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and NARA approved records schedules, revisions to this manual are being published as the need arises.
These revisions will not address policy changes.
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NARA job citations incorporated into this Manual during this revision. These
changes are underlined and in bold to denote them to the user.
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FOREWORD

The Department of the Navy (DON) Records Management (RM) Program establishes policies
and procedures for life cycle management (creation, maintenance, use, and disposition) of DON
records. This manual provides guidelines and procedures for the proper administration of a
records management program. It also contains all DON records disposition schedules approved
by the National Archives and Records Administration (NARA).

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 5430.7Q, Assignment of
Responsibilities and Authorities in the Office of the Secretary of the Navy, 17 August 2009.

This version of the manual contains new disposition schedules approved by NARA as well as
minor changes to record descriptions, corrections to names of activities, and updates to NARA
guidance. Areas of major changes are underlined and in bold and are delineated in the "List of
Revisions/Changes" pages in the front of the manual.

The disposition schedules are listed by Standard Subject Identification Code (SSIC). The
schedules incorporate 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
Chapter XII. This manual is the single records disposition authority for all DON records.

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

Reports. Report Control Symbol SECNAV5212-1 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 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, function, 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.”

This manual may be accessed through the Department of the Navy Issuances web site:
http://doni.daps.dla.mil

Comments and recommendations regarding this manual are welcome. For further assistance or to
offer comments and recommendations, contact the appropriate office below:

Office of the Secretary of the Navy

USN uUsMmcC

Navy Records Manager Marine Corps Records Manager

DON/AA (ARDB)

Directives and Records Management Division 3000 Marine Corps Pentagon, Room 2B253
1000 Navy Pentagon, Room 4A514A Washington DC 20350-1775

Washington, DC 20350-1000

Commercial (703) 695-9996 (703) 614-1081

DSN 224-9996 224-1081

Tyl W

Tery A. Halvorsen
Department of the Navy
Chief Information Officer


http://doni.daps.dla.mil/�
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PART |

AUTHORITY AND PROCEDURES FOR RECORDS
DISPOSITION PROGRAM

1. The Director of Directives and Records Management
Division (DRMD), Department of the Navy/Administrative
Assistant (DON/AA). s designated as the Navy liaison with
the National Archives and Records Administration (NARA)
regarding naval records disposition. DON/AA DRMD 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.

¢. 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.

(5) Conduct of 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:

SECNAV M-5210.1 (1% Revision)
January 2012

(1) To decrease the volume of records in high-cost
office spaces by destroying non-record/reference 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 (FRC);

(2) To reduce the number and volume of long-term or
permanent DON 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 5510.30 (series) and
SECNAYV M-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 DON/
AA DRMD. For Marine Corps records, submit written
statement describing the records and showing when and where
disposal occurred to the Headquarters Marine Cor ps
Records, Reports, and Dir ectives Management (HOMC

ARDB).

b. When Records Menace Property, Health, or Life.
Records such as nitrocellulose base film or tape sometimes
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 DON/AA DRMD via the
administrative chain of command. DON/AA DRMD 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 HQMC ARDB via the appropriate chain of
command. HQMC ARDB will determine whether immediate
destruction is warranted and, when necessary, obtain the
concurrence of the Archivist of the United States.
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6. Accidental Destruction of Records. The accidental
destruction of records will be reported to the DON/AA
DRMD. Marine Corps records will be reported to HQMC
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)

¢. 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.
DON records may be moved and assigned to other custody
within the Naval/Marine Corps establishment, to 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) DON activities are authorized to transfer records
to FRCs without departmental approval when:

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

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

(2) DON 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 DON records are
designated specifically in parts 111, 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. Marine Corps activities
shall submit Standard Forms (SF) 135, Records
Transmittal and Receipt, and detailed box list(s) to HOMC
ARDB's SharePoint Portal for approval prior to
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transferring recordsto FRC according to instructions
outlined in Appendix A of this manual.

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 111, 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 DON/AA
DRMD, or HQMC 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;

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

(d) Accession number provided by the FRC.
(4) A statement providing evidence:

(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

(c) 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

(c) 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 DON/AA
DRMD or the HQMC 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 DON/AA DRMD, or the
HQMC ARDB for Marine Corps activities, of the
organizational components and records involved in the
transfer.

f. Transfer of Records of Decommissioned Ships and
Disestablished Shore Activities and Aviation Squadrons

(1) Host commands of disestablished tenant shore
activities.

(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.

(c) Conduct periodic review of stored records to
ensure timely destruction of eligible records.

(2) Disestablished shore activities.

(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
(1SIC).

(c) 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) 135 with a detailed list of
records transferred (i.e., box list) to the host command ISIC
and DON/AA DRMD. For Marine Cor ps activities, upload
SFs 135 and detailed box list(s) to HOMC ARDB’s
Shar ePoint Portal for approval prior totransferring
recordsto FRCsin accor dance with Appendix A of this
manual. The HOMC ARDB SharePoint Portal islocated
at https://ehgmc.usmc.mil/or g/ar /ar d/ar db/default.aspx.
Click on the “ Records Management (New) link on right
side of the page. Choose e-mail certification. Click on the
“SF 135” tab and follow directionsfor the ‘ Submission
Process.” NOTE: You must have a Marine Corps
Enterprise I nformation Technology Services (MCEITS)
account to access the SharePoint Portal and to submit SFs

135 for approval.

(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 DON/AA DRMD. Type commanders of
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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. The FRC
will forward records destruction request to DON/AA DRM D
or HOMC ARDB on a NA Form 13001, “Notice of Intent to
Destroy Records”. This will be done 90 days prior to the date
that the records disposition allows the records to be destroyed.
The NA Form 13001 must be completed and returned to the
FRC before the records will be destroyed. Prior to signing the
NA Form 13001, DON/AA DRMD or HOMC ARDB will
ensure that there are no actual or pending litigation
freeze/holds on the records about to be destroyed. If there is
an actual or pending litigation freeze or hold on the records,
they cannot be destroyed. The DON/AA DRMD or HOMC
ARDB shall get concurrence with its legal department/counsel
before destroying any records. The DON/AA DRMD or
HOMC ARDB shall keep a copy of the NA Form 13001 and a
copy of the SF-135 as an audit trail.

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
aand 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 Information Act.

b. FRCs. 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 DON/AA DRMD.

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
FRCs. 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
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(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 ¢ and d.

f. Return of Loaned 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 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 DON/AA DRMD, or HQMC 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
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consulting with DON/AA DRMD or HQMC 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), DON/AA DRMD, or HQMC 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 Navy/
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.

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 DON 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. It is
advisable that the area shall be secured in such a manner
asto preclude unauthorized accessto therecordsto
protect their integrity. Thisisessential if therecords
contain personal identifiable information. 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 Local 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
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,
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visits, and other activities of Federal employees while serving
in an official capacity, if they are prepared or used for, or
circulated or communicated in the course of, transacting
Government business.

15. Preservation of Facsimile Transmissions as 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 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.

¢. 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:

"WARNING: Most Fax machines produce copies on thermal
paper. The image produced is highly unstable and will
deteriorate significantly in a few years. It should be copied on
a plain paper copier prior to filing as a record.”

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
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.

c. Naming Files. Naming electronic files can be done a
number of ways. One way is to treat them the same as 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 description
of the series. For example, a subdirectory labeled 5240 would
show General Administration and Management files
containing correspondence on industrial methods that are
destroyed after 5 years.

Another solution would be to use any naming convention that
your command is comfortable with. The SSIC’s and current
record dispositions found in this manual can then be attached
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to the record or its file folder. The end state is that the user
needs to know which SSIC and disposition to apply to each
named file so the record life cycle can be adhered to. The
owner must know when to dispose, transfer or destroy the
electronic records. Unless the record holder is able to find a
method of applying an SSIC/disposition to their electronic
records their records holdings will not be compliant.

d. Conversion to an Electronic Format. NARA has
established therequirement for the use of “ notifications’
when a DON activity implements electr onic r ecor dkeeping
for record(s) covered by a previously approved schedule as
permanent. Theterm notification refersto information
sent to NARA on a NARA designed form when previously
scheduled permanent records ar e converted to an
electronic format. |f the electronic recordsreplace
per manent recor ds that wer e maintained in hard copy
when a media neutral schedule item was approved, a
notification may be submitted in lieu of a new schedule. In
accordance with 36 CFR 1225.24(a)(1), notifications for
new permanent electronic systems must be submitted
within 90 days after systemsimplementation. Activities
shall inform DON/AA DRMD for Navy and HOMC ARDB
for the Marine Corpsin advance of their plansfor system
implementation. In the case of systemsimplemented prior
to December 17, 2007 (the effective date of NARA's media
neutral requlations), agencies should submit notifications
as soon as possible. Notification forms can be found on the
NARA Records M anagement Website at
http://www.ar chives.qov/r ecor ds-mgmt/media-
neutr al/per m-electr onic-r ecor ds-for m.pdf. Pursuant to
GRS 20, item 2(a)(4), agencies cannot destroy the original
hard copy recordsthat they have converted to an
electronic format or_intend to convert until 60 days have
elapsed from the date the notification is submitted to
NARA. If an activity has not submitted the information
needed to complete action on a notification, NARA may
reguiretheoriginal hard copy documentsthat have been
or aretobeconverted to an electronic for mat be retained
until 60 days have elapsed from the date that the
notification is submitted to NARA. For further
information on the notification process, Records Officers
should contact DON/AA DRMD for Navy and HOMC
ARDB for the Marine Corpsfor guidance and assistance.

e. 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:
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(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.

(f) Permit transfer of permanent records to the
National Archives and Records Administration.

f. 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, C2.2.4.

(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.

g. 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
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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), of 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 5015.2-STD,
“Electronic Records Management (ERM) Software
Application Design Criteria Standard” of April 25, 2007.
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.



PART Il
APPLYING RECORDS RETENTION STANDARDS

1. Records Retention Standards. Records retention standards
prescribed for naval records are contained in parts Ill, 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 IlI, 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 Destruction of Temporarily Valuable
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 DON/AA DRMD for Navy records and HQMC
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.

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
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in parts 111, 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 I, 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. DON/AA DRMD or
HQMC 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. DON/AA DRMD submits proposed retention
standards to the Archivist of the United States for final
approval. The Secretary of the Navy in parts Il1, 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 M-5210.2 (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 1, of this instruction. For a
more specific example: SECNAV Manual M-5214.1 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 I1l, of this instruction. For
easy reference, all SSICs with disposal authority are listed in
appendix G of this manual.

g. How Records are Described. In most instances,
records are described in general terms. This general 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 111, 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 Ill, 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 DON/AA DRMD, or
HQMC 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. Exceptions to Standards when Litigation, Investigations,
Preservation Orders, 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 litigations
(also called motionsfor discovery); (c) incomplete
investigations; (d) preservation orders; or (€) exceptions
taken by the General Accounting Office or internal auditors
will not be destroyed, but retained, until the litigation is settled,
the investigation is completed, the preservation order is
lifted; or the exception is cleared. Segregate and retain
records directly pertinent to the litigation, investigation,
preservation order, or exception until all actions are
completed. The remainder of the file may be disposed of as
scheduled. For additional guidance, refer to
SECNAVINST 5000.37, Provision of Department of the
Navy Documentary Material.

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 present standard is needed,
recommend the new or revised retention standard to DON/AA
DRMD, or to HQMC 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 C,
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,
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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.; SECNAV Manual M-5210.1.

(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 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 DON 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 Ill, 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. Anannual 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

(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
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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 DON/AA DRMD and HQMC 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

(4) Paragraph number from parts 1, 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 II1, 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 DON/AA DRMD, or to the HQMC ARDB for
Marine Corps activities on an SF 115. Procedures for
submitting proposed changes to record retention standards are
contained in paragraph 4, part Il.

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 VVolume 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 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

GENERAL MILITARY PERSONNEL (INCLUDE 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
Naval Education and Training Command and The Navy
Reserve Force (formerly Chief of Naval Reserve). Records
relate to such matters as:

a. Navy and Marine Corps-wide policies and procedures
governing the operations of Navy Personnel Boards and
Councils, including the Board for the Correction of Naval
Records and Officer Promotion and Selection Boards.

PERMANENT. Cutoff at end of CY. Transfer to
Washington National Records Center (WNRC) when 4
years old. Transfer to National Archives when 30
years old. (N1-NU-86-1)

b. Navy and Marine Corps-wide policies and procedures
governing the classification, assignment, promotion and
distribution of officer and enlisted personnel.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

¢. Navy wide policies and procedures established by
Commander, Naval Reserve Force (COMNAVRESFOR)
governing the administration of Naval Reserve programs and
Marine Corps-wide policies and procedures established by the
Commanding General, Marine Reserve Forces (CG
MARRESFOR) governing the administration of the Marine
Corps Reserve programs.
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PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

d. Navy and Marine Corps-wide policies governing the
wearing of Naval and Marine Corps accessories.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

e. Navy and Marine Corps-wide policies and procedures
governing career planning programs and efforts aimed at the
retention of personnel.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

f. Recruiting efforts, including the establishment of
quantitative and qualitative recruiting goals, statistical data in
consolidated or summary form concerning recruiting and the
development of marketing strategies, advertising programs,
and other aspects of recruiting campaigns.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

g. Training and education programs, including recruit
training, officer candidate training, nuclear power training, the
aviation cadet program and other aspects of naval aviation
training.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

h. Navy and Marine Corps-wide policies and procedures
relating to performance and conduct, including the policies
governing the operation of places of confinement.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

i. Navy and Marine Corps-wide policies and procedures
governing the granting of awards and decorations.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

j. Navy and Marine Corps-wide policies governing the
establishment and operation of morale and personal affairs
activities and programs, including chaplains and religious
affairs matters, and dependent and survivor entitlements.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)

k. Other Navy and Marine Corps-wide policies, programs
and procedures in the military personnel area.

