calendar year. Break fiscal and
accounting records annually at the end of the fiscal year.

(2) Terminate case files when action has been
completed or upon the occurrence of a particular event or
action. For example, certain contract files are removed
from the current file and placed in the completed file when
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all shipments have arrived or final payment under the
contract has been made. Some personnel records are
removed from the current file on the occurrence of a
particular event, e.g., when an individual is separated.

(3) If files are eligible for destruction when less than 1
year old, they should be cut off at shorter intervals. For
example, cut off files eligible for destruction when 6
months old at the end of 6 months; those eligible for
destruction when 3 months old at the end of 3 months.
Consider continuity, use, and volume, as well as the
retention period, as factors. A good general rule to follow
is to set cut off periods according to the volume and
retention period.

b. Retiring Cut Off Files. Move cut off or terminated

files to lower file drawers or to other less convenient office
spaces.

c. Restrictions on transferred records

(1) Freedom of Information Act (FOIA). Restrictions
may be necessary or desirable on the use or examination of
specific records. These restrictions must be justified and
the statute or FOIA exemption (5 U.S.C. 552(b)) must be
cited that authorizes placing restrictions on the use or
examination of records being considered for transfer. If
NARA agrees, restrictions will be placed on the records.

(2) Records less than 30 years old. Unless required
by law, NARA will not remove or relax restrictions placed
upon records less than 30 years old without the
concurrence in writing of CNO (DNS-5), or CMC (ARDB)
for Marine Corps activities.

(3) Records 30 or more years old. After records have
been in existence for 30 years or more, statutory or other
restrictions shall expire unless NARA determines, after
consulting with CNO (DNS-5), or CMC (ARDB) for
Marine Corps activities, that the restrictions shall remain
in force for a longer period. NARA has identified specific
categories of records, including classified information and
information that would invade the privacy of an individual,
which may require extended protection beyond 30 years.

(4) Privacy Act (PA). For records constituting
systems of records subject to the Privacy Act of 1974 (5
U.S.C. 552a), CNO (DNS-5), or CMC (ARDB) for Marine
Corps activities, shall attach the most recent Navy Privacy
Act system notice covering the records to the SF 258.

12. Retiring Records to Local Storage Areas. Most
Naval/Marine Corps records are short-term temporary
records eligible for destruction in less than 2 years, and the
bulk of these have retention periods of 1 year or less. These
short-term records (retention periods of less than 1 year)
should be cut off at regular intervals, retired locally, and
destroyed by the accumulating activity as soon as their
retention periods have expired. Generally, it is not
economical to transfer them to FRCs.
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a. Establishing Local Storage Areas. Some activities

have found it advisable and economical to establish local
records storage facilities for short-term temporary records.
See appendix F for Navy records centers standards.
Establishment of such local facilities is permissible under
the following conditions:

(1) The records storage area is less than 5,000 square
feet and records being held are less than 1 year old. When
the parameters are exceeded, the holding area is
considered a Navy records center and the standards of
appendix F must be applied.

(2) The records storage area is unattended.
Necessary references to the records are provided by the file
unit or other organization retiring the records. If
additional personnel resources are required to maintain a
records holding area, FRCs can provide more economical
storage.

(3) Records are stored without the use of specialized
storage equipment. If specialized storage equipment is
required, the FRCs can provide more economical storage.

(4) Unused storage-type space is locally available, e.g.,
in basements, vacated warehouses, or other unoccupied
space that is not suitable for normal office use. Usable
office space should not be used.

b. Records Eligible for L.ocal Retirement. The following

records may be retired to local storage areas:

(1) Short-term records eligible for destruction in less
than 1 year; and

(2) Long-term records that must be retained close at
hand until frequency of reference to the records will
permit their transfer to an FRC.

Establish specific retirement periods for records eligible
for local storage, taking into consideration the volume, use,
and frequency of reference to the records.

13. Temporary Records Interfiled With Other Records.
Dispose of records series as a ""block" wherever possible.
Documents that must be maintained for substantially
longer or shorter periods of time than other portions of the
file should be physically separated and filed as individual
records series. While physical separation of these records
is preferable, some file series--such as general
correspondence files--may contain material having
different retention values. When the file volume is small
and the difference between retention periods is not
substantial, the entire file may be retained as a ""block"
and disposed of upon expiration of the longest retention
period applicable. But when the differences are
substantial, identify each file category and mark
appropriately for disposal as a separate records series.
Moreover, identify and clearly mark any temporary
records interfiled with permanent records. Any temporary

records interfiled with permanent records must be
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removed before storage in an FRC.
14. Personal Papers.

a. “Personal Paper” are documentary materials, or any
reasonably segregable portion thereof, in any media
including hard copy or electronic, of a private or nonpublic
character that do not relate to, or have an effect upon, the
conduct of agency business. “Personal papers” can include
e-mail as well as other electronic formats. “Personal
papers” are excluded from the definition of Federal
records and are not owned by the Government: Examples
of personal documents include:

(1) Materials accumulated by an official before
joining Government service that are not used subsequently
in the transaction of Government business;

(2) Materials relating solely to an individual's
private affairs, such as outside business pursuits,
professional affiliations, or private political associations
that do not relate to agency business; and

(3) Diaries, journals, personal correspondence or
other personal notes that are not prepared or used for, or
circulated or communicated in the course of, transacting
Government business.

b. “Personal papers” shall be clearly designated as
such and shall at all times be maintained separately from
the office's records.

c. If information about private matters and agency
business appears in the same document, the document shall
be copied at the time or receipt, with the personal
information deleted, and treated as a Federal record.

d. Materials labeled "personal," "confidential," or
"private," or similarly designated, and used in the
transaction of public business, are Federal records subject
to the provisions of pertinent laws and regulations. The
use of a label such as "personal" is not sufficient to
determine the status of documentary materials in a Federal
office.

e. "Personal papers" category does not apply to
calendars, appointment books, schedules, logs, diaries, and
other records documenting meetings, appointments,
telephone calls, trips, visits, and other activities of Federal
employees while serving in an official capacity, if they are

1 1 irculated . Lin tl
[ ine G business.

15. P . f Facsimile T . Federal
Records

Facsimile transmissions have the same potential to be
Federal records as any other documentary materials
received in Federal offices. They are Federal records when
(1) they are received in connection with agency business
and (2) they are appropriate for preservation as evidence
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of agency organization and activities or because of the
value of the information they contain. Facsimiles that are
Federal records should be filed in accordance with the
guidelines set forth in this manual.

a. All thermal paper facsimiles that are Federal records
should be copied on plain paper at the time of receipt.

(1) This guidance does not apply to advance copies of
materials on which no documented administrative action is
taken. Such advance copies are non-record materials and
may be destroyed immediately upon receipt of the original
document.

(2) This guidance does apply to advance copies if the
receiving office intends to circulate the advance copy for
official purposes such as approval, comment, action,
recommendation, or follow-up. In such instances, the
advance copy is a Federal record and should be treated
accordingly.

b. Plain paper copies of facsimiles that are Federal
records should be filed in accordance with the guidelines
set forth in this instruction.

c¢. Commands that anticipate receiving large volumes of
facsimile transmissions that are Federal records should
consider purchasing a facsimile machine that produces
plain paper copies by a xerographic process.

d. Facsimile message leaders, such as cover sheets,
headers, and boxed notes, should advise the recipient to
replace thermal paper facsimiles that are records with a
plain paper copy. A recommended advisory is:

I ! Thei luced is highl bl i
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e. The guidance in this instruction should be
incorporated into appropriate command directives and
distributed to all offices that receive facsimile
transmissions.

16. Data Created or Received and Maintained for the
Government by Contractors

a. Contractors performing Congressionally-mandated
program functions are likely to create or receive data
necessary to provide adequate and proper documentation
of these programs and to manage them effectively.
Commands shall specify the delivery to the Government of
all data needed for the adequate and proper
documentation of contractor-operated programs per
recordkeeping requirements of this instruction and with
requirements of the Federal Acquisition Regulation (FAR)
and the Defense Federal Acquisition Regulation
Supplement (DFARS).

b. When contracts involve the creation of data for the
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Government's use, in addition to specifying a final product,
command officials may need to specify the delivery of
background data that may have reuse value to the
Government. Before specifying the background data that
contractors must deliver to the agency, program and
contracting officials shall consult with appropriate
Government officials to ensure that all command and
Government needs are met, especially when the data
deliverables support a new command mission or a new
Government program.

c. Deferred ordering and delivery-of-data clauses and
rights-in-data clauses shall be included in contracts
whenever necessary to ensure adequate and proper
documentation or because the data have reuse value to the
Government.

d. When data deliverables include electronic records,
the command shall require the contractor to deliver
sufficient technical documentation to permit the command
or other Government agencies to use the data.

e. All data created for Government use and delivered
to, or falling under the legal control of the Government are
Federal records and shall be managed per records
management legislation as codified at 44 U.S.C. chapters
21, 29, 31 and 33, the FOIA (5 U.S.C. 552), and the PA (5§
U.S.C. 552a), and shall be scheduled for disposition per this
instruction.

17. Electronic Records. Department of the Navy
electronic records, which include e-mail, and other
electronic record formats shall be managed IAW DOD
5015.2-STD.

a. Definition. Any information created, received,
transmitted, maintained, or managed as an organization
record that can be read by using a computer or any other
electronic device, that satisfies the definition of a Federal
record, shall be considered an electronic record. This
includes, but is not limited to, records stored in digital or
analog form, regardless of medium Simply put,. a
“record” consists of information, regardless of medium,
detailing the transaction of business. Electronic documents
are records the same as paper documents. In regards to
disposition, there is no difference between managing
electronic and paper records.

b. Creation. Before a document is created on an
electronic records system that will maintain the official file
copy, each document must be identified sufficiently to
enable authorized personnel to retrieve, protect, and
dispose of it.