PERMANENT. Cutoff at end of CY. Transfer to
WNRC when 4 years old. Transfer to National
Archives when 30 years old. (N1-NU-86-1)




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
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 involving
specific individuals (except for files relating to precedent
and/or highly significant actions, accumulated by higher
echelon offices responsible for Navy and Marine Corps-wide
policies which should be filed under SSIC 1000.1).

NOTE: Care must be taken when apply this disposition.
Permanent records are included.

Destroyed in accordance with SSICs for specific general
correspondence files included in this chapter. For general
correspondence not covered by another SSIC, apply the
following: retain on board until records are 2 years old.
Earlier disposal is authorized if records are no longer
needed for current operations. (N1-NU-86-1)

b. Routine requests for information concerning Navy and
Marine Corps personnel policies that do not involve the
establishment or revision of policy.

Destroyed in accordance with SSICs for specific general
correspondence files included in this chapter. For general
correspondence not covered by another SSIC, apply the
following: retain on board until records are 2 years old.
Earlier disposal is authorized if records are no longer
needed for current operations. (N1-NU-86-1)

¢. Comments on directives, studies, reports, and other
issuances accumulated by offices not responsible for their
preparation.

Destroyed in accordance with SSICs for specific general
correspondence files included in this chapter. For general
correspondence not covered by another SSIC, apply the
following: retain on board until records are 2 years old.
Earlier disposal is authorized if records are no longer
needed for current operations. (N1-NU-86-1)

d. Issuances prepared by lower echelon offices, which
merely transmit or adapt for local conditions policies and
procedures established by higher-level offices and related
background papers.

Destroyed in accordance with SSICs for specific general
correspondence files included in this chapter. For general
correspondence not covered by another SSIC, apply the
following: retain on board until records are 2 years old.
Earlier disposal is authorized if records are no longer
needed for current operations. (N1-NU-86-1)

e. Copies retained by preparing offices of reports
submitted to higher echelon offices, with related feeder
material and background papers.
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Destroyed in accordance with SSICs for specific general
correspondence files included in this chapter. For general
correspondence not covered by another SSIC, apply the
following: retain on board until records are 2 years old.
Earlier disposal is authorized if records are no longer
needed for current operations. (N1-NU-86-1)

f. Records relating to any other aspects of military
personnel administration exclusive of records appropriate for
filing under SSIC 1000.1.

NOTE: Care must be taken when applying this disposition.
Permanent records are included.

Destroyed in accordance with SSICs for specific general
correspondence files included in this chapter. For general
correspondence not covered by another SSIC, apply the
following: retain on board until records are 2 years old.
Earlier disposal is authorized if records are no longer
needed for current operations. (N1-NU-86-1)

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.

Retain on board. Destroy when 2 years old. (N1-NU-86-
1

b. Marine Corps Field Activities.
Destroy when 2 years old. (N1-NU-86-1)

4. Navy Department Military Personnel Boards and Councils
Records.

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

Apply SSIC 1420.2. (N1-NU-86-1)

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. (N1-NU-86-1)

c¢. Correspondence with individuals, interested 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. (N1-NU-86-1)

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. (N1-NU-86-1)



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.

Cutoff 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. (N1-NU-86-1)

(b) Copies of documents.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

(2) Docket cards of cases processed by the board.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

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, 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.

Retain on board. Destroy when 4 years old. (N1-NU-86-
1)

g. Board of Review, Discharges, and 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. (N1-NU-86-1)

(2) Docket cards and En Bloc recommendations made
by the Board and approved by Secretary of the Navy
(SECNAV) (official original document only).

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

h. Naval Clemency and Parole Board Records.
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(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.)

Cutoff and transfer to FRC 1 year after discharge of
individual from the naval service. Destroy 25 years after
cut-off. (N1-NU-86-1)

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

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

i. Individual service review board 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. (N1-NU-85-
1

(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 are maintained at
the Naval Military Personnel Command, and cover the
following groups: 1. Civilian employees, Pacific Naval Air
Bases who actively participated in the defense of Wake Island
during World War 1l. 2. Wake Island defenders from Guam.
3. Others as determined.

PERMANENT. Transfer to NARA 30 years after service
credit determination is made. (N1-NU-85-1)

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. (N1-NU-86-1)

6. Internal Reports and Controls. Files such as check-lists,
tabulations, reports, local controls, and similar records.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

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:

NARA Southwest Region
P.O. Box 6216
Fort Worth, TX 76115-0216

when 4 years old. Transfer to NARA when 20 years old.
(N1-NU-86-1)

2. General Correspondence Files. Records relating to Naval
Reserve personnel matters.

Apply SSIC 1000.2. (N1-NU-86-1)

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.

Destroy when 2 years old. (N1-NU-86-1)

4. Correspondence with individuals. Files relating to the
Navy Reserve.

Destroy when 1 year old. (N1-NU-86-1)

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. (N1-NU-86-1)
(2) Copy retained by the unit.

Destroy when 90 days old or when no longer needed,
whichever is later. (N1-NU-86-1)

(3) Copy provided to Naval Reserve Personnel Center
(NRPC).

NOTE: As of June 2006, NRPC was reestablished as
Commander, Navy Personnel Command PERS-4912, 5722
Integrity Dr., Millington, TN 38054. These records are no
longer produced.

Scan with automatic data processing record built for
submission to the Naval Reserve Drill Pay System at
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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. (N1-NU-86-1)

b. Microfilmed copies of all diaries and drill chits retained
by NRPC.

Retain on board. Destroy when 56 years old. (N1-NU-
86-1)

¢. Magnetic tapes and micro-spool copies of RESFIRST
diaries and drill chits received and processed by Navy Reserve
Personnel Center.

Forward monthly to NFC. NFC will apply SSIC 7220.1.
(N1-NU-86-1)

6. Navy Reserve Data Cards.

Transfer to nearest FRC when 5 years old. Destroy when
56 years old. (N1-NU-86-1)

7. Navy Reserve Officer and Enlisted Strength Reports.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

8. Navy Reserve Training Records.
Apply SSIC 1500. (N1-NU-86-1)
SSIC 1010
INSPECTIONS RECORDS

1. Inspection Reports. Files, other correspondence, and
documents concerning routine military personnel inspections.

Destroy when 2 years old. (N1-NU-86-1)
2. Dormitory or Barracks Inspection and Maintenance Reports
Destroy when 6 months old. (N1-NU-86-1)

3. Other Inspection and Survey Records. Files including those
relating to administrative inspections and on-site surveys.

Destroy when 3 years old. (N1-NU-86-1)
SSIC 1020
UNIFORMS RECORDS

1. Uniform Correspondence Files.
a. Primary program correspondence, establishing policy.
Apply SSIC 1000.1.a. (N1-NU-86-1)
b. General or all other correspondence.

Destroy when 2 years old or purpose is served, whichever
is earlier. (N1-NU-86-1)

2. Historical Collections.
DO NOT DESTROY. Disposition NOT authorized.
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. (N1-NU-86-1)

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

Apply SSIC 1000.2. (N1-NU-86-1)

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)

4. Marine Corps Total Force Retention System (TERS).
TERS is a web-enabled application that provides access to
multiple databases and integrates workflow and
information on personnel retention requirements. The
purpose of the system is to track and monitor career
planning for reenlistment, extension, lateral moves,
overseas extensions, and special duty assignments of
personnel. This application assists in overall recruitment
goals and assignments.

a. Master files include individual Marine personnel
identification data such as name, rank, SSN, date and place
of birth; unit/billet assignment; date of enlistment;
personal contact information; Military Occupational
Specialty (MOS) or job description; promotion location
and pay; and education and training.

Destroy 4 years after separation or discharge. (N1-
127-09-7)

b. System Inputs include but are not limited to
approved reenlistment, extension, and/or lateral move
requests by individual Marines along with personnel data
derived from Marine Corps Total Force System (MCTFES)
or manually entered by individual Career Specialists.

Destroy after information has been converted into
TFERS and verified. (GRS 20.2a(4))

(1) MCTE System data.

DO NOT DESTROY. Disposition is NOT authorized.
(N1-127-09-7)

¢. System Outputs.

(1) Requests and final decisions on reenlistment,
extension, and lateral moves. Data is input for Total Force
Data Warehouse (TEDW).

DO NOT DESTROY. Disposition is NOT authorized.
(N1-127-09-7)

(2) Ad hoc hard copy reports are generated for
statistical reporting requirements and manpower planning.

Destroy when no longer needed. (GRS 20.16)
SSIC 1050

LEAVE AND LIBERTY RECORDS
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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. (N1-NU-86-1)
2. Marine Corps Reports of Drills and Attendance.
Destroy when 3 years old. (N1-NU-86-1)

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. (N1-NU-86-1)

4. Appellate Leave Awaiting Punitive Separation.

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

Destroy on site when 2 years old. (N1-NU-98-6)

b. Voluntary Appellate Leave. Leave for Marine Corp
personnel awaiting the convening authority’s review of the
adjudged court martial findings and sentence which includes a
punitive discharge (enlisted) or dismissal (officers).

Destroy on site when 2 years old. (N1-NU-98-6)

¢. 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. (N1-NU-98-6)
SSIC 1070
PERSONNEL RECORDS

1. Navy Official Military Personnel 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. Records are
paper, microfiche, and/or electronic.

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 (master microfiche, numbers
1-6), enlisted (master microfiche, numbers 1E-4E), and
officer’s service jacket (Navy Officer’s Miscellaneous
Correspondence and Orders Jacket (NAVPERS 700), Officer’s



Selection Board Jacket (NAVPERS 701), and Officer’s Fitness
Reports Jacket (NAVPERS 996).

Transfer to:

Commander, Navy Personnel Command
PERS-4912

5722 Integrity Dr.

Millington, TN 38054

6 months after discharge, retirement, or death of service
member. PERS 4912 will forward to:

NPRC, Military Personnel Records (MPR)

1 Archives Drive

St. Louis, MO 63138

PERMANENT: Transfer to NARA 62 years after
separation of service member. (N1-330-04-1)

b. Computerized individual personnel records of all
military personnel in the active Navy, including the Officer
Master File, the Enlisted Master File, and the Officer Loss
File.

OMPF are PERMANENT and fall under one of the
following 7 subparagraphs and will be transferred to the
National Archives for retention:

1. PERMANENT: 62 years after the date of retirement to
the storage facility of the newest record within the block.
Applicable to pre-registry blocks. (N1-330-04-1)

2. PERMANENT: 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. (N1-330-04-1)

3. PERMANENT: 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. (N1-
330-04-1)

4. PERMANENT: 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. (N1-330-04-1)

5. Early Transfer.

a. PERMANENT. 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. (N1-330-04-
1)

b. PERMANENT. Selected OMPF records may be
transferred to the National Archives earlier than specified in
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the Disposition provisions above. If such records concern
Persons of Exceptional Prominence who have been deceased
for at least 10 years and about whom there is public interest.
The National Archives will consult with DoD and the Military
Service as to the appropriateness of such transfers and may
periodically submit to, or solicit from, DoD and the Military
Services SF 258 to effect these transfers. (N1-330-04-1)

6. PERMANENT. 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. (N1-330-
04-1)

7. PERMANENT. 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
1235.44, 46, 48, 50 (electronic records) or standards
applicable at that time. (N1-330-04-1)

NOTE: 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. (N1-330-04-1)

2. Navy Military Service Records maintained at the unit to
which the 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. (N1-NU-
86-1)

3. Marine Corps (MARCORPS) Official Military Personnel
File (OMPF). These records for officers and enlisted
personnel are maintained at Headquarters, Marine Corps
(HQMC). Combine with the Officer Qualification
Record/Service Record Book, as appropriate. Each file
contains pertinent history of the Marine from time of entry into
service until final separation.

NOTE: OMPFs prior to 1994 on Original Microfiche were
sent to NPRC, 111 Winnebago St, St. Louis, MO 63118.
Disposition SSIC 1070.1b applies. (N1-330-04-1)

a. 1994-1998 Diazo microfiche copy and the mixed mode
records.

Transfer to NPRC, 1 Archives Drive, St. Louis, MO
63138. PERMANENT: Apply SSIC 1070.1b. (N1-330-
04-1)

b. After 1999. Records are maintained within Optical
Digital Imaged Records Management System (ODI/RMS).



Combine with the Officer Qualification Record/Service
Record Book, as appropriate.