¢. Naming Files. Naming electronic files resembles
labeling paper file folders. When naming subdirectories or
! folders,' use the SSIC number and any logical
combination of alphanumeric characters permitted by the
operating system and descriptive of the series. For
example, a subdirectory labeled 5240 would show General
Administration and Management files containing
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correspondence on industrial methods that are destroyed
after S years.

d. Electronic Mail shall be saved via a DOD 5015.2
STD certified application. Additional filing guidance can
be found at C2.2.4 within the DOD standard. The
following standards for management of e- mail records
must be met:

(1) Transmission and receipt data must be
preserved for each electronic mail record in order for the
context of the message to be understood.

(2) Electronic mail systems that identify users by
codes or nicknames or identifies sender and addressee(s)
only by the name of a distribution list shall include as part
of the record the true identity of sender and addressee(s)
by employee name(s) or position(s).

(3) When using an electronic mail system that
allows users to request acknowledgements or receipts
showing that a message reached the mailbox or in box of
each addressee, or that an addressee opened the message:

(a) Require acknowledgements or receipts be
used only when the information is important to the mission
as evidence of the transaction of official business.

(b) Preserve acknowledgements and receipts
as part of the record.

(4) Electronic mail systems with the capability to
access external electronic mail systems shall ensure that
records sent or received using this capability are managed
the same as other electronic mail records.

(5) Calendars and task lists provided for use by
users of some electronic mail systems may meet the
definition of a record, and shall be managed accordingly.

(6) Any recordkeeping system (electronic or non-
electronic) that includes the content of electronic mail
messages must:

(a) Provide for the grouping of related
records into classifications according to the nature of the
mission the records serve.

(b) Permit easy and timely retrieval of both
individual records and files or other groupings of related
records.

(c) Retain the records in a usable format for
their required retention period as specified in approved

records schedules.

(d) Be accessible by individuals who have a
mission need for information in the system.

(e) Preserve transmission and receipt data.
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(f) Permit transfer of permanent records to
the National Archives and Records Administration.

e. Electronic Mail Records Storage

(1) Electronic mail messages that have been
determined to be records may be stored only on the
electronic mail system when the electronic mail system
meets the DOD 5015.2-STD C2.2.5.

(2) When electronic mail messages are not stored
on the mail system, users shall receive training on the
procedures for copying or moving records from the mail
system to an approved recordkeeping system.

(3) When a mail record is migrated to another
medium (e.g., paper, microfiche) for storage, related
transmission and receipt data shall be included as part of
the record.

f. Electronic mail records may not be destroyed or
otherwise disposed of except under the authority of an
approved records schedule. This applies to the original
version of the record that is sent or received on the
electronic mail system and any copies that have been
transferred to a recordkeeping system.

(1) When the necessary steps have been taken to
retain an electronic mail message in a recordkeeping
system, the identical version that remains on the user's
screen or in the user's mailbox may have no continuing
value. Disposition of the version on the electronic mail
system is authorized after the record has been properly
preserved and scheduled in a recordkeeping system along
with all appropriate transmission and receipt data.

(2) The disposition of electronic mail records that
have been transferred to an appropriate recordkeeping
system is governed by the approved records schedule(s)
that controls other records in that system. When the
records in that system have not been scheduled, they may
not be destroyed. IAW Assistant Secretary of Defense
memorandum, subj. Electronic Mail Records and
Electronic Mail Retention Policies for the Department of
Defense (DOD), dtd. May 22, 2005. E-mail records that
meet the definition of a record as defined in DOD Directive
5015.2, “DOD Records Management Program,” March 6,
2000, may be converted to a paper copy, then scheduled for
disposition within approved paper-based records
management procedures for e-mail records. There is also
an option to manage e-mail records electronically with
applications that are compliant with DOD 5015.2STD,
“Design Criteria Standard for Electronic Records
Management (ERM) Software Application” June 19, 2002.

Non-record email, when practical, shall be destroyed
within 180 days of creation

(3) When eligible for destruction, the electronic
version of an electronic mail message should be destroyed
in the same manner prescribed as for other electronic
records.
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PART II
APPLYING RECORDS RETENTION STANDARDS

1. Records Retention Standards. Records retention
standards prescribed for naval records are contained in
parts IIL, IV and V of this instruction. The authorities they
contain are applicable to the records they describe and are
accumulated by Navy and Marine Corps activities ashore
and afloat throughout the naval establishment and to
individual USN and USNS ships. Limitations on the use of
individual standards are indicated in the description of the
records. The records retention standards are the basis for
the establishment of activities' records disposal programs.
They prescribe how long records are to be kept, whether
short-term or long-term, and provide authority for:

a. The Preservation of Records Described in Parts II1,
IV and V of this Instruction as Permanent. Identify and
mark these records for preservation and transfer to the
appropriate Federal Records Center (FRC). Eventually
the records will be offered to the National Archives and
Records Administration (NARA).

b. The Periodic D ion of T ily Valuabl

Records. Retention periods for these records are expressed
either in terms of time or the occurrence of a particular
event or action. Temporary records are to be held by the
naval activity or an FRC for the prescribed retention
period and then destroyed.

c. Appraising Records to Determine Retention
Standards. Liaison for appraisal of records to determine
retention standards is CNO (DNS-5) for Navy records and
CMC (ARDB) for Marine Corps records. In appraising
records to determine their current retention standards,
first determine which records have research, legal,
historical, or scientific values that are worthy of
preservation. The remaining records then are temporary
records. Appraise these to determine how long they will be
needed in the conduct of the DON's business before they
can be destroyed. Naval/Marine Corps records appraised
as "permanent" are few in volume, but these records are
vital. They protect Navy and Marine Corps interests and
document significant experiences. While there are some
exceptions, most ""permanent" records are at the
departmental or fleet command level, i.e., departmental
offices, systems commands, flag commands of the
operating forces, and research activities. This is logical
since these activities formulate and prescribe policies and
procedures to be carried out by other organizations.
Included among records designated for permanent
retention are the primary program files of unique-type
activities that may be valuable for historical or research
purposes. Also included are primary program records of
one of several similar activities retained as a sample of the
functions performed. Permanent files are designated in
this instruction under the SSIC subject heading pertaining
to the activity or organization's primary function or
mission.
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d. Local Historical Records. Records briefly
summarizing the history of an activity sometimes may have
continuing value to the local activity, but may not have
permanent value to the DON as a whole. Whether or not
an activity's program file is designated specifically as
permanent in parts III, IV and V of this instruction, these
few historical documents may be appropriate for long term
retention on site by the individual activity provided the
commanding officer approves. Furthermore, if such
records are designated as permanent in parts 111, IV and V
of this instruction and are over 30 years old, they must be
transferred to NARA.

e. Establishing Retention Standards. Standards are

developed based on: (1) recommendations of headquarters
activities that sponsor the SSIC under which the records or
files are identified; and (2) general government-wide
standards pertinent to Naval/Marine Corps records. CNO
(DNS-5) or CMC (ARDB) who then obtain the comments
and/or concurrences of cognizant activities and other
commands concerned may also initiate them. The
concurrence of other government agencies is obtained
where appropriate or required. CNO (DNS-5) submits
proposed retention standards to the Archivist of the United
States for final approval. The Secretary of the Navy in
parts III, IV and V of this instruction then issues the
approved retention standards.

f. How Standards are Coded. Records retention
standards are numbered according to SECNAV Manual
5210 (the Department of the Navy File Maintenance
Procedures and SSIC). They are divided into 13 chapters
and arranged under the same 13 major subject headings
provided by the SSIC Manual. Each chapter is segmented
within 13 major classification series to primary, secondary,
and tertiary levels, as needed. The appropriate retention
authority for records will be found under the same subject
classification number used for filing documents and for
numbering instructions, notices, messages, reports, and
forms. This interlinking of file maintenance and disposal
codes makes it easier to locate and properly apply the
applicable retention standards. All disposal authorities for
military personnel records, for example, are coded under
the 1000-1999 series of the SSIC Manual. Disposal
guidance for these records is found under the 1000-1999
series in chapter 1, part 111, of this instruction. All disposal
guidance for administrative records is found under the
5000 series in chapter 5, part III, of this instruction. For a
more specific example: SECNAVINST 5214.2B is the
directive that requires activities to establish a Reports
Management Program and prepare Reports Analysis Data
Forms (OPNAYV 5214/10) Report Control Symbol (OPNAV
5214-1). The SSIC for "reports management" is 5214.
Any correspondence created in this area would carry the
5214 SSIC. Disposal authority for "Reports Management"
is found in paragraph 5214, chapter 5, part II1, of this
instruction. For easy reference, all SSIC's with disposal
authority are listed in appendix I of this manual.

g. How Records are Described. In most instances,
records are described in general terms. This general
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grouping allows for minor differences in terminology or
for the local character of the records. It also makes
disposal instructions fit most naval activity records.

h. How Standards are Used. Many retention standards
are broad and local file series will not exactly match the
general retention standards specified in parts III, IV and V
of this instruction; i.e., records need not always be identical
to those described in the general retention standards
prescribed in this instruction, but the records must:

(1) be similar in nature;

(2) document the same or essentially the same
information; or

(3) perform the same or similar purpose.

Moreover, the retention periods contained in parts I1I, IV
and V of this instruction will not be exceeded. They should
not be stretched to cover other significant records. While
most standards for naval records are broad, some are
narrower in scope and more specific. Be careful not to
apply the broader standards to several individual records
when separate and more specific standards are prescribed.
Supporting documents and other closely related papers
may be disposed of on the basis of disposal authority
selected for the basic documents when specific disposition
authorities are not provided.

2. Deviations from Retention Standards. If unforeseen
circumstances make it necessary to retain records longer
than prescribed in this instruction, advise CNO (DNS-5),
or CMC (ARDB) for Marine Corps activities, via the
administrative chain of command, giving the reasons and
requesting an extension of the retention period. If it
appears the extension should be applied Navy/Marine
Corps-wide, recommend a change in retention standards
for those particular records. It is unlawful to dispose of
records before expiration of the retention period.