PERMANENT. Apply SSIC 1070.1b. (N1-330-04-1)

NOTE: The Military Service may destroy original electronic,
paper, and or microform OMPF documents/records after
verification that information has been converted to an
electronic format. Such verification may occur as a part of the
conversion processing to electronic format, e.g. during quality
assurance verification. (N1-330-04-1)

¢. Medical and Dental Records after 31 Jan 94
Apply SSIC 6150.1 (N1-330-01-02)

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.

a. Fleet Marine Forces.

(1) OOQR/SRB of Marines with obligated/
contractual service.

Forward original hardcopy records of OOR/SRB to
Mobilization Command (MOBCOM when the Marine
is separated from service or as otherwise directed by
MARCOR Orders.

Copies of the original hardcopy record of OOR/SRB
with obligated/contractual service are non-records and
may be destroyed upon verification of receipt by
MOBCOM.

(2) OOQR/SRB of retired Marines.

Transfer original hardcopy records of OQR/SRB to
HOMC (M&RA (MMSB)) per MARCOR Orders.
HOMC (M&RA (MMSB)) to apply SSIC 1070.3.

Copies of the original hardcopy record of OOR/SRB of
retired Marines are non-records and may be destroyed
upon verification of receipt by HOMC (M&RA
(MMSB)).

b. MOBCOM.

Upon receipt of OOR/SRB, scan and document records
in accordance with current NARA scanning and
electronic records management quidelines. Transfer
scanned records of OQOR/SRB to HOMC (M&RA
MMMSB)) per applicable MARCORPS instructions.
MOBCOM and HOMC conduct verification

procedures.

Destroy original hardcopy of OOR/SRB after
verification of data input and guality assurance.
HOMC (M&RA (MMSB)) to apply SSIC 1070.3 (N1-
330-04-1)

5. Temporary (Local) Personnel Files.

1n-1-7

SECNAV M-5210.1 (1% Revision)
January 2012

a. Temporary command files. Individual files,
alphabetical by name, established in accordance with
NAVMILPERSMAN 5030180 by commanding officers of
selected reserve units and CNAVRES for personnel signed to
them.

Retain on board. Destroy when the service member
transfers to another unit, is ordered to active duty, or is
detached from the unit or the cognizance of CNAVRES.
(N1-NU-86-1)

b. Other personnel files. Individual files, alphabetical by
name, maintained on service members by activities to which
they are attached.

Retain on board. Destroy when personnel are transferred,
separated, or when files are no longer needed, whichever
is earlier. (N1-NU-86-1)

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 Activities.

Destroy when 6 months old or upon acknowledgement of
receipt, whichever is earlier. (N1-NU-86-1)

b. Marine Corps Activities.
Destroy when 1 year old. (N1-NU-86-1)

7. Personnel Rosters, listings, cards, indexes and other similar
records of personnel stationed on board and maintained by
preparing unit. (Media Neutral)

Destroy/delete when superseded or obsolete. (N1-NU-07-
10)

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. (N1-NU-86-1)

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. (N1-NU-86-1)

10. Subsistence and Quarters Reports and Authorizations.
Files maintained by preparing and authorizing units.

a. Reports.
Destroy when 2 years old. (N1-NU-86-1)
b. Authorizations.

Retain on board. Destroy 1 year after termination of
authorization. (N1-NU-86-1)

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 1050.)



Retain on board. Destroy when 3 months old. (N1-NU-
86-1)

12. Physical Fitness, Strength, and Swimming Records. Files
maintained by preparing units.

a. Enlisted recruits files.

Destroy when 2 years old. (N1-NU-86-1)

b. All other files.

Destroy when 1 year old. (N1-NU-86-1)

13. Requests for Changes in Pay Status. Files maintained by
preparing units.

Destroy when 6 months old. (N1-NU-86-1)

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. (N1-NU-86-1)

15. Clothing Issue Records. Files maintained by activities to
which naval personnel are attached.

a. Reserve Personnel.
Destroy when 2 years old. (N1-NU-86-1)
b. All other personnel.

Retain on board. Destroy when purpose is served or when
entered in official personnel record, whichever is earlier.
(N1-NU-86-1)

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. (N1-NU-86-1)

(2) All other records.

Retain on board. Destroy when 5 years old. (N1-NU-86-
1

b. Try-on information.
Destroy when 6 months old. (N1-NU-86-1)

17. The Inactive Manpower and Personnel Management
Information System (IMAPMIS) maintains the official
automated personnel records for 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 receives data from it. In
addition, IMAPMIS provide Navy input to DOD Reserve
Component Common Personnel Data System (RCCPDS), it
provides vital input to Naval Reserve Drill Pay System
(NRDPS) at the Navy Finance Center, and it provides data to
various reserve decision — making support models.
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a. Inactive Officer Master File (IOMF) 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 National Archives
annually. (N1-NU-93-8)

(2) Systems documentation.

PERMANENT. Transfer a copy to National Archives
with master file transfer. (N1-NU-93-8)

b. Inactive Enlisted Master File (IOMF) 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 National Archives
annually. (N1-NU-93-8)

(2) Systems documentation.

PERMANENT. Transfer a copy to National Archives
with master file transfer. (N1-NU-93-8)

c¢. Inactive Activity Master File carries addresses, 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 National Archives
annually. (N1-NU-93-8)

(2) Systems documentation.

PERMANENT. Transfer a copy to National Archives
with master file transfer. (N1-NU-93-8)

NOTE: All transferring of master files and system
documentation will be done in accordance with 36 CFR
1235.44, 46, 48, 50 (electronic records).

d. Officer Attrition File carriers entire personnel records
for all Officers from the Navy Reserve or Fleet Reserve or for
Retired Navy Officers who are lost to Navy strength.

(1) Master file.

PERMANENT. On an annual basis, transfer to the
National Archives a copy of the file containing the records
of all officers lost to Navy strength during the past year.
(N1-NU-93-8)

(2) System documentation.

PERMANENT. Transfer a copy to National Archives
with master file transfer. (N1-NU-93-8)

(3) Tape version of records.

Maintain on tape a copy of the records of all Officer lost
to Navy strength during the past five years. Delete when
they are six years old. (N1-NU-93-8)



e. Enlisted attrition file carriers entire personnel records
for all enlisted personnel from the Navy Reserve or Fleet
Reserve or for Retired Navy Enlisted Personnel who are lost to
Navy strength.

(1) Master file.

PERMANENT. On an annual basis, transfer to the
National Archives a copy of the file containing the records
of all enlisted personnel lost to Navy strength during the
past year. (N1-NU-93-8)

(2) System documentation.

PERMANENT. Transfer a copy to National Archives
with master file transfer. (N1-NU-93-8)

(3) Tape version of records.

Maintain on tape a copy of the records of all enlisted
personnel lost to Navy strength during the past five years.
Delete when they are six years old. (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 1000.1.)

Apply SSIC 1000.2. (N1-NU-86-1)

2. Personnel Diary Reports. Messages used to report
personnel transactions to the Commanding Officer, Enlisted
Personnel Management Center (EPMAC), New Orleans, LA
70159 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. (N1-NU-86-1)
b. Preparing activities or reporting unit copies

Retain on board. Destroy when 2 years old or upon
disestablishment of activity, whichever is earlier. (N1-
NU-86-1)

3. Personnel Diaries and Personnel Transaction Summaries.
Original personnel diaries forwarded to EPMAC and monthly
personnel transactions produced by EPMAC.

a. EPMAC copies.

Retain until microfilmed and film is verified for accuracy
and completeness. (N1-NU-86-1)

b. Microfilm or microfiche mater negative maintained by
EPMAC and 1 positive copy.

(1) Silver negative and one diazo copy.

PERMANENT. Transfer to WNRC 6 months after
microfilming/microfiching. Transfer to NARA in 5 year
blocks when most recent record is 25 years old. (N1-NU-
90-5)

(2) Card indexes and other finding aids.
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PERMANENT. Transfer to NARA when all records to
which finding aids relate have been transferred. (N1-NU-
90-5)

c. Activities copies.

Destroy when 2 years old or upon disestablishment of
activity, whichever is later. (N1-NU-86-1)

d. All other copies.

Destroy when 6 months old or purpose is served,
whichever is later. (N1-NU-86-1)

4. Reports produced by Source Data System (SDS and SDSA)
Monthly Based on SDS/SDSA Events Transmitted to
NAVMILPERSCOM from Activities with Personnel
Accounting Responsibility for Active Duty Navy Personnel.

a. Activities copies

Destroy when 2 years old or upon disestablishment of
activity, whichever is earlier. (N1-NU-86-1)

5. Enlisted Strength Summaries

a. Master negatives of monthly Enlisted Distribution and
Verification Report (EDVR) Maintained by OPMAC. The
EDVR is a monthly statement of an activity’s personnel
account reflecting all individual assignments.

Transfer to WNRC on a quarterly basis. Destroy when 75
years old. (N1-NU-86-1)

b. Copies of activities enlisted strength summaries.

Destroy when 2 years old or upon disestablishment. (N1-
NU-86-1)

c. All other copies.
Destroy when purpose has been served. (N1-NU-86-1)

6. Marine Corps Unit Diaries (NAVMC 10793).
Chronological summary of all events happening in a Marine
Corps unit.

a. Original microfilmed unit diaries and 1 positive copy.
(1) Silver negative and one diazo copy.

PERMANENT. The Deputy Chief of Staff for Manpower
(Code MSRB) will transfer to WNRC after the film has
been verified. Transfer to National Archives in 5 year
blocks when most recent record is 25 years old. Records
will be filmed, inspected, and maintained in accordance
with 36 CFR 1238. (N1-NU-90-5)

(2) Card indexes and related finding aids.

PERMANENT. Transfer to National Archives when all
records to which finding aids relate have been transferred.
Records will be filmed, inspected, and maintained in
accordance with 36 CFR 1238. (N1-NU-90-5)

b. Microfilmed positive copies.

Retain on board. HQMC will retain one copy until no
longer needed and then destroy. A copy will be forwarded
to the Marine Corps Finance Center, Kansas City, MO.
(N1-NU-86-1)



¢. Marine Corps unit diary paper copies.

(1) Pink copy maintained by the preparing or reporting
units.

(a) Units deactivated.

Forward to the next senior command. Destroy when 1
year old. (N1-NU-86-1)

(b) Units not deactivated.
Destroy when 1 year old. (N1-NU-86-1)
(2) All other copies.

Retain on board. Destroy after expiration of related pay
cycle. (N1-NU-86-1)

7. Marine Corps Unit Transaction Registers, Pending
Transaction Registers, Statistical Analysis Reports, and
Command Unit Transaction Reports.

Destroy when 1 year old. (N1-NU-86-1)

8. Daily Availability Reports and Enlisted Availability Card.
Files used by naval stations to report available members
awaiting further assignment.

Destroy when 6 months old. (N1-NU-86-1)

9. Manpower Authorization (OPNAV 1000/2/3). Files
received by personnel accounting/manpower information
installations from COMNAVMILPERSCOM for data
recording purposes.

Retain on board. Destroy when superseded. .(N1-NU-86-
1)

10. 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. (N1-NU-86-1)

11. 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
COMNAVMILPERSCOM or 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 COMNAVMILPERSCOM.

a. Naval Activities.
Destroy when 6 months old. (N1-NU-86-1)

b. Marine Corps Activities’ recurring and non-recurring
reports.

Destroy when 3 months old. (N1-NU-86-1)
SSIC 1100-1199
RECRUITING RECORDS

SSIC 1100
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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. (N1-NU-86-1)

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

Destroy when 2 years old. (N1-NU-86-1)
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. (N1-NU-86-1)

2. Copies of Original Appointments to Commissioned Officer
Status in the Regular and Reserve Components of the Navy.

Destroy when 3 years old. (N1-NU-86-1)

3. Correspondence/Reports in support of the Hometown Area
Recruiting Program (HARP), Officer Hometown Area
Recruiting Program (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 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. (N1-NU-86-1)
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. (N1-NU-86-1)
2. Case Files Related to Specific Subjects.

Retain on board. Destroy when 5 years old or when no
longer needed for reference, whichever is earlier. (N1-
NU-86-1)

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. (N1-NU-86-1)

2. Case Files Related to Specific Subjects. Delayed Entry
Program (DEP), other service veteran recruiting, foreign
national recruiting, rating, etc.

Destroy when 5 years old or when no longer needed for
reference, whichever is earlier. (N1-NU-86-1)

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 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. (N1-NU-86-1)

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. (N1-NU-86-1)
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 in paper records.

Apply SSIC 1000.1. (N1-NU-86-1)
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b. All other files.
Destroy when 1 year old. (N1-NU-86-1)

2. All Other Recruiting Data Processing Records, such as
hardware, software, cards, etc.

Apply SSIC 5230. (N1-NU-86-1)
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. (N1-NU-86-1)
SSIC 1131
OFFICER RECRUITING RECORDS

1. Control Card Records and Summary Record Forms. Files
showing status of applications and their dispositions.

Retain on board. Destroy when applicant is commissioned
or 5 years after applicant is rejected, whichever is earlier.
(N1-NU-86-1)

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.

a. Birth certificates, transcripts of college credit, letters of
endorsement, and other material of value to the applicant.

Return to the applicant. (N1-NU-86-1)
b. All other documents.

Retain on board. Destroy after determination is made by
COMNAVCRUITCOM or CMC. (N1-NU-86-1)

3. Correspondence with Individual Applicants for
Commissions, Prospective Applicants, and Other Interested
Individuals. (Filed alphabetically by name.)

Destroy when 2 years old. (N1-NU-86-1)
4. Officer Recruitment Status and Production Reports.
Destroy when 6 months old. (N1-NU-86-1)
SSIC 1132
OFFICER RECALL 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. (N1-NU-86-1)
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. (N1-NU-86-1)

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. (N1-NU-86-1)

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.)

Cutoff 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. Records at an Active Recruiting Station.

Retain on board. Destroy when 5 years old. (N1-NU-86-
1)

b. Records from a 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. (N1-
NU-86-1)

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 his/her request.

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1136
RECRUITER TRAINING RECORDS
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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.
Destroy when 1 year old. (N1-NU-86-1)
b. Recruiters not removed from Recruiting Duty.

Retain on board. Destroy 4 years after tour completion.
(N1-NU-86-1)

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 closed. (N1-NU-92-10)
b. BUPERS Records.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

c. All other records.
Destroy when 2 years old. (N1-NU-86-1)
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 SSIC 1000.1.)

Apply SSIC 1000.2. (N1-NU-86-1)
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 item case file containing
sample items of a historical nature.

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

PERMANENT. Retire to Washington National Records
Center. Transfer to National Archives in 5 year blocks
when most recent publication is 20 years old. (N1-NU-
86-1)

(2) Photographic file, including color slides.

NOTE: Care must be taken when applying these dispositions.
Permanent records are included.

Apply SSIC 5291. (N1-NU-89-4)

b. All other correspondence.



Destroy when 2 years old. (N1-NU-86-1)
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. (N1-NU-86-1)
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. (N1-NU-86-1)
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. (N1-NU-86-1)
SSIC 1150
RECRUITING SUPPORT RECORDS

1. General Correspondence Files. Files relating to the overall
administration and management of recruiting support
programs. (Exclude primary program correspondence which
includes a copy of the Advertising Plan and the Advertising
Project Sheet which is filed under SSIC 1000.1.)

Apply SSIC 1000.2. (N1-NU-86-1)

2. Agency-Sponsored Video, motion picture, or other
audiovisual productions or material intended for public
distribution and recruiting purposes regardless of production
source.

a. Preprint materials, masters, originals, negatives, prints,
and dubbings.

NOTE: Care must be taken when applying these dispositions.
Permanent records are included.

PERMANENT: Apply SSIC 5291. (N1-NU-89-4)
b. Distribution copies.

Destroy when declared obsolete, replaced by program
manager, or purpose is served. (N1-NU-86-1)

SSIC 1162
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
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commands and government agencies relating to content of
presentation and resource materials.

Destroy when 2 years old. (N1-NU-86-1)

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.)

Retain on board. Destroy when 2 years old or when no
longer needed to maintain chain of continuity in member’s
file. (N1-NU-86-1)

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.

Retain on board. Destroy 2 years after active period of
membership. (N1-NU-86-1)

4. Presentation Scripts, Slides, and Publications. Materials
which constitute the expository and background resources of
the program.

a. Original file copies retained by program manager.

NOTE: Care must be taken when applying these dispositions.
Permanent records are included.

Retain on board. Transfer two sets of slides with script for
each old, new or updated presentation to the National
Archives. Continue to Transfer 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. (N1-NU-86-1)

b. All other copies.

Retain on board. Destroy when superseded or declared
obsolete by the Director, Sea Power Presentation Program.
(N1-NU-86-1)

5. Official Navy and DOD Requirements and Security
Reviews for Slide Presentations, Films, and Publications.

Retain on board. Destroy after declassification or
destruction of presentation, film or publication to which it
applies. (N1-NU-86-1)

SSIC 1153

RECRUITING SUPPORT 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 SSIC 1000.2. (N1-NU-86-1)
SSIC 1154
RECRUITING SUPPORT 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 pars. 5290-5299.)

Destroy when 2 years old. (N1-NU-86-1)

2. Still Photographic and Graphic Art Products. Materials,
which are acquired or prepared for use in recruiting.

a. Original copies of art work, art work for posters, still
photo projects and slide presentations retained by project
manager as well as two copies of each printed poster.

Transfer to the National Archives when 3 years old. (N1-
NU-86-1)

b. All others.

Retain on board. Destroy when purpose is served. (N1-
NU-86-1)

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. (N1-NU-86-1)

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.

NOTE: Care must be taken when applying these dispositions.
Permanent records are included.

Apply SSIC 5291. (N1-NU-89-4)

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. Preprint materials, masters, originals, negatives, prints,
dubbings.

NOTE: Care must be taken when applying these dispositions.
Permanent records are included.

Apply SSIC 5291. (N1-NU-89-4)
b. Distribution copies.

Destroy when declared obsolete, replaced by program
manager, or purpose is served. (N1-NU-86-1)

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
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displays. (Exclude primary program correspondence filed
under SSIC 1000.1).

Apply SSIC 1000.2. (N1-NU-86-1)
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. (N1-NU-86-1)

2. Campus Liaison Officer Records. Files showing history of
individual officers in the program.

Retain on board. 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. (N1-NU-86-1)

SSIC 1160
ENLISTMENTS AND EXTENSIONS RECORDS

1. Copies of Daily Reports of Enlistments and Inductions
(NAVMC 5022a-PD).

Destroy when 3 months old. (N1-NU-86-1)
SSIC 1170

SELECTIVE SERVICE, CONSCRIPTION, AND
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. (N1-NU-86-1)

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.

Retain on board. Destroy after qualification runs or check
listings are prepared. (N1-NU-86-1)

2. Qualification Runs or Check Listings. Items prepared from
selection punched cards.

Destroy when 1 year old. (N1-NU-86-1)
SSIC 1210-1219

OFFICER CLASSIFICATION AND DESIGNATION
RECORDS




The records in this 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. (N1-NU-86-1)

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. (N1-NU-86-1)

SSIC 1220
ENLISTED RECORDS

1. Classification Records. Files used for obtaining
qualification and classification data for individual enlisted
personnel.

Retain on board. Destroy after NAVPERS 1070/603 is
completed and filed in the enlisted service record (SSIC
1070.1). (N1-NU-86-1)

2. Enlisted Evaluation Worksheets.

Retain on board. Destroy after the enlisted evaluation
report is filed in the enlisted service record (SSIC 1070.1).
(N1-NU-86-1)

3. Enlisted Evaluation Reports.
a. Individual reenlists immediately after discharge.
Transfer to new service record. (N1-NU-86-1)
b. Individual is separated from the service.

Destroy after individual is separated from the service.
(N1-NU-86-1)

SSIC 1221

CLASSIFICATION CODES AND BILLET DESCRIPTIONS
RECORDS

1. General Correspondence Files.

Destroy when 2 years old or purpose is served, whichever
is earlier. (N1-NU-86-1)

2. Naval Enlisted Classification (NEC) Change
Recommendations. (Exclude copies, which become part of the
official service record.)

Destroy when 2 years old. (N1-NU-86-1)
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,
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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. (N1-NU-86-1)

SSIC 1230
TESTING AND INTERVIEWING RECORDS

1. Interviewers’ Appraisal Sheets.

Retain on board. Destroy after selection or non-selection
to program in which applied. (N1-NU-86-1)

2. Examination Answer or Score Sheets for Classification
Test.

Retain on board. Destroy 6 months after recorded in
enlisted service record. (N1-NU-86-1)

3. Reenlistment Interview Reports
a. Reenlistment Interview Sheet.

Retain on board. Destroy after separation or reenlistment
of individual interviewed. (N1-NU-86-1)

b. Career Counselor Record.

Retain on board. Destroy 6 months after separation or
release from active duty. (N1-NU-86-1)

SSIC 1231
OFFICER TESTING AND INTERVIEWING RECORDS

1. General Correspondence Files. General information on the
testing and interviewing of officer personnel for purposes of
classification and designation.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1236
ENLISTED TESTING AND INTERVIEWING RECORDS

1. General Correspondence Files. General information on the
testing and interviewing of enlisted personnel for purposes of
classification and designation.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1300-1399
ASSIGNMENT AND DISTRIBUTION RECORDS

SSIC 1300

GENERAL ASSIGNMENT AND DISTRIBUTION
RECORDS

1. Correspondence and Related Papers (Enlisted Personnel
Assignment Documents (EPADS), Standard Transfer Orders
(STO’s) and Speedletter Orders).

Destroy when 2 years old. (N1-NU-86-1)

2. Intra-Activity Assignment Records for Officer and Enlisted
Personnel



Destroy when 2 years old or when service member is
detached, whichever is earlier. (N1-NU-86-1)

3. Naval Reserve Assignment Orders. (Exclude official
copies filed in the officer service record.)

Retain on board. Destroy after assignment is terminated.
(N1-NU-86-1)

4. Marine Corps Strength and Distribution and Roster Reports.
Copies of reports, such as monthly reports of strength and
distribution, reports of commissioned and enlisted personnel,
and semi-monthly duty rosters of officer and enlisted
personnel.

Destroy when 1 year old. (N1-NU-86-1)

5. Marine Corp Reserve Order Writing System. This is the
computerized automated order writing system for the Marine
Corps Reserves (MARFORRES). It automates the order
writing process from the initial request for orders through the
final settlement of those orders and includes the capability to
track the orders throughout the process for Marine Corps
Reserve Personnel only. Also provides such tracking
information such as: Where the orders request is within the
routing process, how long it has been in each step within the
routing process, and who completed the action at each step
with the routing process.

a. Master files include but are not limited to personnel
information such as Name, Rank, SSN, Military Occupational
Specialty (MOS), Fund Approval, Military and DOD Per Diem
tables.

Close files annually at the end of the fiscal year.
Destroy/delete 5 years after the separation or discharge of
the service member. (N1-127-08-6)

b. Input consist of daily personnel feeds from the Marine
Corps Total Force System (MCTFS), DOD pay tables,
Defense Table of Official Distances (DTOD) Zip Code Tables.

Destroy when no longer needed for reference. (GRS
20.2b)

¢. Outputs consist of orders to personnel including by not
limited to Temporary Additional Duty (TAD), Permanent
Change of Duty Station (PCS), and Permissive Temporary
Additional Duty (PTAD).

Destroy when no longer needed for reference purposes.
(N1-127-08-6)

d. Ad hoc administrative and fiscal reports including but
not limited to Final Settlements, Error Records, Variance
Reports, Cancellation Reports, and Manual/Confirmation
Orders Reports.

Destroy when no longer needed for reference purposes.
(GRS 20.16)

SSIC 1301
OFFICER RECORDS

1. Copies of Officer Distribution Control Reports (NAVPERS
1301/5). The report shows active duty officer assignments, is
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prepared by the CHNAVPERS, and is furnished monthly to
activities.

a. Verified or corrected copies.
Destroy when 2 years old. (N1-NU-86-1)
b. All other copies.

Destroy after 1 month, when superseded, or when no
longer needed for reference, whichever is earliest. (N1-
NU-86-1)

SSIC 1306

ENLISTED ASSIGNMENT AND DISTRIBUTION
RECORDS

1. General Correspondence Files. General information on the
assignment and distribution of enlisted personnel.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

2. Enlisted Personnel Action/Duty Preference Forms.
(Exclude copies, which become part of the official service
record.)

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1320-1339
ORDERS TO PERSONNEL RECORDS

SSIC 1320
ORDERS TO PERSONNEL RECORDS

1. Officer and Enlisted Personnel. Transfer, duty, flight,
training, and other orders. (See SSIC 1900.2 for separation
orders and SSIC 1570.2 for reserve personnel training duty
orders.)

Destroy when 2 years old. (N1-NU-86-1)

2. Intra-Ship or Station Duty Orders and Detail Assignments
or Reassignments and Related Card, Log, Roster, or Other
Local Control Records.

Retain on board. Destroy when superseded, when
individual is transferred or when individual is reassigned,
whichever is earliest. (N1-NU-86-1)

3. Reassignment or Detachment Clearance Slips for Officer
and Enlisted Personnel.

Retain on board. Destroy 6 months after individual is
detached or reassigned. (N1-NU-86-1)

4. Records of Screening/Interviewing Guides used for
screening enlisted candidates for training/schooling.

a. Records of those chosen.

Destroy after arrival at independent duty, upon completion
of training/schooling, or final determination is made that
the individual will not be assigned to duty. (N1-NU-92-9)

b. Records of those not accepted or dropped from
training/schooling.

Destroy when 1 year old. (N1-NU-92-9)



SSIC 1330
PERSONNEL REQUESTS RECORDS

1. General Correspondence Files. General inquiries and
correspondence relating to requests for personnel actions filed
by military personnel.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1331
OFFICER REQUESTS RECORDS

1. General Correspondence Files. Documents and related
papers on personnel requests filed by officers.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

2. Application for Recall-Extended Active Duty. (Exclude
copies, which become part of the official service record filed
under SSIC 1070.1.)