3 E . Standards when Liticati
Investigations, and Exceptions are Pending. Regardless of

the retention standards established by this instruction,
records pertaining to: (a) unsettled claims for or against
the Government; (b) current or pending litigation; (c)
incomplete investigations; or (d) exceptions taken by the
General Accounting Office or internal auditors will not be
destroyed, but retained, until the litigation is settled, the
Segregate and retain records directly pertinent to the
litigation, investigation, or exception until all actions are
completed. The remainder of the file may be disposed of as
scheduled.

4. Establishing New or Revised Standards. All groups of

naval records should be covered by the retention standards
in this instruction; however, any records not covered
cannot be destroyed and must be treated as "unscheduled
records." If a category of records is found for which a
retention standard is not provided, or if a change to a
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present standard is needed, recommend the new or revised
retention standard to CNO (DNS-5), or to CMC (ARDB)
for Marine Corps activities, via the administrative chain of
command. Recommendations should not be submitted for
nonrecord material; this material is disposable at the
discretion of the commanding officer after its nonrecord
status has been determined. (See appendix F, paragraph
69, for definition of non record material.) As a rule,
recommendations for slight reductions in retention
standards, such as from 1 year to 6 months, should not be
made. The benefits do not justify the paperwork.
Retention periods of less than 1 year should be
recommended only for bulky, rapidly accumulating file
series. When recommendations for retention periods of
less than a year are made, they should be fully justified.
Include the file volume, annual growth rate and assurance
that the short period is realistic and actually will be
applied.

a. Submission of Disposal Standards.
Recommendations for new or revised standards should be
submitted on a Standard Form 115 and contain the
following information:

(1) The name of the activity, types of activities or
other organizational units accumulating the records.

(2) A brief description of the records series. This
should include information regarding the use and purpose
of the records, any requiring instructions, and
type of records, i.e., reports, correspondence, charts,
magnetic tapes, computer listings, punched cards, etc.;
SECNAYV Manual M-5212.

(3) A retention paragraph stating how long the
records should be kept. (For example: Destroy when 2
years old.)

(4) A standard transfer period:

(a) When the proposed retention period is more
than 1 year, include an FRC transfer date after the records
have served their reference value.

(b) When the proposed retention period is
permanent, include a transfer date to an FRC and an offer
date when the records can be transferred to NARA legal
custody. Normally NARA accessions permanent records
when 20-25 years old. However, permanent machine-
readable records should be transferred as soon as possible.

(c) When the proposed retention period is 1 year
or less, transfer to an FRC is not necessary. Records
should undergo periodic file breaks and be retired to local,
in-house storage areas.

(5) Justification for proposed retention period. This
is particularly important when the records are
recommended for permanent retention or if it appears
those recommended for early destruction may have
continuing or permanent administrative, legal, research, or
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historical value. Indicate local administrative needs for the
records as well as known requirements of others. List the
uses made of the records, by whom, and how often. Where
relevant, cite any governing statute or regulation (i.e.,
Office of Personnel Management or Occupational Safety
and Health Administration regulation or Comptroller
General decision).

(6) Known duplication, including the location of other
copies and the existence of related records or information
and their use.

(7) A representative sample when establishment of a
new retention period for temporary records is
recommended. Any samples of forms must be filled in.

(8) Volume and inclusive time periods of
nonrecurring, discontinued records.

(9) Annual cubic foot accumulation and accumulation
to date for records recommended for permanent retention.
If machine readable records, give the number of reels.

(10) Description and retention period for each
medium used to create records (i.e., paper, microfilm,
computer tape, etc.).

5. Responsibility for Applying Standards. Each Navy

activity will program its records, regardless of media, for
orderly retention and disposal following the standards and
procedures prescribed in this instruction. Effective
programming requires:

a. Designation of specific or general authority for
administering and applying records disposal standards
within the activity. The overall centralized control of each
activity's disposal program is desirable even though file
maintenance may be decentralized. In a large activity,
however, responsibility may be delegated to specific
organizational units of the activity provided an individual
within that organizational unit is made responsible for file
maintenance and disposal.

b. Determination of the disposal instructions applied to
each record series the activity accumulates, based on the
standards contained in parts III, IV and V of this
instruction and on a local records inventory.

c. Local posting of disposal control instructions by
placing pertinent disposal instructions on file folders, disk
folder, reel canister, file drawers, or cabinets, as
appropriate (see paragraph 6, step 4). Publication of local
schedules or records listings is not required or necessary.

d. An annual inspection and review of local disposal
procedures and of the activity's records to ensure that:

(1) records disposal and retention procedures are

current, adequate, understood, and applied regularly and
effectively; and
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(2) proper retention standards have been applied to
all records accumulated.

6. Applying Standards Initially. The following steps are

recommended for initially establishing disposal programs
or applying this instruction:

a. Step 1. Inventory all records, including machine
readable, accumulated by each organizational unit to be
covered. From this inventory you will be able to prepare a
concise description of each series; determine file
arrangement, use, volume, and location; and match each
record series with the appropriate retention standard in
this instruction.

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

(1) the proper retention standard applicable to each;

(2) material is properly categorized as nonrecord (see
appendix C, item 69) and designated for destruction when
its purpose has been served; and

(3) any records that are not covered by the retention
standards.

Use the index to this instruction for this appraisal process,
but also consider carefully the purpose and function of
each record series and the scope of the disposal authority
contained in this instruction. Give special attention to
general correspondence files; they frequently consist of
more than one record series. Each SSIC in the general
correspondence files should be reviewed to determine any
SSICs that may comprise distinct record series.
Housekeeping and administrative operations records, for
example, should be identified, retired, and destroyed as a
separate series; they should not be treated the same as
more important policy and program files.

c. Step 3. Establish specific cutoff and retirement
periods for each record series. Offers of permanent
records to NARA on a SF 258 will be made via the
administrative chain of command to CNO (DNS-5) and
CMC (ARDB).

d. Step 4. Prepare disposal control guidance for each
record series (based on information gathered in previous
steps) and post on file cabinets, drawers, guides, or folders,
as appropriate. Include the following information in
abbreviated form:

(1) SSIC and title;

(2) specific cutoff dates, and, if applicable, transfer
dates;

(3) retention period or disposal date; and
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(4) paragraph number from parts III, IV and V
containing authority for the retention period being applied.

Accomplishment of this step notifies file personnel and
others 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
containing detailed disposal information for individual
record series.

e. Step 5. Take action immediately to apply disposal
instructions to eligible records.

(1) Destroy records which have expired retention
periods. Consult the local representative of the NARA
volume to be destroyed is sufficient to justify recycling.

(2) Retire inactive records to be destroyed locally to
local storage area. Include short-term temporary records
eligible for destruction in the near future.

(3) Transfer long-term records not eligible for
destruction in the near future to the appropriate FRC if
authorized to do so in parts III, IV and V of this
instruction.

f. Step 6. Appraise any records that are not covered by
authorized disposal instructions. Develop a disposition
schedule and submit it through the administrative chain of
command to CNO (DNS-5), or to the CMC (ARDB) for
Marine Corps activities on an SF 115. Procedures for
submitting proposed changes to record retention standards
are contained in paragraph 4, part II.

g. Step 7. Schedule Disposal Actions. Once you
establish a local records disposal program, plan for future
records disposal on a regular, periodic basis--preferably
annually at the end of the calendar year. Within 1 month
from the file break date, destroy, retain, or transfer all
eligible files (less Fiscal Year files). Records can be eligible
for destruction every day; however, it is not practical to
destroy or transfer records too frequently or in very small
quantities. Maintain fiscal files on a fiscal year basis and
dispose of at the end of the fiscal rather than the calendar
year. They may also be held for an additional 3 months
and disposed of with other eligible records at the end of the
calendar year.

h. Step 8. Keep Local Guidance Current. Determine
retention standards for new files as soon as they are
established. Create new file labels and revise local records
disposal guidance promptly as changes occur.

i. Step 9. Make annual reviews of disposal procedures.
Take follow-up action as necessary.

j- Step 10. 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 as a
check on the effectiveness of the local records disposal
programs. Whenever there is an increase in the volume of
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a records series on board, immediately determine the
reason for the increase. If the increase is due to non-
compliance with disposal instructions, take remedial

action.
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CHAPTER 1
MILITARY PERSONNEL RECORDS
1000-1999

THE RECORDS DESCRIBED IN THIS CHAPTER
PERTAIN TO THE SUPERVISION AND
ADMINISTRATION OF MILITARY PERSONNEL AND
MILITARY PERSONNEL AFFAIRS, INCLUDING THE
RECRUITING, CLASSIFICATION, ASSIGNMENT,
PROMOTION, TRAINING, PERFORMANCE, AND
DISCIPLINE OF PERSONNEL; CHAPLAIN'S
ACTIVITIES; RETIREMENT AND SEPARATION
ACTIVITIES; AND MORALE AND PERSONAL
AFFAIRS FUNCTIONS.

RETENTION PERIODS PRESCRIBED IN THIS
CHAPTER ARE APPLICABLE TO MILITARY
PERSONNEL RECORDS OF NAVY AND MARINE
CORPS ACTIVITIES AND OFFICES THROUGHOUT
THE DEPARTMENT OF THE NAVY (DON).