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1336
ENLISTED REQUESTS RECORDS

1. General Correspondence Files. Documents and related
papers on personnel requests filed by enlisted personnel.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1400-1499
PROMOTION AND ADVANCEMENT RECORDS

SSIC 1400

GENERAL PROMOTION AND ADVANCEMENT
RECORDS

1. General Correspondence Files. Files relating to the
promotion and advancement of naval personnel. (Exclude
primary program correspondence filed under SSIC 1000.1).

Apply SSIC 1000.2. (N1-NU-86-1)

2. Recommendations for Promotions or Advancement in
Rating and Related Card or Other Progress Records

Retain on board. Destroy 6 months after promotion,
advancement or denial thereof. (N1-NU-86-1)

3. Screening Forms and Reports for Promoting or Advancing
Personnel.

Retain on board. Destroy 6 months after promotion,
advancement or denial thereof. (N1-NU-86-1)

4. Naval Examining Center Records
a. Statistical data.

Retain on board. Destroy when 5 years old. (N1-NU-86-
1)

b. Reports of Investigations. Reports other than district
intelligence offices studies that are to be returned to
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appropriate district intelligence offices upon completion of
requirements for studies.

Retain on board. Destroy when 5 years old. (N1-NU-86-
1

c¢. Cards and reports. Shipping trends reports and related
card or other records.

Destroy when 3 years old or when compilations are
prepared, whichever is earlier. (N1-NU-86-1)

d. Accounting summary reports of the Naval Examining
Center. Complete accountings for each examination series.
Include close-out reports (final accounting reports for
examination series), shipping cutoff reports (reports of
examinations shipped and number burned), and printers’
reconciliation statements (reports balancing receipts and
reorders against total shipped and burned).

Destroy when 2 years old or when compilations are
prepared, whichever is earlier. (N1-NU-86-1)

e. Summary compilations and reports of 1400.4c and
1400.4d

Retain on board. Destroy when 5 years old. (N1-NU-86-
1)

SSIC 1401
SELECTIONS RECORDS

1. General Correspondence Files. Correspondence generated
by selection process not specifically covered under SSIC 1400.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1402

SELECTION BOARDS’ RECORD OF PROCEEDINGS
RECORDS

1. Selection Boards Reports and Record Proceeding. Records
consist of convening orders, precept governing the board,
special instructions to the board issued by the Secretary of the
Navy, Chief of Naval Operations, Commandant of the Marine
Corp, or the Chief of Naval Personnel, list of officers
considered, list of officers recommended for promotion, and
the final report of the board. Exclude records on the individual
officers filed under SSIC 1402.2

Cutoff annually. Retire to WNRC when 4 years old.
Destroy when 75 years old. (N1-NU-92-11)

2. Information Concerning Individual Officers. All
information concerning individual officers, which is provided
to an active duty list promotion selection board for their
consideration in selecting officers for promotion. Records may
include copies of fitness reports, summaries of service, written
communications to the board by officers under consideration,
and similar documentation. Records may be in hard copy or
microform.

Destroy when 7 years old. (N1-NU-92-11)
SSIC 1410



REQUIREMENTS AND QUALIFICATIONS RECORDS

1. Requests to be Examined for Ratings, with
Recommendations.

Retain on board. Destroy 6 months after promotion,
advancement, or denial thereof. (N1-NU-86-1)

2. Requests for Examinations to Enter the Naval Academy
Preparatory School.

Destroy when | year old. (N1-NU-86-1)
3. Rosters of Grades made on Qualifying Examinations.
a. Rosters for Naval Academy entrance examinations.

Retain on board. Destroy when 5 years old. (N1-NU-86-
1)

b. Rosters for interim and other qualifying examinations.
Destroy when 1 year old. (N1-NU-86-1)

4. Examination Papers and Answer Sheets. (See SSIC 1531.4
for Naval Academy entrance tests. See also SSIC 1418.1 for
enlisted examination score sheets.)

Retain on board. Destroy 30 days after examination or
when graded or scored, provided grade or score has been
recorded on appropriate document. (N1-NU-86-1)

5. Physical Examination and Fitness Qualification Records.
(See also SSIC 6150.)

Apply SSIC 1070.12. (N1-NU-86-1)
SSIC 1412
OFFICER QUALIFICATIONS RECORDS

1. General Correspondence Files. Records which relate to the
internal operation and routine administration of officer
qualifications matters and which are not specifically listed
under SSIC 1410.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1414
ENLISTED QUALIFICATIONS RECORDS

1. General Correspondence Files. Records which relate to the
internal operation and routine administration of enlisted
qualifications matters and which are not specifically listed
under SSIC 1410.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

2. Personnel Advancement Requirement (PAR). (Exclude
copies, which become part of the official service record filed
under SSIC 1070.1.)

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1416
OFFICER EXAMINATIONS RECORDS
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1. General Correspondence Files. Correspondence relating to
officer examinations not specifically filed under SSIC 1410.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1418
ENLISTED EXAMINATIONS RECORDS

1. Enlisted Examination Score Sheets.

Retain on board. Destroy after scoring or other processing
actions have been completed and the score has been
recorded on service record book pages or other
appropriate record. (N1-NU-86-1)

2. Classification Testing Records.

Retain on board. Destroy 6 months after recorded in
enlisted service record filed under SSIC 1070.1. (N1-NU-
86-1)

3. Recruit Training Test Records.
Apply SSIC 1510. (N1-NU-86-1)

4. Other Enlisted Students’ Examination Papers or Answer
Sheets to Examination Papers.

Retain on board. Destroy 30 days after examination or
when graded or scored, provided grade or score has been
recorded on appropriate document. (N1-NU-86-1)

SSIC 1420
PROMOTIONS RECORDS

1. General Correspondence Files relating to the Promotion of
Officers on Active Duty. Files include the review of
applications because of removal or failure of selection, replies
to individual letters regarding nonselection, correspondence
with various naval activities, endorsement letters to selection
boards, officers slated for promotion, and other similar matters.

Destroy when 2 years old. (N1-NU-86-1)

2. Selection Boards Reports and Record of Proceeding. Files
consist of originals of precepts convening the selection boards
and originals of the reports of the proceedings initiated by the
CMC, CHNAVPERS, and COMNAVMILPERSCOM, and
retained by Office of the JAG.

Cutoff annually. Transfer to WNRC when 4 years old.
Destroy when 75 years old. (N1-NU-86-1)

SSIC 1421
TEMPORARY PROMOTIONS RECORDS

1. Officer’s Promotion History Records. Navy officer’s
precedence record, maintained by NAVMILPERSCOM,
provides a record of temporary promotion of officers.

a. Regular Naval Officers who are retired from Active
Duty or revert to Enlisted Status.

Retain on board. Destroy when 5 years old. (N1-NU-86-
1



b. Naval Reserve Officers on inactive duty or Regular
Navy Officers, who are discharged, dismissed or resign their
commission.

Transfer to NPRC (MPR),

1 Archives Drive
St. Louis, MO 63138,

when 10 years old. Destroy when 35 years old. (N1-NU-
86-1)

c¢. Officers precedence records.
(1) Paper copies.

Retain on board. Destroy when microfilmed and film is
verified for accuracy and completeness. (N1-NU-86-1)

(2) Master microfilm negatives of officer precedence
record.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

2. Temporary Appointments for Active Duty and Inactive
Duty Personnel.

a. Originals.

Forward to COMNAVMILPERSCOM. Destroy when
microfilmed and film is verified for accuracy and
completeness. (N1-NU-86-1)

b. Microfilm master negatives retained by NMPC.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

c. Copies submitted (in lieu of certain pay record order
vouchers) to disbursing officer servicing the reporting activity.

See SSIC 7220.1. (N1-NU-86-1)
d. Local service record copy.
Retain with service record. (N1-NU-86-1)
e. Preparing activity’s copy.
Destroy when 2 years old. (N1-NU-86-1)
SSIC 1426
PERMANENT PROMOTION RECORDS

1. Officer Promotions History Record. Navy officer’s
precedence record, maintained by NAVMILPERSCOM,
provides a record of permanent promotion of officers.

Apply SSIC 1421.1. (N1-NU-86-1)

2. Acceptances and Oath of Office for Active Duty and
Inactive Duty Officers.

a. Original copy.
Retained by the appointee. (N1-NU-86-1)
b. NMPC Copy.
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Retain on board. Destroy when microfilmed and film is
verified for accuracy and completeness. (N1-NU-86-1)

¢. Microfilm master negatives of copy maintained by
CHNAVPERS.

Retain on board. Destroy 5 years after individual is
released from active duty, discharged, or retired,
whichever is earliest. (N1-NU-86-1)

d. Preparing activities copies.
Destroy when 2 years old. (N1-NU-86-1)
SSIC 1427
RANK AND PRECEDENCE RECORDS

1. Officer Promotion History Record. Officer Precedence
Record (NAVPERS 1430/3) maintained by
NAVMILPERSCOM provides a chronological record of
regular and reserve officers rank and precedence.

Apply SSIC 1421.1. (N1-NU-86-1)
SSIC 1430
ADVANCEMENTS IN RATE OR RATING RECORDS

1. General Correspondence Files Relating to Advancements of
Recruits.

Destroy when 1 year old. (N1-NU-86-1)

2. Requests to be Examined for Rating, with
Recommendations.

Retain on board. Destroy 6 months after promotion,
advancement, or denial thereof. (N1-NU-86-1)

3. Reports of Examination for Advancement or Change in
Rating.

Retain on board. Destroy 6 months after promotion,
advancement, or denial thereof. (N1-NU-86-1)

SSIC 1440
CHANGES IN RANK, RATE, OR RATING RECORDS

1. General Correspondence Files Relating To Changes in
Rank, Rate, or Rating.

Destroy when 1 year old. (N1-NU-86-1)

2. Requests for Changes in Rank, Rate, or Rating with
Recommendations, Endorsements, and Attachments Thereto.

Destroy when 2 years old. (N1-NU-86-1)

3. Replies to and/or Reports on Requests for Changes in Rank,
Rate, or Rating.

Destroy when 2 years old. (N1-NU-86-1)
4. Appeals relating to Reductions in Rank, Rate, or Rating.
Destroy when 2 years old. (N1-NU-86-1)
SSIC 1450
REDUCTIONS IN RANK, RATE, OR RATING RECORDS

Apply SSIC 1440. (N1-NU-86-1)



SSIC 1500-1599
TRAINING AND EDUCATION RECORDS

SSIC 1500
GENERAL TRAINING AND EDUCATION RECORDS

1. Primary Program Records. Records relating to the overall
organization, development, policy, planning, management and
administration of military personnel training and education
programs, including the establishment, approval, and revision
of courses and curricula, the evaluation of methods and results
of instruction. Included are Naval Education and Training
Command (NETC) central subject correspondence files, other
NETC official files, NETC Instructions and Directives case
files, the Secretary of the Navy’s Advisory Board on
Education and Training (SABET) Files created by the
principal Civilian Advisor on Education and Training, NROTC
subject files, program managers or division directors subject
reference files containing memoranda, minutes, etc., not
captured in the NETC central subject files. Also included are
school publications and overall statistical data. Records are
accumulated by the NETC, NMPC, HQMC, and by individual
schools and training institutions. (See also SSIC 1552.1a,
Primary Program Training Publications.) (Exclude records of
the Naval War College, the Armed Forces Staff College, and
the Naval Academy covered under SSICs 1500.10a, 1520, and
1531)

PERMANENT. Transfer to FRC when no longer required
for research or reference. Transfer to NARA when 20
years old. (N1-NU-86-1)

2. Administrative Records. Records relating to the day-to-day
administration and operation of educational and training
institutions. Included are syllabi, lesson plans, instructional
material, class lists and rosters, schedules, correspondence with
or about individual personnel, instructors’ reports, attrition
reports, and other records. Records are accumulated primarily
at individual schools and training institutions. (Exclude
records of the Naval War College, the Armed Forces Staff
College, and the Naval Academy.)

Retain on board. Destroy when superseded, obsolete, or
no longer needed for reference, except for course materials
accumulated by the Marine Corps Institute relating to
correspondence courses which should be retired to nearest
FRC 4 years after supersession and destroyed 10 years
after transfer to FRC. (N1-NU-86-1)

3. Periodic Reports of Educational Services Functions. (See
also SSIC 1560.1.)

Destroy when 2 years old. (N1-NU-86-1)
4. Attendance Records for Individual Courses.

Retain on board. Destroy after completion of training
course. (N1-NU-86-1)

5. Monthly Reports of Students on Board.
Destroy when 1 year old. (N1-NU-86-1)

6. Daily Operations Sheets, Logs, or Other Records used as
Office Aids for Local Purposes Only.
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Destroy when 1 year old, upon separation or transfer of
individual, or after completion of training courses,
whichever is earlier. (N1-NU-86-1)

7. Enrollment and Progress Records. Files pertaining to
individual students including training (case) folders for
individual students when used. Consist of records
documenting individual student’s progress and related material
such as enrollment and disenrollment papers, biographical
data, records of past service or assignments, reports of
unauthorized absences, instructors’ remarks, copies of
authorizations for training duty, conduct and minor
disciplinary reports from academic authorities concerning
failings, and other records used for local purposes only.
(Exclude student’s official record cards showing grades and
completion of courses covered in SSIC 1500.9.)