SSIC 1000-1099
GENERAL MILITARY PERSONNEL RECORDS

SSIC 1000

MARINE CORPS STANDARD OPERATING
PROCEDURES (SOP'S) RECORDS

1. MILITARY PERSONNEL PRIMARY PROGRAM
CORRESPONDENCE RECORDS RELATING TO THE
DEVELOPMENT, IMPLEMENTATION,
INTERPRETATION AND OVERALL
ADMINISTRATION OF NAVY AND MARINE
CORPS-WIDE POLICIES, PROCEDURES AND
PROGRAMS PERTAINING TO MILITARY
PERSONNEL MATTERS. THESE RECORDS ARE
ACCUMULATED ONLY IN OFFICES RESPONSIBLE
FOR THE ESTABLISHMENT AND/OR
ADMINISTRATION OF NAVY AND MARINE
CORPS-WIDE PERSONNEL POLICIES AND
PROGRAMS, SUCH AS: THE OFFICE OF THE
SECRETARY, THE CHIEF OF NAVAL OPERATIONS,
THE COMMANDANT OF THE MARINE CORPS, THE
BUREAU OF NAVAL PERSONNEL, THE NAVY
RECRUITING COMMAND, THE CHIEF OF NAVAL
PERSONNEL, THE CHIEF OF NAVAL EDUCATION
AND TRAINING AND THE NAVAL RESERVE FORCE
(FORMERLY CHIEF OF NAVAL RESERVE).
RECORDS RELATE TO SUCH MATTERS AS:

a N | Marine Corps-wide polici 1
1 ine 1 . f Navy P |

Board LC ils. including the Board for tl

C . f Naval R 1 1 Officer P . 1

Selection Boards.
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b. N | Marine Corps-wide polici 1
i ine the classificafi .

k. Other N | Marine Corps-wide polici
. lures in the mili larea.

Permanent. Cut off annually. Transfer to Washington
National Records Center (WNRC) when 4 years old.
Transfer to National Archives when 30 years old.

2. MILITARY PERSONNEL GENERAL
CORRESPONDENCE. RECORDS ACCUMULATED IN
CONNECTION WITH THE ROUTINE, DAY-TO-DAY,
ADMINISTRATION AND OPERATION OF NAVY AND
MARINE CORPS MILITARY PERSONNEL
PROGRAMS. THESE RECORDS ACCUMULATE
PRIMARILY AT OPERATING PERSONNEL OFFICES
RESPONSIBLE FOR IMPLEMENTING AND
ADMINISTERING POLICIES AND PROGRAMS
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ESTABLISHED BY HIGHER ECHELON OFFICES,
BUT THEY ALSO MAY BE ACCUMULATED BY
HIGHER ECHELON OFFICES RESPONSIBLE FOR
NAVY AND MARINE CORPS-WIDE POLICIES AND
PROGRAMS IN CONNECTION WITH THEIR
ROUTINE, DAY-TO-DAY OPERATIONS (AS
OPPOSED TO THEIR ACTIVITIES COVERED BY
SSIC 1000.1). THESE RECORDS INCLUDE:

a. Correspondence relating to personnel actions
involvi ific individuals ( for fil lati

Destroy according to SSICs for specific general
correspondence files included in this chapter. For
general correspondence not covered by another SSIC,
apply the following: Destroy when 2 years old, or
purpose is served, whichever is earlier.

3. CORRESPONDENCE WITH INDIVIDUALS, THIRD
PARTIES, PRIVATE ASSOCIATIONS OR OTHER
ACTIVITIES OR AGENCIES. Correspondence
concerning military personnel matters (less
correspondence filed in service records or in official
military personnel files) normally filed by subject.

a. Navy Activities.
Destroy when 2 years old.
Destroy when 2 years old.

4. DEPARTMENT OF THE NAVY MILITARY
PERSONNEL BOARDS AND COUNCILS RECORDS.

a. Boards Reports. Record of proceedings of officers
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or non-commissioned officers’ selection boards and reserve
officers disposition boards.

Apply SSIC 1420.2.

b. General Correspondence Files. Files relating to

precepts, administrative regulations, procedures and
standards, reports, correspondence, minutes of meetings,
docket books, and organizational papers dealing with
policies of boards and councils.

Destroy when 2 years old.

e. C 1 ith Individuals, I 1
Parties, Activities, and Organizations. Files concerned
with matters under board's or council's jurisdiction, cases
in process or being considered, or requests for information
relating to general policies and procedures of the board or
council.

Destroy when 2 years old.

d. Transmittals. Forms or other correspondence used
to transmit petitions and cases to other boards, councils,
departmental bureaus and offices, or other agencies having
jurisdiction.

Destroy when 2 years old.

e. Board for Correction of Naval Records (BCNR) and
Marine Corps Performance Evaluation Case Files. Files

consisting of all papers relating to each individual case.

(1) Applications for correction of naval records,
notices of waiver, instruction sheets, copies of board briefs
and recommendations, transcripts of proceedings, and
certified copies of vouchers used in payment of claims and
correspondence with petitioners, naval activities, veterans
organizations, members of Congress, and others relating to
disposition of the case and to all material removed from
petitioner's record after approval.

(a) Original documents.
Cut off when 3 years old or when case is closed,
whichever is later. Transfer to Federal Records
Center (FRC) 3 years after case is closed. Destroy
when 40 years old or when military personnel service
record is destroyed, whichever is earlier.

(b) Copies of documents.
Destroy when no longer needed.
(2) Docket cards of cases processed by the board.
Destroy when no longer needed.
f. Officer Selection Promotion Board Records. Files

consisting of correspondence and other records

accumulated by naval examining boards relating to
recommendations or actions regarding officer promotions,
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suspension of promotions, re-examinations, submission of
additional information, re-determination 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 matter.

Destroy when 4 years old.

g. Board of Review, Disct | Dismissal Official
Case Files.

(1) All papers relating to each individual case,
including review of discharges, applications for review of
discharge and separations from the armed services; copies
of discharge certificates; correspondence with naval ties,
petitioners, veterans organizations, congressmen, and other
interested parties; and other records relating to the
progress and disposition of the case.

Transfer to FRC when case is closed. Destroy 15 years
after case is closed.

(2) Docket cards and en bloc recommendations made
by the Board and approved by Secretary of the Navy
(SECNAVYV) (official original document only).

Destroy when no longer needed.

h. Naval Clemency and Parole Board Records.

(1) Official Board case files composed of briefs and
relevant disciplinary, medical, and sociological histories of
appellant seeking clemency; proceedings and decisions of
the Board; medical-psychological evaluation reports;
civilian background reports; correspondence with naval
activities, members of Congress, and others concerned with
the case. (No indices involved.)

Cut off and transfer to FRC 1 year after discharge of
individual from the naval service. Destroy 25 years
after cut-off.

(2) En bloc recommendations made by the Board and
approved by SECNAYV (official original document only).

Destroy when no longer needed.

i. Individual Service Review Board (ISRB)
Proceedings Records.

(1) Files contain the individual civilian/contractor
personnel's application for discharge, supporting
documentation, copies of correspondence between the
individual and the ISRB and other correspondence leading
to determination of active duty-type discharge for
civilian/contractor personnel under the provisions of
Public Law 95-202. (Exclude documents that must be filed
in the Official Military Personnel Folder.)

Destroy 2 years after determination is made. (NC1-NU-85-
1)
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(2) Civilian/contractor personnel service review cards
are control cards showing determinations of active
duty-type discharges for civilian/contractor personnel
under the provisions of Public Law 95-202. These cards
are maintained at the Bureau of Naval Personnel
(BUPERS), and cover the following groups: (a) Civilian
employees of Pacific Naval Air Bases who actively
participated in the defense of Wake Island during World
War 11, (b) Wake Island defenders from Guam, and (c)
others as determined.

Permanent. Transfer to NARA 30 years after service
credit determination is made.

5. GENERAL CORRESPONDENCE FILES. Reports
and other records relating to military personnel, operation,
and administration of military personnel matters including
classification, assignment and distribution, promotion and
advancement, training and education, morale, welfare, and
personal affairs which are related to shipboard supervision
and administration of military personnel and military
personnel matters.

Destroy when 2 years old.

6. INTERNAL REPORTS AND CONTROLS. Files such
as check-lists, tabulations, reports, local controls, and
similar records.

Destroy when no longer needed.
SSIC 1001
RESERVE POLICIES AND PROGRAMS RECORDS

1. PRIMARY PROGRAM RECORDS OF NAVY
RESERVE HEADQUARTERS. That portion of the
COMNAVRESFOR files that relates to the overall
administration and significant accomplishments of military
reserve personnel programs including planning,
disciplinary, and education training programs.

Permanent. Transfer to FRC, 4900 Hemphill St., Fort
Worth, TX 76115, when 4 years old. Transfer to
NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Records
relating to naval reserve personnel matters.

Apply SSIC 1000.2.

3. PAY AND NON-PAY NAVY RESERVE
ORGANIZATION FILES. Correspondence, reports, and
related papers regarding the local administration and
operation of the unit. Include organization's
correspondence with COMNAVRESFOR and Navy
Reserve Readiness Commands, copies of correspondence
with departmental bureaus and offices, intra-
organizational memoranda; personnel allowances; brigade
schedules; and other similar material.
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Destroy when 2 years old.

4. CORRESPONDENCE WITH INDIVIDUALS. Files
relating to the Navy Reserve.

Destroy when 1 year old.

5. NAVY RESERVE FIELD REPORTING SYSTEM
(RESFIRST) DOCUMENTS. Navy Reserve unit diaries
and Navy Reserve Drill Reporting Form for both officers
and enlisted personnel in pay and non-pay status utilizing a
credit-card reporting system. (Quarterly Naval Reserve
Drill Reports (such as NAVPERS 1259) were canceled by
implementation of the Reserve Unit Personnel and
Performance Report (RUPPERT) in 1957. The RUPPERT
system was operational through 31 January 1978. It was
replaced by RESFIRST which incorporates the use of
optical character recognition (OCR) diary as a reporting
document to report events and occurrences, personnel
actions, and data relative to individuals attached to a
reporting unit of the naval reserve.)

a. OCR Credit Card Drill Chits.

(1) Original paper copy.
Retained by the reservist.