Retain on board. Destroy after completion of training,
transfer, or discharge provided required data has been
recorded in individual’s service record or on student’s
record card. (N1-NU-86-1)

8. Applications or Request for Enrollment in Training Courses
or Schools. (Exclude those covered in SSIC 1500.7.)

Destroy when 1 year old or action is completed,
whichever is earlier. (N1-NU-86-1)

9. Student’s Examination Records.

a. Student’s examination papers or answer sheets to
examination papers. (See also pars. 1418 and 1510.3a.)

Destroy when 1 month old, graded and grades have been
recorded on student’s official record cards, or at the
expiration of the class, whichever is earlier. (N1-NU-86-
1)

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

Destroy when recorded or summarized in recorded term or
course graded, as appropriate. (N1-NU-86-1)

10. Graduation Reports, Class Standings, or Academic Grade
Rosters. Lists or other records showing grades made on
examination and/or class standings.

a. Records of the Naval War College (NAVWARCOL),
Armed Forces War College (AFWC), and the Armed Forces
Staff College (AFSC). (Naval Academy records see SSIC
1531.2)

PERMANENT. Transfer to WNRC when no longer
needed for local reference. Transfer to NARA 20 years
after transfer. (N1-NU-86-1)

b. All other records.

Destroy when 1 year old or information has been recorded
in student’s official record, whichever is earlier. (N1-NU-
86-1)

11. Regular and Reserve Training Program Reports. Files and
related papers that are not specifically covered by other

authorizations in this chapter. Include training program reports
such as Navy and Marine Corps air program summary reports.



a. Summary or composite reports. One copy of each
report prepared by NETC, CNAVRES, or other major training
commands.

Retain on board. Destroy when no longer needed for
reference. (N1-NU-86-1)

b. All other reports. Include copies of reports submitted
to higher authority.

Destroy when 2 years old. (N1-NU-86-1)

12. Annual Return of Books by ROTC and Regular Officer
Students.

Destroy when 1 year old. (N1-NU-86-1)

13. Questionnaires or Similar Records. Correspondence,
forms, and related papers completed by students or others for
evaluating program courses or schools.

Destroy when 1 year old or when data becomes obsolete
as result of summarization or other utilization for
statistical or other training purposes, whichever is earlier.
(N1-NU-86-1)

14. Flight Training Reports submitted to the Chief of Naval
Air Training (CNATRA).

a. Flight Training Reports. Files containing data such as
student input, attrition, completion, instructor and aircraft
availability, and flight hour data summary reports containing
data relating to personnel categories, aircraft hours flown,
aircraft in custody, and utilization of training facilities.

Destroy when 2 years old. (N1-NU-86-1)

b. Summary Flight Training Reports. Files prepared and
maintained by CNATRA from training activities.

Retain on board. Destroy when no longer required for
research or reference. (N1-NU-86-1)

15. Local (Card or Other) Records of applications for courses
(such as correspondence courses) or other training.

a. Records of application for marine corps institute
correspondence courses.

(1) Marine Corps Institute records.

Retain on board. Destroy when purpose is served. (N1-
NU-86-1)

(2) Other activity’s records.
Destroy when 3 years old. (N1-NU-86-1)
b. Application for other courses.

Destroy when 6 months old or purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1510
ENLISTED TRAINING RECORDS

1. General Correspondence Records. Files relating to training

of enlisted recruits and recruit training reports not specifically
covered by other authorizations in this chapter. (Exclude
primary program records covered in SSIC 1500.1.)
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Destroy when 2 years old. (N1-NU-86-1)
2. Recruit Training Records.

a. Forming data of recruit companies. Data include
company rosters, recruit company logs, instructors’ logs, and
records of required subjects.

Destroy when 1 year old. (N1-NU-86-1)

b. General correspondence files. Files relating to
examining for advancement in rating, applications for
commissions, or educational courses.

Destroy when 1 year old. (N1-NU-86-1)
3. Test Records.
a. Answer sheets of selection tests and test musters.

Destroy when 6 months old, provided scoring and other
processing actions have been completed. (N1-NU-86-1)

b. Reports of administration of recruit training
examinations.

Destroy when 6 months old. (N1-NU-86-1)

c¢. Physical Fitness, Strength, and Swimming Test
Records. (See also SSIC 1070.12.)

(1) Enlisted recruits’ records.

Destroy when 2 years old. (N1-NU-86-1)
(2) All other records.

Destroy when 1 year old. (N1-NU-86-1)

4. In-Service Training Program Records. General
correspondence files and related records pertaining to
in-service training for enlisted personnel.

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1511

NUCLEAR POWER TRAINING (SUB) RECORDS -
ENLISTED

1. Primary Program Records.

a. Primary program records. Files and other records
maintained to document overall policy, plans, management,
organization, procedural development, and accomplishment of
these programs, whether final format is paper, magnetic tape,
or other.

PERMANENT. See SSIC 1000.1. (Master copies of
Machine-readable records must conform to standards set
by NARA.) (N1-NU-86-1)

b. Reference copies.

Retain on board. Destroy when 10 years old. (N1-NU-
86-1)

2. General Correspondence. Records relating to the routine,
day-to-day administration and operation of these programs.

Destroy when 2 years old or when no longer needed,
whichever is sooner. (N1-NU-86-1)



SSIC 1512

NUCLEAR POWER TRAINING (SURFACE) RECORDS -
ENLISTED

1. Primary Program Records.

a. Primary program records. Files and other records
maintained to document overall policy, plans, management,
organization, procedural development, and accomplishment of
these programs, whether final format is paper, magnetic tape,
or other.

PERMANENT. See SSIC 1000.1. (Master copies of
machine-readable records must conform to standards set
by NARA.) (N1-NU-86-1)

b. Reference copies.

Retain on board. Destroy when 10 years old. (N1-NU-
86-1)

2. General Correspondence. Records relating to the routine,
day-to-day administration and operation of these programs.

a. Housekeeping Records.

Destroy when 2 years old or when no longer needed,
whichever is sooner. (N1-NU-86-1)

SSIC 1513
RECRUIT TRAINING RECORDS

1. Forming Data of Recruit Companies. Data includes
company rosters, recruit company logs, instructors’ logs, and
records of required subjects completed.

Destroy when 1 year old. (N1-NU-86-1)

2. General Correspondence Files. Files relating to examining
recruits for advancement in rating, applications for
commissions, or educational courses and schools.

Destroy when 1 year old. (N1-NU-86-1)
SSIC 1514
RATING TRAINING RECORDS

1. General Correspondence Files.

Destroy when 1 year old or no longer needed, whichever
is earlier. (N1-NU-86-1)

SSIC 1520
OFFICER TRAINING RECORDS AND EDUCATION

1. Activities” General Correspondence Files relating to Officer
Training. (Exclude primary program correspondence records
filed under 1500.1.)

Apply SSIC 1500.2. (N1-NU-86-1)
2. Armed Forces Staff College (AFSC) Records.

a. Naval Advisory Records. Files reflecting Navy’s
advisory role in the organizational history of the AFSC.
General policy agreements, copies of Joint Chiefs of Staff
(JCS) Memoranda, organization charts, and other similar
papers.
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PERMANENT. Transfer to FRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-86-1)

b. Primary program records. Files pertaining to the
primary mission and overall management of the AFSC.
Include one copy of comprehensive annual reports of the
AFSC covering all phases of its organization and operation
(original is sent to the JCS with copies to the Secretary of
Defense and the Secretaries of the Navy, Army, and Air
Force).

PERMANENT. Transfer to FRC when 2 years old.
Transfer to NARA when 20 years old. (N1-NU-86-1)

¢. Records of AFSC Students’ past services and duty
assignments prior to reporting to the AFSC

Retain on board. Destroy after graduation of student.
(N1-NU-86-1)

d. Theses of AFSC Students.

(1) Theses selected by the facility of the AFSC for
exceptional information or educational values.

DO NOT DESTROY. Disposition is NOT authorized.
(2) All others.

Retain on board. Destroy when obsolete or no longer
needed, whichever is earlier. (N1-NU-86-1)

e. Other AFSC Records.

Apply pertinent subject matter instructions throughout this
manual. (N1-NU-86-1)

3. Naval War College (NAVWARCOL) Records.

a. Primary program records. Files that reflect the overall
management and organization of the NAVWARCOL, and the
planning, procedural development, progress, and significant
accomplishments of its academic and naval personnel training
programs.

PERMANENT. Cutoff and transfer to FRC when files
become inactive. Transfer to NARA when 20 years old.
(N1-NU-86-1)

b. Official Student Record Cards of officers under
instruction at the NAVWARCOL.

Apply SSIC 1500.10a. (N1-NU-86-1)

¢. Department logs and graduate disenrollment logs. Logs
retained by the NAVWARCOL to reply to routine inquiries
requested from the Center of Continuing Education to compile
statistical reports.

Retain on board. Destroy when no longer required for the
NAVWARCOL’s mission. (N1-NU-86-1)

d. NAVWARCOL Lectures.
DO NOT DESTROY. Disposition is NOT authorized.

e. Individual Student Jackets. Case files for each
NAVWARCOL graduate and disenrollee.

Apply SSIC 1520.3¢. (N1-NU-86-1)



f. Technical intelligence files of the NAVWARCOL.
DO NOT DESTROY. Disposition is NOT authorized.

g. Class (Course Instruction) Records. Files include
presentations, conference reports, records regarding class
problems, and related records prepared by the NAVWARCOL
to fulfill its mission.

Retain on board. Destroy when no longer needed. (N1-
NU-86-1)

h. Other NAVWARCOL Records.

Apply pertinent subject matter instructions throughout this
manual. (N1-NU-86-1)

SSIC 1521

JOINT AND ADVANCED TRAINING RECORDS -
OFFICER

1. General Correspondence and Other Documents. Files
relating to curricula planning and changes in curricula; student
quota records, reports such as student and instructor reports,
attrition, and progress reports relating to the internal operations
and administration. (Exclude primary program records filed
under 1500.1.)

Apply SSIC 1000.2. (N1-NU-86-1)
SSIC 1522

NUCLEAR POWER TRAINING (SUB) RECORDS -
OFFICER

1. Primary Program Records. Files and other records
maintained to document overall policy, plans, management,
organization, procedural development, and accomplishment of
these programs, whether final format is paper, magnetic tape,
or other.

PERMANENT. See SSIC 1000.1 (Master copies of
machine readable records must conform to standards set
by NARA.) (N1-NU-86-1)

2. General Correspondence. Records relating to the routine,
day-to-day administration and operation of these programs.

a. Housekeeping records.

Destroy when 2 years old or when no longer needed,
whichever is sooner. (N1-NU-86-1)

b. Reference copies.

Retain on board. Destroy when 10 years old. (N1-NU-
86-1)

SSIC 1523

NUCLEAR POWER TRAINING (SURFACE) RECORDS -
OFFICER

1. Primary Program Records. Files and other records
maintained to document overall policy, plans, management,
organization, procedural development, and accomplishment of
these programs, whether final format is paper, magnetic tape,
or other.
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PERMANENT. See SSIC 1000.1. (Master copies of
machine-readable records must conform to standards set
by NARA.) (N1-NU-86-1)

2. General Correspondence. Records relating to the routine,
day-to-day administration and operation of these programs.

a. Housekeeping records.

Destroy when 2 years old or no longer needed, whichever
is sooner. (N1-NU-86-1)

b. Reference copies.

Retain on board. Destroy when 10 years old. (N1-NU-
86-1)

SSIC 1524
GRADUATE EDUCATION

1. Marine Corps University Student Individual Research
Papers from Command and Staff College, Amphibious
Warfare School, School of Advanced Warfighting, and
Command and Control System School.

Destroy when 20 years old or no longer needed for
research and reference whichever is later. (N1-127-01-1)

2. Electronic Mail and Word Processing System Copies.

a. Copies that have no further administration value after
the recordkeeping copy is made. Includes copies maintained
by individuals in personal files, personal electronic mail
directories, or other personal directories on hard disk or
network drives, and copies on shared network drives that are
used only to produce the recordkeeping copy.

Destroy/delete within 180 days after recordkeeping copy
has been produced. (N1-127-01-1)

b. Copies used for dissemination, revision, or updating
that are maintained in addition to the recordkeeping copy.

Destroy/delete when dissemination, revision, or updating
is completed. (N1-127-01-1)

SSIC 1530
OFFICER CANDIDATE TRAINING RECORDS

1. Primary Program Records. Files reflecting the overall
management and organization of the programs and the
planning, procedural development, progress, and significant
accomplishments of the academic and training programs and
graduation reports and class standing roster.

PERMANENT. Apply pars. 1000.1 and 1500.1. (N1-
NU-86-1)

2. General Correspondence Files. Files and other records
relating to the routine administration and housekeeping
operations of the various programs.

a. Routine matters.
Destroy when 2 years old. (N1-NU-86-1)

b. Non-routine matters.