(2) Copy retained by the unit.

Destroy when 90 days old or when no longer needed,
whichever is later.

(3) Copy provided to National Personnel Records
Center (NPRC).

Scan with automatic data processing record built for
submission to the Naval Reserve Drill Pay System at
Defense Finance and Accounting Service (DFAS),
Cleveland, OH. Microfilm using index provided by
DFAS. Destroy after microfilm is verified for
accuracy and completeness to permit retention and
retrieval of this information for 56 years.

b. Microfilmed Conies of All Diari 1 Drill Chi
Retained by NPRC.
Destroy when 56 years old.

e M ic T 1 Micro- L Conies of
RESFIRST Diari L Drill chits Received and P 1
by Navy Reserve Personnel Center.

Forward monthly to DFAS CL. DFAS CL will apply SSIC
7220.1.

6. NAVY RESERVE DATA CARDS.

Transfer to nearest FRC when 5 years old. Destroy when
56 years old.

7. NAVY RESERVE OFFICER AND ENLISTED
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STRENGTH REPORTS.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

8. NAVY RESERVE TRAINING RECORDS.

Apply SSIC 1500.

SSIC 1010
INSPECTIONS RECORDS
1. INSPECTION REPORTS. Files, other correspondence,
and documents concerning routine military personnel
inspections.

Destroy when 2 years old.

2. DORMITORY OR BARRACKS INSPECTION AND
MAINTENANCE REPORTS

Destroy when 6 months old.
3. OTHER INSPECTION AND SURVEY RECORDS.
Files including those relating to administrative inspections
and on-site surveys.
Destroy when 3 years old.
SSIC 1020
UNIFORMS RECORDS

1. UNIFORM CORRESPONDENCE FILES.

a. Primary Program Correspondence, Establishing
Policy.

Apply SSIC 1000.1.
b. General, or All Other Correspondence.

Destroy when 2 years old or purpose is served,
whichever is earlier.

2. HISTORICAL COLLECTIONS. (To be published at a
later date.)

SSIC 1040
RETENTION/CAREER PLANNING RECORDS
1. PRIMARY PROGRAM RECORDS. Files used to
document plans, policies, programs, and procedures
relating to retention/career planning.

Apply SSIC 1000.1.

2. GENERAL CORRESPONDENCE FILES. Files
created by offices and activities concerned with
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retention/career planning that relate to routine internal
operations and administration.

Apply SSIC 1000.2.

3. SUPPORT DOCUMENTATION (USMC). Records in
support of studies of retention trends, retention statistics,
action-dated card files, recommendations, and retention
advertising.

Destroy when 1 year old. (N1-NU-92-3)
SSIC 1050
LEAVE AND LIBERTY RECORDS

1. ORIGINAL LEAVE AUTHORIZATIONS (PART 3).
Filed in member's service record at local activity.
(Disposition instructions for parts 1, 2, 4, and 5 of
NAVCOMPT 3065 are contained in PAYPERSMAN, Part
I, Chapter 3, Section B.)

Destroy when 6 months old.

2. MARINE CORPS REPORTS OF DRILLS AND
ATTENDANCE.

Destroy when 3 years old.

3. REPORTS OF DESERTION. Files such as declaration
message and DD 553 (Absentee Wanted by the Armed
Services). (Exclude copies used for other purposes.)

Destroy when 2 years old or when member is apprehended
or surrenders, whichever is earlier.

4. MARINE CORPS APPELLATE LEAVE AWAITING
PUNITIVE SEPARATION. (N1-NU-96-6)

a. Involuntary Appellate [.eave. Leave for Marines
awaiting the review of a punitive discharge (enlisted) or
dismissal (officers) upon completion of the Convening
Authority's action.

Destroy on site when 2 years old.

b. Voluntary Appellate I .eave. Leave for Marines

awaiting the convening authority's review of the adjudged
court-martial findings and sentence that includes a
punitive discharge (enlisted) or dismissal (officers).

Destroy on site when 2 years old.

c. Punitive Separation. A dismissal, dishonorable

discharge or bad-conduct discharge adjudged as part of a
sentence by a court martial sentence.

Destroy on site when 2 years old.

SSIC 1070
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PERSONNEL RECORDS

1. NAVY OFFICIAL MILTARY OERSONNEL FILE
(OMPF) BY BUPERS. The OMPF records documents the
career of each officer and enlisted member of the military
under the provisions of Public Law 95-202 (32 CFR 47)
from time of entry into service until final separation.
These records are used by the Military Service to manage
the member’s assignment, training, advancement and
separation. After the OMPF record becomes inactive at
the completion of the service member’s obligated service,
they are used for a variety of purposes but primarily to
protect legal and financial rights of veterans, their families
and survivors, and the U.S. Government. (N1-330-04-1)

Note: Protection of Privacy. All OMPF records, whether
in service system or retired to NPRC or other storage
facility are subject to the provisions of the Privacy Act and
Freedom of Information Act. After ownership of all
records is transferred to the National Archives of the
United States, they are subject to the Freedom of
Information Act and the National Archives General
Restrictions (36 CFR 1256.16)

a. Records consist of officer (imaster microfiche,
; 1-6), enlisted ( icrofict !

Transfer to Naval Reserve Personnel Center, New
Orleans, LA 70149 6 months after discharge,
retirement, or death of service member. Naval
Reserve Personnel Center will forward to NPRC
(Military Personnel Records), 9700 Page Boulevard,
St. Louis, MO 63132-5000. Transfer to NARA years
after separation of service member.

b. C ized individual 1 1s of all
ili Lin t} ive N including the Offi

M File, the Enlisted M Fil 1 the Officer |

File. (N1-330-04-1)

PERMANENT: OMPF will be transferred to the
National Archives for permanent retention:

1. 62 years after the date of retirement to the storage
facility of the newest record within the block.
Applicable to pre-registry blocks.

2. 62 years after the date of OMPF record retired to
storage facility. Such ownership transfers to the
National Archives will be accomplished in annual
increments and are applicable to Registry blocks
maintained at NPRC.

3.. 62 years after the completion of service member’s
obligated service. Such ownership transfer will be
accomplished in annual increments and are applicable
to OMPF records in electronic format.
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4. Burned (B-file) or Reconstructed (R-file) registry
OMPF records which have been retired for at least 62
years and which are accessed or reconstructed will be
eligible for transfer of ownership to the National
Archives. The National Archives will periodically
submit SF 258’s to the appropriate Military Service to
affect the ownership transfer.

5. Early Transfer.

a. The National Archives and Military
Services may enter into agreements for
the transfer of ownership of OMPF
record blocks to the National Archives
for permanent retention in less than 62
years when such ownership transfer is
mutually advantageous and agreeable.

b. Selected OMPF records may be
transferred to the National Archives
earlier than specified in the Disposition
provisions above. If such records
concern Persons of Exceptional
Prominence who have been deceased for
at least 10 years and about who there is
public interest. The National Archives
will consult with DoD and the Military
Service as to the appropratness of such
transfers and may periodically submit
to, or solicit from, DoD and the Military
Services SF 258 to effect these transfers.

6. Combined Records for an Individual Service
Member. During archival processing the National
Archives may combine separate OMPF
records/folders/files held at the NPRC, the master
microfiche held at CPR and/or other personnel records
for an individual service member that may be held in
the same or different record blocks, registries, or
collections at either site.

7. Transfer of Electronic OMPF Records. At the time
of legal transfer of ownership, the National Archives
and DOD will determine the medium and format in
which electronic OMPF records will be transferred.
Every effort will be made to transfer records
electronically in accordance with the standard for
permanent electronic records contained in 36 CFR
1228.270 or standards applicable at that time.

8. Official Military Personnel Records Filmed or
Imaged Source Documents. The original electronic,
papers and or microform OMPF documents/records
may be destroyed after verification that information
has been converted to an electronic format. Such
verification may occur as a part of the conversation
processing to electronic format, e.g., during quality
assurance verification.

2. NAVY MILITARY SERVICE RECORDS
MAINTAINED AT THE UNIT TO WHICH THE
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MEMBER IS ATTACHED. Consists of Officer Service
Records (NAVPERS 1070/66 and Enlisted Service Records
(NAVPERS 1070/600).

Process officer and enlisted service records following
NAVMILPERSMAN 5030141 and 5030140.

3. MARINE CORPS (MARCORPS) OFFICIAL
MILITARY PERSONNEL FILE (OMPF). These records
for officers and enlisted personnel are maintained at
Headquarters, Marine Corps (HQMC). Each file contains
pertinent history of the Marine from time of entry into
service until final separation. The OMPF can be paper or
microfiche or a combination of both (mixed mode).

Combine with the Officer Qualification Record;
Service Record Book, as appropriate, and dental and
medical records. Transfer 6 months after separation
as follows: The NPRC will retain these records for 62
years at which time MARCORPS will be afforded the
option of retaining custody of these records.

a. Original Microfiche Record.

NPRC, 111 Winnebago St., St. Louis, MO 63118.

b. Diazo Microfiche C 1 the Mixed Mod
Record.

c.  Onptical Disital I IR s M.
Systems.

NPRC, 9700 Page Blvd., St. Louis, MO 63132.

4. MARINE CORPS OFFICER QUALIFICATION
RECORD (OQR) AND MARINE CORPS ENLISTED
SERVICE RECORD BOOK (SRB). These records are
maintained by command to which the Marine is attached.
They consist of a cumulative and concise summary of basic
events of the officer or enlisted Marine's career from time
of acceptance of appointment or enlistment to time of
separation.

Forward to HQMC when the Marine is separated
from service or as otherwise directed by MARCORPS
instructions. (HQMC will apply SSIC 1070.3.)

5. TEMPORARY (LOCAL) PERSONNEL FILES.

a. Temporary Command Files. Individual files,

alphabetical by name, established in accordance with
NAVMILPERSMAN 5030180 by commanding officers of
selected reserve units and COMNAVRESFOR for
personnel assigned to them.

Destroy when the service member transfers to another
unit, is ordered to active duty, or is detached from the
unit or the cognizance of COMNAVRESFOR.

b. Other Personnel Files. Individual files, alphabetical

by name, maintained on service members by activities to
which they are attached.
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Destroy when personnel are transferred, separated, or
when files are no longer needed, whichever is earlier.

6. RECEIPTS FOR SERVICE, HEALTH, PAY, OR
SIMILAR RECORDS. Consists of receipts, cover letters,
or other forms verifying the transmittal of records
maintained by preparing units.

a. Navy Activifies.

Destroy when 6 months old or upon acknowledgement
of receipt, whichever is earlier.

b. Marine C vifies.
Destroy when 1 year old.

7. PERSONNEL ROSTERS, LISTINGS, CARDS,
INDEXES, AND OTHER SIMILAR RECORDS OF
PERSONNEL ON BOARD MAINTAINED BY
PREPARING UNIT.

Destroy when superseded or obsolete.

8. RECORDS OF ROOM AND MEAL ASSIGNMENTS.
Files include billeting slips or logs or other similar or
related records maintained by preparing units.

Destroy when 6 months old.

9. RATION REPORTS. Files such as commuted rations
reports or lists, requests to receive commuted rations, and
daily ration memoranda maintained by preparing units.

Destroy when 6 months old.

10. SUBSISTENCE AND QUARTERS REPORTS AND
AUTHORIZATIONS. Files maintained by preparing and
authorizing units.

a. Reports.

Destroy when 2 years old.

b. Authorizations.

Destroy 1 year after termination of authorization.

11. LOCAL DAILY PERSONNEL DIARIES OR
REPORTS. Attendance, drill, or muster reports, morning
reports, or similar entries maintained by unit preparing
reports. (Exclude personnel accounting records covered in
SSIC 1080 and MARCORPS drill reports covered in SSIC
1001.)

Destroy when 3 months old.
12. PHYSICAL FITNESS, STRENGTH, AND

SWIMMING RECORDS. Files maintained by preparing
units.
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a. Enlisted Recruits Files.
Destroy when 2 years old.

b. All Other Files.
Destroy when 1 year old.

13. REQUESTS FOR CHANGES IN PAY STATUS. Files
maintained by preparing units.

Destroy when 6 months old.

14. MARINE CORPS CERTIFICATION OR ORDERS
TO OPEN, ADJUST, TRANSFER, OR CLOSE
ACCOUNTS. Files maintained by MARCORPS certifying
office or commanding officers.

Destroy when 1 year old or upon disestablishment of
activity, whichever is earlier.

15. CLOTHING ISSUE RECORDS. Files maintained by
activities to which naval personnel are attached.

a. Reserve Personnel.
Destroy when 2 years old.
b. All Other Personnel.

Destroy when purpose is served or when entered in official
personnel record, whichever is earlier.

16. CLOTHING MEASUREMENT FILES.
Correspondence and other records relating to clothing
measurements used for naval personnel reordering
purposes accumulated only by the Naval Uniform Shop,
Brooklyn, NY.

a. Men's and Women's Uniform Orders.
(1) Records of distinguished personnel.

Permanent. Transfer to WNRC when 10 years old.
Transfer to NARA when 20 years old.

(2) All other records.
Destroy when S years old.
b. Try-on Information.
Destroy when 6 months old.

17. THE INACTIVE MANPOWER AND PERSONNEL
MANAGEMENT INFORMATION SYSTEM (IMAPMIS)
maintains the official automated personnel records for all
Naval Inactive Reservist, Fleet Reservists and Retired
Personnel. The system's role is central to all other Reserve
Component application modules which either pass data to
it or receive data from it. In addition, IMAPMIS provides
Navy input to the DOD Reserve Components Common
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Personnel Data System (RCCPDS), it provides vital input
to the Naval Reserve Drill Pay System (NRDPS) at the
DFAS, and it provides data to various reserve decision-
making support models.

a. Inactive Officer Master File JOMEFE). Carries entire
personnel records for all officers who are Naval Inactive
Reservist, Fleet Reservists and Retired Personnel.

(1) Master File.

Permanent. Transfer a copy to NARA annually. (N1-
NU-93-8)

(2) Systems Documentation.

Permanent. Transfer a copy to NARA with master file
transfer. (N1-NU-93-8)

b. Inactive Enlisted Master File JEMF). Carries

entire personnel records for all enlisted who are Naval
Inactive Reservist, Fleet Reservists and Retired Personnel.

(1) Master File.

Permanent. Transfer a copy to NARA annually. (N1-
NU-93-8)

(2) Systems Documentation.

Permanent. Transfer a copy to NARA with master file
transfer. (N1-NU-93-8)

c. Inactive Activity Master File. Carries addressees,

titles, onboard strengths, officer and enlisted counts and
allowances. It also carries PERS-MOB Team info, UIC
info, PSA/PSD info, Ten-Digit Code, Activity Processing
Code, Drills Authorized Major Claimant, REDCOM, DOD
Plan Group info, Reserve Unit Identification Code Reserve
Program Element Code and Reserve Center info.

(1) Master File.

Permanent. Transfer a copy to NARA annually. (N1-NU-
93-8)

(2) Systems Documentation.

Permanent. Transfer a copy to NARA with master file
transfer. (N1-NU-93-8)

SSIC 1080
PERSONNEL ACCOUNTING RECORDS
1. GENERAL CORRESPONDENCE RECORDS. Files
and related papers pertaining to the operation of personnel
accounting/manpower information functions. (Exclude

primary program files covered under SSIC 1000.1.)

Apply SSIC 1000.2.
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2. PERSONNEL DIARY REPORTS. Messages used to
report personnel transactions to the Commanding Officer,
Enlisted Personnel Management Center (EPMAC), New
Orleans, LA 70159-7900 for active duty Navy personnel
(including reservists on active duty).

a. Copy furnished to the Commanding Officer,
Enlisted Personnel Management Center, New Orleans, LA
70159-7900.

Destroy when 6 months old.

b. P . R ine Unit Coni

Destroy when 2 years old or upon disestablishment of
activity, whichever is earlier.

3. Reports produced by Source Data System (SDS) and
Source Data System Afloat (SDSA) monthly based on
SDS/SDSA events transmitted to BUPERS from activities
with personnel accounting responsibility for active-duty
Navy personnel.

a. Activities Conies.

Destroy when 2 years old or upon disestablishment of
activity, whichever is earlier.

4. MONTHLY ENLISTED DISTRIBUTION AND
VERIFICATION REPORT (EDVR).

a M . f the EDVR maintained |
EPMAC. The EDVR is a statement of an activity's
personnel account reflecting all individual assignments,
personnel message diary transactions, duty preferences,
security data, temporary additional duty assignments and
the status for billets authorized, Navy manning plan, and
onboard totals for each rating/NEC.

Transfer to WNRC on an annual basis. Destroy when
75 years old.

b. Activity's copy of the EDVR.

Destroy when 2 years old or upon disestablishment of
the activity, whichever is earlier.

c. All other copies.
Destroy when purpose is served.

5. MARINE CORPS UNIT DIARIES (NAVMC 10793).
Chronological summary of all events happening in a
Marine Corps Unit.

a. Orieinal Microfilmed Unit Diari 1 One Positi
Copy.

(1) Silver negative and one diazo copy.

Permanent. The Deputy Chief of Staff for
Manpower (Code MSRB) will transfer to WNRC after
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the film has been verified. Transfer to National Archives
in 5-year blocks when most recent record is 25 years old.

(2) Card indexes and related finding aids.

Permanent. Transfer to National Archives when all
records to which finding aids relate have been transferred.

b. Marine C ivities.
(1) Signed original unit diary.
(a) Units not deactivated.
Retain for current year plus 2 years, then destroy.
(b) Unit deactivated.

Forward to the next senior command for the duration
of retention period noted in paragraph 6(1) above.

6. DAILY AVAILABILITY REPORTS AND ENLISTED
AVAILABILITY CARD. Files used by naval stations to
report available members awaiting further assignment.

Destroy when 6 months old.

7. MANPOWER AUTHORIZATION (OPNAYV 1000/2/3).
Files received by personnel accounting/manpower
information installations from BUPERS for data recording
purposes.

Destroy when superseded.

8. MISCELLANEOUS CONTROLS, CHECK LISTINGS,
TABULATIONS, AND REPORTS. Files prepared for
specific local requirements.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

9. OTHER REPORTS. Files together with related
correspondence and papers, prepared by Navy personnel
accounting/manpower information installations and by
MARCORPS data processing installations and copies of
reports submitted to BUPERS or Commandant of the
Marine Corps (CMC) and not specifically authorized
elsewhere in this chapter for disposition. Include such
items as officer and enlisted strength reports; naval reserve
reports; compliance reports; transient enlisted personnel
reports; enlistment, reenlistment, discharge, and extension
reports. Also, include copies of special reports prepared
for, or at the request of, BUPERS.

a. Naval Activities.
Destroy when 6 months old.

b. Marine C ivities' R . 1 Non-
recurring Reports.

Destroy when 3 months old.
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SSIC 1100-1199
RECRUITING RECORDS

SSIC 1100
GENERAL RECRUITING RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
relating to the recruiting of officer and enlisted personnel.
Include papers relating to the local administration of
recruiting programs, including those concerning the
officers' aviation program and direct or service
appointments; recruiting reports not specifically
authorized for other disposition; and correspondence with
civilian committees or organizations or with other activities
or offices. (Exclude primary program correspondence
filed under SSIC 1000.1.)

Apply SSIC 1000.2.

2. RECRUITING REPORTS. Copies of reports
submitted to higher authority and not specifically covered
by other authorizations in this manual.