Retain on board. Destroy when 4 years old. (N1-NU-86-
1)

3. Applications to Enter Programs.
Destroy when 1 year old. (N1-NU-86-1)
4. Other Program Records.

Apply appropriate subject matter instructions throughout
this manual. (N1-NU-86-1)

SSIC 1531
NAVAL ACADEMY RECORDS

1. Primary Program Records. Records relating to the overall
organization, development, management, and administration of
the Naval Academy, including the education and training of
midshipmen. Also included are school publications and
midshipmen activities.

PERMANENT. Transfer to U.S. Naval Academy
Archives when no longer needed for current Academy
business. (N1-NU-86-1)

2. Administrative Records. Records relating to the day-to-day
administration and operation of the Naval Academy. Included
are entrance examinations, placement and aptitude tests, and
other records, class lists and rosters, schedules, correspondence
with or about individuals, instructors’ reports, attrition reports,
and other records.

Retain on board. Destroy when superseded, obsolete, or
no longer needed for reference. (N1-NU-86-1)

3. Midshipman Personnel Jackets. Records accumulated by
the Registrar’s Office pertaining to individual midshipmen.
Included are activities’ records, oaths of office, applications for
admission, and related papers.

a. Original paper records.

Retain on board. Microfilm following standards set forth
in 36 CFR 1238. Destroy 2 years after verification of
microfilm. (N1-405-87-1)

b. Microfilm copies.

PERMANENT. Transfer to U.S. Naval Academy
Archives on verification of microfilm. (N1-405-87-1)

4. Machine Readable Midshipman Records

a. Data bases maintained by the Registrar, Commandant
or other offices consisting of data for transcripts, class grade
files, admission files, and other similar files.

PERMANENT. Transfer copies of the machine-readable
files for a given class, together with pertinent
documentation, to the National Archives 3 years after the
class graduates (e.g., Class of 1987 in the summer of
1990). (N1-NU-86-1)

b. GMATRIX. Database maintained by the Registrar and
including graduates and non-graduates.

PERMANENT. Transfer copies of the machine-readable
files for a given class, together with pertinent
documentation, to the National Archives 3 years after the
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class graduates (e.g., Class of 1987 in the summer of
1990). (N1-NU-86-1)

5. Other Naval Academy Records.

Apply pertinent subject matter instructions throughout this
manual. (N1-NU-86-1)

SSIC 1532
AVIATION CADET (AVCAD) RECORDS

1. General Correspondence Files. Files relating to the
operation and administration of the AVCAD program.
(Exclude primary program correspondence filed under 1000.1
and 1500.1.)

Apply SSIC 1000.2. (N1-NU-86-1)
2. Individual Aviation Training Jackets (ATJ).
Apply SSIC 1542. (N1-NU-86-1)
SSIC 1533

RESERVE OFFICER TRAINING CORPS (ROTC)
RECORDS

1. General Correspondence Files. Files relating to the
operation and administration of ROTC units and trainee
personnel. Include correspondence with other ROTCs, copies
of statistical and status or progress reports submitted to higher
authority and instructor reports. (Exclude records in SSIC
1533.2)

Destroy when 2 years old. (N1-NU-86-1)

2. Summary of Academic Faculty Records or Reports. Files
that document the history of the ROTC program at any
particular installation, including one copy of school
publications and school rosters or graduation reports listing all
graduates who are commissioned (such as class standing of
ROTC students commissioned).

Apply SSIC 1500.1. (N1-NU-86-1)

3. Individual Student Official Record Cards (Or Forms) or
Transcripts or Statements or Academic Records. Must contain
information about courses attended, length of courses, whether
or not completed, (if completed), and pertinent remarks, such
as reason for disenrollment or failure to complete courses.

Upon transfer of individual from one ROTC unit to
another, a copy of the student’s individual records must be
submitted to the ROTC unit to which transfer is made.
(N1-NU-86-1)

a. Officers Commissioned.
DO NOT DESTROY. Disposition is NOT authorized.
b. Officers not commissioned.

Cutoff and transfer to NPRC (MPR) 6 months after
completion of training or disenroliment. Destroy 5 years
after cut-off. (N1-NU-86-1)

4. Individual ROTC Student Folders. Case files comprising
records maintained by individual units and accumulated during
the course of student’s enrollment. Include enroliment and



progress records (such as questionnaires, endorsements, cruise
records, applications for extensions of time to complete
academic requirements; clothing requisitions and related
papers; reports of substitutions of college courses for ROTC
courses; transfer approvals between ROTC units; unauthorized
absence reports); disenrollment records; commissioning
records; and other similar records and related correspondence.
(Exclude documents to be filed in official service record
folders upon commissioning and copies of documents
forwarded to and maintained by the Department of the Navy or
other authorities specified under current instructions for ROTC
administration and training.)

Destroy 6 months after individual is disenrolled,
completes training, is transferred, or is commissioned.
(N1-NU-86-1)

SSIC 1534
MERCHANT MARINE AND MARITIME RECORDS

1. Student Performance Records.

Retain on board. Destroy 3 years after student graduates.
(N1-NU-86-1)

SSIC 1540
FUNCTIONAL TRAINING RECORDS

1. Headquarters, CNATRA Records. General correspondence
files. (Exclude primary program records covered in pars.
1000.1 and 1500.1.)

Apply pars. 1000.2 and 1500.2. (N1-NU-86-1)
SSIC 1541
FLEET TRAINING RECORDS

1. Fleet Training Records. (Include those of fleet training
centers.)

a. General correspondence files.
Apply SSIC 1500.2. (N1-NU-86-1)
b. Other records.

Apply pertinent subject matter material throughout this
manual. (N1-NU-86-1)

SSIC 1542
FLIGHT TRAINING RECORDS (RESERVED)

SSIC 1543
EQUIPMENT AND SYSTEMS TRAINING

1. Performance and Certification Records for equipment and
systems requiring mandatory training and periodic
recertification.

Retain on board. Destroy when 3 years old. (N1-NU-86-
1

SSIC 1550

INSTRUCTION COURSES AND TRAINING MATERIALS
RECORDS

111-1-25

SECNAV M-5210.1 (1% Revision)
January 2012

1. Activities Training Materials. Files include syllabic and
technical instructional (course or other) material. (Other than
program material covered in SSIC 1500.1.) (See also SSIC
10170.)

Retain on board. Destroy when superseded, canceled, or
no longer needed for training purposes, as research
material, or for reference in developing future training
courses, whichever is earliest. (N1-NU-86-1)

SSIC 1551

TRAINING FILMS, AIDS, AND SPECIAL DEVICES
RECORDS

I. Training Films.

a. Originators’ master negative film. Color original plus
separate optical sound track, intermediate master positive or
duplicate negative plus optical sound track, and sound
projection print or video recording.

PERMANENT. Transfer to:

Defense Imagery Management Operations Center
Attn: Motion Media Records Center

23755 Z Street Bldg 2730

Riverside CA. 92581-2717
http://www.dodmedia.osd.mil

when copy is made. Transfer to NARA 20 years after
transfer. (N1-NU-86-1)

b. All other copies.

Retain on board. Destroy when obsolete or no longer
usable, whichever is earlier. (N1-NU-86-1)

2. Records Relating to Procurement, Custody, Distribution,
Utilization, and Disposition of Training Aids. Files include
those at training aids centers and related card records.

a. Training aids still outstanding files.

Retain on board. Destroy when 2 years old or training aid
is returned, whichever is later. (N1-NU-86-1)

b. All other files.
Destroy when 2 years old. (N1-NU-86-1)

3. Surplus Copies of Training Aids and Technical
Instructional Material. (See also SSIC 5290.)

Retain on board. Dispose of according to the latest
instructions from BUPERS (Training Division), CMC, or
other cognizant authority. (N1-NU-86-1)

SSIC 1552
TRAINING PUBLICATIONS RECORDS

1. All Navy Training Publications and Manuals.
a. Master copies of originating activity.

PERMANENT. Forward one copy of each to FRC when
no longer needed for frequent reference. Transfer to
NARA in 5-year blocks when 20 - 25 years old. (Naval
Education and Training Program Development and



Technology Center (NETPDTC) will forward a copy of
each new training manual and correspondence course to
the NETC administrative services director for retirement
to FRC.) (N1-NU-86-1)

b. All other copies.

Destroy when canceled or no longer required. (Return
current usable copies to nearest publications supply
office.) (N1-NU-86-1)

2. Records relating to Preparation, Procurement, and
Distribution of Training Publications.

Apply SSIC 5600. (N1-NU-86-1)

3. Naval Education and Training Program Management
Support Activity (NETPDTC) Publications Records.

a. General correspondence files. Files of the Officer in
Charge, Navy Training Publications Center. (Exclude primary
program records covered in SSIC 1500.1.)

Apply pars. 1500.2 and 1500.3. (N1-NU-86-1)

b. Planning files. Correspondence relating to the planning
and development of courses and publications (including
manuals) prepared by the Center. Contains official
correspondence on the preparation or publication of a text or
manual, including recommendations and comments and papers
on related costs and technical matters.

Transfer to nearest FRC when 5 years old. Destroy when
10 years old. (N1-NU-86-1)

¢. Continuous bilge or review files. Background
information collected by writers preparing new or revised text
of manuals, including correspondence, records of contacts, or
other sources of material, locations of available reference
documents, writers’ notes, and other similar material.

Destroy 6 months after text of manual is published. (N1-
NU-86-1)

d. Art morgue and illustrations files. Original
illustrations, drawings, photographs, negatives and glossy
prints, clippings, and related materials used as illustrations in
texts and manuals and related locator cards.

Retain on board. Destroy when obsolete or superseded.
(N1-NU-86-1)

e. lllustration correspondance files. Correspondence and
related papers pertaining to artwork to be used in publications.
Include flow sheets, work sheets of deleted materials, sources,
and lists of illustrations, copies of copyright permission letters,
and other related or similar records.

Destroy when 6 months old. (N1-NU-86-1)

f. Other records of the Navy Training Publications Center
relating to its publication functions.

Apply appropriate 5600 series authority. (N1-NU-86-1)
SSIC 1553
INSTRUCTION SYSTEMS DEVELOPMENT RECORDS
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1. General Correspondence Files. Housekeeping and
administrative files reflecting the planning, procedural
development, organization, appraisals, and background of the
systems being developed. (Exclude primary program
correspondence covered in SSIC 1000.1.)

Destroy when 2 years old, or when no longer required for
research or reference in developing future systems,
whichever is earlier. (N1-NU-86-1)

SSIC 1554
COMPUTER-MANAGED INSTRUCTION RECORDS

1. General Correspondence Files. Files and other records that
document the overall management and organization,
quantitative information, studies, planning data, background
rationale, and statistical summaries.

a. Original paper copy. (Other than data described in
SSIC 1554.1b.)

Retain on board. Destroy when 10 years old or no longer
required for research or reference in developing new
operations, whichever is earlier. (N1-NU-86-1)

b. Magnetic statistical data. Data used for studies
directed by higher authority, which may affect long-range
Navy policy.

Retain on board. Destroy when no longer required for
purpose of studies directed by higher authority, which may
affect long-range Navy policy. (N1-NU-86-1)

SSIC 1560
VOLUNTARY EDUCATION RECORDS

1. Correspondence, Reports, and Other Records. Files
relating to Voluntary Off-Duty Educational Programs/Tuition
Assistance Programs; In-Service Veterans Administration
Education Programs; Predischarge Education Program; High
School Equivalency Programs; Group Study; and Defense
Activity for Non-Traditional Education Support (DANTES),
including education reports (such as reports of testing and
inventories).

Destroy when 2 years old. (N1-NU-86-1)

2. Reference Files. Files of material relating to voluntary
educational programs.

Retain on board. Destroy when superseded, canceled, or
no longer needed. (N1-NU-86-1)

SSIC 1570
INACTIVE DUTY TRAINING RECORDS

1. Instructors’ Class Program Charts. Charts used to record
naval reserve training progress for all pay and non-pay-drilling
units.

Destroy when 2 years old. (N1-NU-86-1)

2. Reserve Officer and Enlisted Personnel Training Duty
Orders and Orders to Perform Appropriate Duty.

Destroy when 1 year old. (N1-NU-86-1)



3. All other records.
NOTE: Permanent records are included.

Apply pars. 1000.1 and 1000.2, and 1500.1 and 1500.2, as
applicable. (N1-NU-86-1)

SSIC 1571
ACTIVE DUTY FOR TRAINING RECORDS

1. Requests for Active Training Duty from officer or enlisted
personnel and related card or other incidental records.

Retain on board. Destroy after completion of training or
processing of request, whichever is later. (N1-NU-86-1)

2. Unendorsed Copies of Active Duty for Training Orders for
Officer and Enlisted Personnel.

Destroy 3 months after issue. (N1-NU-86-1)
3. Endorsed Copies of Active Duty Training Orders.