Destroy when 3 years old.
SSIC 1110

RECRUITING ADMINISTRATION AND LOGISTICS
RECORDS

1. CORRESPONDENCE AND FORMS. Files relating to
support of the Navy Recruiting Command
(NAVCRUITCOM) mission.

Destroy when 2 years old.

2. COPIES OF ORIGINAL APPOINTMENTS TO
COMMISSIONED OFFICER STATUS IN THE
REGULAR AND RESERVE COMPONENTS OF THE
NAVY.

Destroy when 2 years old.
3. CORRESPONDENCE/REPORTS IN SUPPORT OF
THE HOMETOWN AREA RECRUITING PROGRAM
(HARP), OFFICER HOMETOWN AREA RECRUITING
(OHARP), AND SENIOR MINORITY ASSISTANCE
RECRUITING (SEMINAR) PROGRAM.

Destroy when 2 years old. (N1-NU-92-10)

SSIC 1111

RECRUITING MANPOWER RECORDS
1. GENERAL CORRESPONDENCE FILES AND
SUMMARY RECORDS. Files relating to the day-to-day

development and execution of plans and programs
pertaining to manpower including manpower change

UNCLASSIFIED
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requests effecting the establishment, disestablishment,
organization, reorganization, and reallocation of assets of
NAVCRUITCOM. (Exclude primary program
correspondence filed under SSIC 1000.1.)

Apply SSIC 1000.2.
SSIC 1120
RECRUITING PLANS AND POLICY RECORDS

1. GENERAL CORRESPONDENCE FILES. Files related
to the development of short and long-range plans and
policies for officer and enlisted procurement in both active
and reserve programs. Include papers on resource
changes, production monitoring, quota allocation,
management information, automated data processing,
statistical analysis or recruiting data, recruiting research,
and responses to information requests from higher
authority, other agencies, or units. (Exclude primary
program records found in SSIC 1000.1.)

Apply SSIC 1000.2
2. CASE FILES RELATED TO SPECIFIC SUBJECTS.

Destroy when 5 years old or when no longer needed for
reference, whichever is earlier.

SSIC 1121
RECRUITING POLICY RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
related to the development and dissemination of recruiting
policies to meet Navy's manpower requirements both in
quality and quantity for officer and enlisted procurement
for the active and reserve programs. Files include
responses to information requests from higher authority,
other agencies, and correspondence from other recruiting
services, the Military Enlistment Processing Command,
and Armed Forces Examination and Entrance Stations.
(Exclude primary program correspondence filed in SSIC
1000.1.)

Apply SSIC 1000.2.

2. CASE FILES RELATED TO SPECIFIC SUBJECTS.
Delayed Entry Program (DEP), other service veteran
recruiting, foreign national recruiting, rating, etc.

Destroy when S years old or when no longer needed for
reference, whichever is earlier.

SSIC 1122
RECRUITING RESEARCH RECORDS

1. FILES, STUDIES, REPORTS, STATISTICAL DATA.
Files related to reports and studies conducted by military
and civilian research organizations to gain knowledge of
the labor market, trends on target populations which
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would be beneficial in developing effective marketing
strategy, and models to meet Navy's manpower

requirements. Files include responses to information
requests from higher authority and other agencies or units.

Apply SSIC 1000.1.

2. GENERAL CORRESPONDENCE FILES. All other
files including day-to-day responses to information
requests from higher authority and other agencies or units.

Destroy when 2 years old.

SSIC 1123
RECRUITING PROGRAM ANALYSIS RECORDS

1. FILES CONTAINING HISTORICAL
INFORMATION. Files related to establishment,
maintenance, and dissemination of historical and current
recruiting data used in the management of the Navy's
manpower procurement programs. Files include responses
to information requests from higher authority and other
agencies and units.

a. Files Containing Historical Information. Files that
provide historical data on a year-to-year basis, stored on
computer tape, or contained in paper records.

Apply SSIC 1000.1.

b. All Other Files.

Destroy when 1 year old.

2. ALL OTHER RECRUITING DATA PROCESSING
RECORDS, SUCH AS HARDWARE, SOFTWARE,
CARDS, ETC.

Apply SSIC 5230.

SSIC 1130
RECRUITING OPERATIONS RECORDS
1. GENERAL CORRESPONDENCE FILES. Files
relating to the recruiting of officer and enlisted personnel.
Include papers relating to the local administration of
recruiting programs, recruiting reports not specifically
authorized for other disposition, and correspondence with
civilian committees or organizations or with other activities
or offices.
Destroy when 2 years old.

SSIC 1131
OFFICER RECRUITING RECORDS

1. CONTROL CARD RECORDS AND SUMMARY
RECORD FORMS. Files showing status of applications
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and their dispositions.

Retain on board. Destroy when applicant is
commissioned or S years after applicant is rejected,
whichever is earlier.

2. WITHDRAWN OR REJECTED APPLICATIONS
FOR COMMISSIONS. Files include those of individuals
found disqualified by the local recruiting officer and those
forwarded to the Commander, Navy Recruiting Command
(COMNAVCRUITCOM) for final action and rejection,
and related correspondence and papers.

o, Birth Certificates. T 05 of Collee Credi
Letters of Endorsement, and Other Material of Value to
the Applicant.

Return to the applicant.
b. All Other Documents.

Destroy after determination is made by
COMNAVCRUITCOM or CMC.

3. CORRESPONDENCE WITH INDIVIDUAL
APPLICANTS FOR COMMISSIONS, PROSPECTIVE
APPLICANTS, AND OTHER INTERESTED
INDIVIDUALS. (Filed alphabetically by name.)

Destroy when 2 years old.

4. OFFICER RECRUITMENT STATUS AND
PRODUCTION REPORTS.

Destroy when 6 months old.
SSIC 1132
OFFICER RECALI RECORDS

1. GENERAL CORRESPONDENCE AND FORMS. Files
pertaining to an applicant for recall to extended active
duty from an officer in the inactive naval reserve; specific
items would include the officer's Application for Recall to
Extended Active Duty (NAVPERS 1331/5), any
endorsements and/or attachments thereto, the official
Recall Staff Sheet (NAVPERS 1141/5), letters notifying the
applicant of the disposition of his/her request, and a copy
of the orders recalling him/her to active duty.

Destroy when 2 years old.
SSIC 1133
ENLISTED RECRUITING RECORDS
1. CORRESPONDENCE WITH INDIVIDUALS
REQUESTING GENERAL INFORMATION
REGARDING ENLISTMENT OR REENLISTMENT IN
THE NAVAL SERVICE. (Filed alphabetically by name.)

Destroy when 2 years old.
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2. CONGRESSIONAL AND LOW QUALITY RECRUIT
REPORTS. Correspondence addressing the specifics of
recruiting in individual cases. (Filed alphabetically by
name.)

Destroy when 2 years old.

3. PRE-ENLISTMENT AND ENLISTMENT PAPERS
FOR ENLISTED PERSONNEL. 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 individual’s official Navy Service Record
folder when applicant is rejected, whenever possible.)

Cut off when applicant is accepted or rejected.
Transfer to FRC when 1 year old. Destroy when 4
years old. (NC1-24-80-1)

4. CARD (SUMMARY) RECORDS OR INDIVIDUAL
DATA CARDS OF ACCEPTED AND REJECTED
APPLICANTS FOR ENLISTMENT IN THE NAVAL
SERVICES.

a. Record ive Recruiting Station.

Destroy when 5 years old.

b. R s £ Disestablished Recruiting Station.

Forward Navy applicants' cards not yet 5 years old to the
Navy Recruiting District or other recruiting station
that will assume responsibility for the recruiting
program formerly administered by the disestablished
activity.

SSIC 1134
ENLISTED RECALL RECORDS

1. GENERAL CORRESPONDENCE AND FORMS. Files
pertaining to recall to active duty of an enlisted member in
the naval reserve; specific items would include Application
for Recall to Active Duty (NAVPERS 1306/7), any
endorsements or attachments thereto, or official requests
and letters notifying the applicant of the final disposition of
their request.

Destroy when 2 years old.
SSIC 1136
RECRUITER TRAINING RECORDS
1. RECORDS OF TRAINING COMPLETED FOR THE

PROFESSIONAL DEVELOPMENT OF RECRUITERS.
Files other than those maintained in service records.

a. Recruiters Removed from Recruiting Duty.
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Destroy when 1 year old.

b. Recruiters not removed from Recruiting Duty.
Destroy 4 years after tour completion.

SSIC 1137

RECRUITING IRREGULARITIES RECORDS
1. CORRESPONDENCE REGARDING RECRUITING
IRREGULARITIES. Includes investigations into
allegations of recruiting irregularities, letters, messages,
and records of trial in which allegations are presented,
discussed, and resolved.

a. COMNAVCRUITCOM Records.
Destroy 1 year after case is closed. (N1-NU-92-10)

b. BUPERS Records.
Destroy when no longer needed.

¢. All Other Records.

Destroy when 2 years old.

SSIC 1140

RECRUITING ADVERTISING RECORDS
1. GENERAL CORRESPONDENCE FILES. Files
pertaining to the administration of recruiting advertising
programs for officer and enlisted personnel. (Exclude
primary program correspondence filed under paragraph
1000.1.)

Apply SSIC 1000.2

SSIC 1141

RECRUITING ADVERTISING MATERIAL CONTROL
RECORDS

1. INVENTORY CORRESPONDENCE FOR
EQUIPAGE UNDER THE CONTROL OF RECRUITING
ADVERTISING DEPARTMENT (RAD).

a. That Portion of the RAD I Case File Containi

(1) Navy Recruiting publications, many in color, used
for various recruiting purposes.

Permanent. Retire to WNRC. Transfer to National
Archives in 5-year blocks when most recent

publication is 20 years old.

(2) Photographic file, including color slides.
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Disposition not authorized.
b. All Other Correspondence.
Destroy when 2 years old.
SSIC 1142
RECRUITING AIDS RECORDS

1. RECRUITING AIDS RECORDS, REPORTS, AND
MATERIALS. Files including inventory control cards,
status reports, distribution reports, printing orders, survey
and expenditure reports, shipping documents, and RAD
item "Hotline" request cards.

Destroy when 2 years old.
SSIC 1143
RECRUITING ADVERTISING SYSTEMS RECORDS

1. RECORDS AND REPORTS NOT COVERED UNDER
SSIC 4000-4999 AND SSIC 7000-7999. Records such as
advertising tracking studies and direct mail fulfillment
statistical analysis records.

Destroy when 3 years old.
SSIC 1144

RECRUITING ADVERTISING OPERATIONS
RECORDS

1. CORRESPONDENCE FILES. Files containing project
history and approvals in agency reading files, media files,
and outgoing and incoming files.

Destroy when 2 years old.
SSIC 1150
NAVY AWARENESS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the overall administration and management of
Navy awareness programs. (Exclude primary program
correspondence which includes a copy of the Advertising
Plan and the Advertising Project Sheet and which is filed
under SSIC 1000.1.)

Apply SSIC 1000.2.

2. AGENCY-SPONSORED VIDEO, MOTION
PICTURE, OR OTHER AUDIOVISUAL
PRODUCTIONS OR MATERIAL INTENDED FOR
PUBLIC DISTRIBUTION AND RECRUITING
PURPOSES REGARDLESS OF PRODUCTION
SOURCE.

a. Preorint Materials, M Originals, Negafi
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Disposition not authorized. (See Chapter 5)

b. Distribution Conies.

Destroy when declared obsolete, replaced by program
manager, or purpose is served.

SSIC 1152
SEA POWER PRESENTATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence with command and individual members of
the Sea Power Presentation Team including membership
solicitations and applications, letters of designation, queries
and exchange of program information, and
correspondence with other commands and government
agencies relating to content of presentation and resource
materials.

Destroy when 2 years old.

2. REPORTS OF PRESENTATIONS GIVEN. Feeder
reports by command and individual members. (Includes
both special and periodic reports of Sea Power
Presentation Team speaking activity.)

Destroy when 2 years old or when no longer needed to
maintain chain of continuity in member's file.

3. MEMBERSHIP FOLDERS. File records maintained
by program manager and command memberships, which
include member designations, membership lists, feeder
reports, copies of Chief of Naval Operations (CNO)
certificates of merit, and other pertinent correspondence.

Destroy 2 years after active period of membership.

4. PRESENTATION SCRIPTS, SLIDES, AND
PUBLICATIONS. Materials, which constitute the
expository and background resources of the program.

a.

Manager.

Offer two sets of slides with script for each old, new or
updated presentation to the National Archives.
Continue to offer two sets of each new and/or updated
presentation in 5-year blocks. Retain one additional
set on board. Destroy when no longer needed for
research.

b. All Other Caopies.

Destroy when superseded or declared obsolete by the
Director, Sea Power Presentation Program.

5. OFFICIAL NAVY AND DOD REQUIREMENTS AND
SECURITY REVIEWS FOR SLIDE PRESENTATIONS,
FILMS, AND PUBLICATION.
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Destroy after declassification or destruction of
presentation, film or publication to which it applies.

SSIC 1153

NAVY AWARENESS PROGRAM DEVELOPMENT
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the development of recruiting support programs
with sports celebrities including racing, basketball,
baseball, and soccer. Files include papers relating to the
administration of the programs. (Exclude primary
program correspondence filed under SSIC 1000.1.)

Apply para. 1000.2.
SSIC 1154
NAVY AWARENESS AUDIO/VISUAL RECORDS

1. GENERAL CORRESPONDENCE. Reports and other
paperwork related to audio-visual, still photographic, and
graphic arts matters including project arrangements,
requests for service, local bid solicitation and response, and
feeder reports to higher authority. (See also SSICs
5290-5299.)

Destroy when 2 years old.

2. STILL PHOTOGRAPHIC AND GRAPHIC ART
PRODUCTS. Materials, which are acquired or prepared
for use in recruiting.

a. Original Copies of Worl Work for P
Still PI Proi 1 Slide P ions Retained I
Project Manager as well as two copies of each printed
poster.

Transfer to the National Archives when 3 years old.
b. All Others.
Destroy when purpose is served.

3. MOTION PICTURE PROGRAM GENERAL
CORRESPONDENCE. Residual paper work and feeder
reports including film proposals, submission for Navy
annual motion picture program, collection of film usage
data, and requests for film activation, printing,
distribution, and other services.

Destroy when 3 years old.

4. MOTION PICTURE PROGRAM CONTRACT AND
RELATED CORRESPONDENCE. Correspondence and
reports related to script development and review, talent
releases, certificates of contract fulfillment, other

information on contract performance, and all final scripts.

Disposition not authorized. (See Chapter 5.)
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5. AUDIOVISUAL RECORDS. Agency-or
COMNAVCRUITCOM-sponsored motion picture, video,
or other audiovisual productions or materials intended for
public distribution and recruiting purposes regardless of
production source.

a.

Prints Dubbings.

Disposition not authorized. (See Chapter 5.)

b. Distribution Conies.

Destroy when declared obsolete, replaced by program
manager, or purpose is served.

SSIC 1155

RECRUITING SUPPORT FLEET/COMMUNITY
LIAISON RECORDS

1. GENERAL CORRESPONDENCE FILES RELATING
TO RECRUITING SUPPORT PROGRAMS AS
SPECIFIED. Navy-related organizations, port visits,
minority convention plans, exhibit programs, air
transportation, Navy performance teams, and aircraft
static displays. (Exclude primary program correspondence
filed under SSIC 1000.1.)

Apply SSIC 1000.2.
SSIC 1156

RECRUITING SUPPORT EDUCATOR LIAISON
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
related to the administration and management of the
educator liaison program including correspondence with
civilian education agencies.

Destroy when 2 years old.

2. CAMPUS LIAISON OFFICER RECORDS. Files
showing history of individual officers in the program.

Destroy 1 year after separation of officer from the
Campus Liaison Officer Program, or after officer's
retirement from the naval reserve, whichever is earlier.
SSIC 1160
ENLISTMENTS AND EXTENSIONS RECORDS

1. COPIES OF DAILY REPORTS OF ENLISTMENTS
AND INDUCTIONS (NAVMC 5022a-PD).

Destroy when 3 months old.
SSIC 1170

SELECTIVE SERVICE, CONSCRIPTION, AND
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DEFERMENT RECORDS

1. MILITARY STATUS OF INDIVIDUALS (SUCH AS
DD 44). (Copies Only. Originals are submitted to Selective
Service Administration.)

Destroy when 2 years old or upon separation of individual,
whichever is earlier.

SSIC 1200-1299
CLASSIFICATION AND DESIGNATION RECORDS
SSIC 1200

GENERAL CLASSIFICATION AND DESIGNATION
RECORDS

1. SELECTION PUNCHED CARDS SHOWING NAME,
SOCIAL SECURITY NUMBER, CLASSIFICATION,
ETC.

Destroy after qualification runs or check listings are
prepared.

2. QUALIFICATION RUNS OR CHECK LISTINGS.
Items prepared from selection punched cards.

Destroy when 1 year old.
SSIC 1210-1219

OFFICER CLASSIFICATION AND DESIGNATION
RECORDS

THE RECORDS IN THIS (1210-1219) SERIES ARE
RELATED TO OFFICER CLASSIFICATION AND
DESIGNATION RECORDS AND INCLUDE OFFICER
BILLET CLASSIFICATION CODES AND BILLET
DESCRIPTIONS, DESIGNATOR CODES,
QUALIFICATION CODES, AND SUBSPECIALTY
CODES RECORDS.

SSIC 1210
OFFICER RECORDS
1. GENERAL CORRESPONDENCE FILES.

Destroy when 2 years old or purpose is served,
whichever is earlier.

2. ANNUAL AND OFFICER QUALIFICATIONS
QUESTIONNAIRES (SUCH AS NAVPERS 1210/2 AND
1210/5).

Destroy when 2 years old or purpose is served,
whichever is earlier.

SSIC 1220

ENLISTED RECORDS

UNCLASSIFIED
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1. CLASSIFICATION RECORDS. Files used for
obtaining qualification and classification data for
individual enlisted personnel.

Destroy after NAVPERS 1070/603 is completed and
filed in the enlisted service record (SSIC 1070.1).

2. ENLISTED EVALUATION WORKSHEETS.

Destroy after the enlisted evaluation report is filed in
the enlisted service record (SSIC 1070.1).

3. ENLISTED EVALUATION REPORTS.
a. Individual Reenlists I Jiately After Discl )
Transfer to new service record.
b. Individual i L1 he Service.
Destroy after individual is separated from the service.
SSIC 1221

CLASSIFICATION CODES AND BILLET
DESCRIPTIONS RECORDS

1. GENERAL CORRESPONDENCE FILES.

Destroy when 2 years old or purpose is served,
whichever is earlier.

2. NAVAL ENLISTED CLASSIFICATION (NEC)
CHANGE RECOMMENDATIONS. (Exclude copies,
which become part of the official service record.)

Destroy when 2 years old.

SSIC 1223
RANK, RATE, OR RATING STRUCTURE RECORDS
1. GENERAL CORRESPONDENCE FILES. General
information relating to military personnel occupational
specialties which encompasses related aptitudes, training,
experience, knowledge and skills, as well as pay grade

structures within a rating.

Destroy when 2 years old, or when purpose is served,
whichever is earlier.

SSIC 1230
TESTING AND INTERVIEWING RECORDS
1. INTERVIEWERS' APPRAISAL SHEETS.

Destroy after selection or non-selection to program in
which applied.

2. EXAMINATION ANSWER OR SCORE SHEETS FOR
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