File in official officer or enlisted service record. (N1-NU-
86-1)

SSIC 1580
INTERSERVICE TRAINING RECORDS

1. General Correspondence Files. Files and other records
maintained that document the overall management and
organization, planning, procedural development,
accomplishments, policy agreements, organization charts, and
other similar papers. (See also DOD Administrative
Instruction (Al) 15 DOD 202-48.2) (Exclude primary program
records covered in SSICs. 1000.1 and 1500.1.)

Apply SSIC 1000.2. (N1-NU-86-1)
SSIC 1600-1699
PERFORMANCE AND DISCIPLINE RECORDS

SSIC 1600

GENERAL PERFORMANCE AND DISCIPLINE
RECORDS

1. General Correspondence Files.
Apply SSIC 1000.2. (N1-NU-86-1)
SSIC 1601
DUTIES AND WATCHES RECORDS

1. General Correspondence Files. Files, which relate to the
internal operation and administration of duties and watches.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1610
PERFORMANCE AND CONDUCT RECORDS

1. General Correspondence File. Files relating to the routine,
day-to-day administration of personnel performance and
conduct.
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Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1611
OFFICER PERFORMANCE AND CONDUCT RECORDS

1. General Correspondence Files. (Exclude primary program
records covered under SSIC 1000.1.)

Apply SSIC 1000.2. (N1-NU-86-1)
SSIC 1616
ENLISTED PERFORMANCE AND CONDUCT RECORDS

1. General Correspondence Files. (Exclude primary program
records covered under SSIC 1000.1.)

Apply SSIC 1000.2. (N1-NU-86-1)
2. Enlisted Evaluation Worksheets.

Retain on board. Destroy when enlisted evaluation report
is filed in enlisted service record. (N1-NU-86-1)

3. Enlisted Evaluation Reports.
a. When Individual is separated from the Service.
Retain on board. Destroy after separation. (N1-NU-86-1)
b. When individual reenlists immediately after discharge.
Transfer to new service record. (N1-NU-86-1)
c. Activity copies.
Destroy when 2 years old. (N1-NU-86-1)
SSIC 1620
DISCIPLINE RECORDS

1. General Correspondence Files. Files relating to disciplinary
affairs and to the operation and administration of places of
confinement.

Apply SSIC 1640. (N1-NU-86-1)
2. Unit Punishment Book or Diary Pages.
Destroy when 2 years old. (N1-NU-86-1)

3. Minor Offense Reports or Related Records. Files dealing
with violations and offenses reported for disciplinary action,
including Report and Disposition of Offenses.

a. Navy Reports.

Retain on board. Destroy after information is entered in
Unit Punishment Book or diary. (N1-NU-86-1)

b. Marine Corps Reports. Files of incidents and
miscellaneous offenses.

Destroy when 3 months old. (N1-NU-86-1)
4. Courts-Martial Records.

Apply SSIC 5810. (N1-NU-89-4)
5. List of Restricted Personnel.

Destroy when 1 year old. (N1-NU-86-1)



6. Disciplinary Case Files. Files of Marines assigned to
special foreign duty with the Department of State and
maintained by “Company F,” Headquarters Battalion,
Headquarters, US Marine Corps, and case files of brig
prisoners.

a. Special Foreign Duty Marines.

(1) Action pending by the Department of State or U.S.
Marine Corps

Retain on board. Destroy 1 year after completion of
punishment. (N1-NU-86-1)

(2) No action pending by the Department of State or
U.S. Marine Corps.

Retain on board. Destroy 1 year after date of detachment
of individual. (N1-NU-86-1)

b. Brig Prisoners

Retain on board. Destroy 2 years after release. (N1-NU-
86-1)

7. Minor Offense Records. Records, including case files,
showing punishments awarded and records of accomplishment
thereof for minor offenses.

Retain on board. Destroy after completion of punishment.
(N1-NU-86-1)

8. Reports of Infractions of Base Regulations by Shipboard
Personnel. These reports are made to or by the Senior Officer
Present Ashore (SOPA) to the base or to ships and are held by
amphibious bases and other similar activities.

Destroy when | year old. (N1-NU-86-1)
SSIC 1621
OFFICER DISCIPLINE RECORDS

1. General Correspondence Files. Records accumulated in
connection with the routine, day-to-day administration of
officer discipline programs.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

SSIC 1626
ENLISTED DISCIPLINE RECORDS

1. General Correspondence Files. Records accumulated in
connection with the routine, day-to-day administration of
enlisted discipline programs.

Destroy when 2 years old or when purpose is served,
whichever is earlier. (N1-NU-86-1)

2. Deserter Record Card. (Exclude copies, which become part
of the official service record.)

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1630

NAVY BASE SECURITY AND MILITARY POLICE
RECORDS
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1. General Correspondence Files. Files relating to the
administration of master-at-arms, shore patrol, and military
police including rough logs of the office.

Destroy when 2 years old. (N1-NU-86-1)

2. Desk Reference Card Files. Files are card indices
containing the names of persons who are identified in military
police reports as subject, victim, complainant, or witnesses in
connection with a complaint. (For fingerprint cards, see SIC
3850.11c.)

Retain on board. Destroy 5 years after date of last entry.
(N1-NU-97-4)

3. Arrest and Detention Records. Files include arrest reports,
receipts for offenders, sobriety tests, patrol officers’ reports,
sworn statements, arrest and disposition reports, offense
reports, and other papers relating to arrest or detention,
property receipts, and property receipt envelopes.

(See SSIC 5580.1.) (N1-NU-98-2)

4. Property Receipts and Property Receipt Envelopes. Files
include location of offenses and name index.

Use SSIC 5580.12. (N1-NU-98-2)

5. Military Police/Security Force Journals. Information
containing a chronological record of police/security force
activities developed from reports, complaints, incidents,
information received and action taken, record of police radio
traffic and similar records. Included are police/security force
desk blotters, force radio logs and intrusion detection system
logs. (This series may be used by any DON activity with
security related duties).

Privacy Act: Not Applicable

Retain on board. Destroy after 3 years after final entry.
(GRS 18.14a)

6. Weapons Registration. Cancelled. Use SSIC 1630, 8.

(N1-NU-09-4)

7. Field Interview Records. Includes records of field
interviews of persons of interest, but not apprehended, that are
conducted during routine patrols and operations by Navy Base
Security and USMC Military Police personnel engaged in
enforcing military discipline, law, and order.

Privacy Act: NM05580-1

Cutoff at end of CY. Destroy 3 years old after cutoff.
(N1-NU-08-5)

8. Registrations and Permits Records. Includes information
on the registration (or suspension or revocation) of restricted
property, pets, privately owned weapons, boats, issuances of
hunting, fishing and trapping permits and similar records. Use
SSIC 5512, paragraph 15 for Motor Vehicle Operators’
Permits.

Privacy Act: NMO5580-1, NM05512-1, and N08370-1

Destroy when 3 years old or when registration or permits
expires or is cancelled or is revoked, whichever is sooner.
(N1-NU-08-5)



9. Traffic and Minor Violation Citation Records. Includes DD
Form 1408, Traffic Ticket, Armed Forces and Central
Violation Bureau forms that are issued to military and civilian
personnel and their dependents by Navy Base Security and
Military Police officers for traffic and minor violations or, for
dependent and civilian personnel are assigned to Federal
magistrate for crimes committed on a military reservation.

Privacy Act: NM05580-1

Cutoff at end of CY. Destroy 3 years old after cutoff.
(N1-NU-08-5)

10. Vehicle Registration and Driver Records. Information
gathered on POV registration and driver records files.
Included are driver records consisting of: information on
chargeable motor vehicle accidents, moving violations,
suspension personnel and their dependents and other personnel
privileged to operate motor vehicles on Navy and Marine
Corps installations.

Privacy Act: NM05580-1

a. Driving records of persons being transferred to a new
installation and having valid points or other entries on driving
records.

Forward to next duty station on transfer of military
member, Government or non-appropriated fund civilian
employee, or employee of Government contractor. (N1-
NU-08-5)

b. Driving records of civilian personnel terminating
employment and military personnel (and their dependents)
being discharged, released from active duty or being
transferred to a new installation and having no valid points or
other entries on driving records.

Cutoff at end of CY. Destroy 2 years after cutoff. (N1-
NU-08-5)

SSIC 1640
CONFINEMENT RECORDS

1. General Correspondence Files. Files relating to the general
operations and administration of correctional centers and
facilities, brigs, and detention facilities including activities
educational training reports, correspondence, and other general
records. Exclude primary program records maintained by
PERS 8 filed under SSIC 1000.1.h of this manual.

Destroy when 2 years old. (N1-NU-93-7)

2. Confinement Records Case Files for Courts Martial
Prisoners and Confinement imposed by Non Judicial
Punishment. Files consist of all correspondence, reports, and
other records in connection with the case, including screening
reports, admission summaries or supplements, periodic
program reports, disciplinary reports (mast report slips),
special medical or psychiatric reports, and other records
relating to the prisoner’s conduct and assignments while
confined. Exclude any records required to be filed in the
official personnel record.

Privacy Act: NM01640-1
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Cutoff at end of CY 2 years after maximum release
date from confinement or expiration of parole or
mandatory supervised release, as applicable. Retain
on board. If space is not available, transfer to
supporting FRC 2 years after cutoff. Destroy when 25
years old. (N1-NU-10-1)

3. Corrections Management Information System (CORMIS).
An automated administrative tracking system of prisoners and
detainees confined at Naval Brigs. System contains personal
data extracted from prisoner/detainee service record,
information on offenses and sentences, and internal
administrative data for use at the Brig. The database is
maintained at the BUPERS and is accessed by all Navy Brigs.
System produces weekly, monthly, and quarterly prisoner
status reports.

a. History file of prisoner data.

PERMANENT. Initially transfer to NARA records of all
prisoners released from confinement in 1989 and prior
years. Thereafter transfer annually the “History File” of
prisoners released 5 years ago. All data transfers will be
in accordance with 36 CFRs1228. (N1-NU-93-6)

b. History file documentation.

PERMANENT. Transfer complete copy of
documentation with initial transfer of History File (SSIC
1640.3a). Transfer updated documentation with
subsequent annual transfers. (N1-NU-93-6)

¢. Current file of prisoner data.

Move records to History File of Prisoner Data when
prisoner is released. Delete backup files after third system
update. (N1-NU-93-6)

d. Data files related to the staff module.

Delete backup files after the third system update. (N1-NU-
93-6)

4. Log Book Records Maintained By Brigs.

a. Briglog. A chronological watch to watch accounting
of significant events or actions that take place in the Brig.
Include bed checks, roll calls, staff visits and inspections, fires,
escapes, riots, suicides, change of watch, emergency drills, and
similar incidents. (Exclude prisoner/detainee counts,
confinement and release information, departure and return of
prisoners, and other information contained in CORMIS.)

Retire to NARA, Southeast Region or FRC, Riverside
when 2 years old or when total accumulation is at least 1
cubic foot, whichever is later. Destroy when 25 years old.
(N1-NU-93-7)

b. Disciplinary log. A record of each disciplinary report
and the action taken by the commanding officer. Include
prisoner name and SSN, date, and a brief statement of the
offense.

Destroy when 2 years old. (N1-NU-93-7)

c¢. Visitors log. A chronological record of all visitors to
prisoners confined. Include date of visit, time in/out, name of



visitor, verification of visitor identification, purpose of visit,
and name of prisoner/detainee visited.

Destroy when 2 years old. (N1-NU-93-7)

d. Privileged correspondence log. A record of privileged
correspondence sent or received by prisoners/detainees.
Include date correspondence sent or received, addresser,
addressee, and signature of mail supervisor.

Destroy when 2 years old. (N1-NU-93-7)

e. Medical log. A chronological record of treatment
administered by doctors or hospital corpsmen to
prisoners/detainee. Include prisoner name and SSN, date of
treatment, nature of complaint, treatment administered,
medication issued, signature of person administering treatment,
and signature of prisoner/detainee receiving treatment.

Destroy when 2 years old. (N1-NU-93-7)

5. Monthly Report of Prisoners (BUPERS 1640-1). Lists of
persons confined, including reports of prisoners received and
released. (Report prepared by afloat and ashore Brigs only.)

Destroy when 3 years old. (N1-NU-93-7)
6. Confinement and Release Records.
a. Original documents.

File in confinement case file under SSIC 1640.2. (N1-
NU-93-7)

b. Copies maintained by Brig.
Destroy 2 years after release of prisoner. (N1-NU-93-7)

7. Records of Personal Property and Funds of Members
Confined. Documents pertaining to the custodianship of
personal funds and property of prisoners confined in Navy
Brigs and reflecting accountability for the receipt,
disbursement, or other disbursement of such funds and
property. These files include individual and summary receipt
vouchers, statement of prisoner’s accounts; petty cash
vouchers; summary disbursement vouchers; record of
prisoner’s personal deposit funds; requests for withdrawal and
notification of expenditure of prisoner’s personal funds;
prisoner’s cash account records and personal property lists;
personal property transmittal slip; request slip for withdrawal
of personal property; personal property permit; request and
receipt for health and comfort supplies; activity reports;
custodian’s certificates; checkbooks, including cancelled
checks and check stubs; bank statements; and similar
documents.

Destroy 10 years after release of prisoner. (N1-NU-93-7)
SSIC 1650
DECORATIONS, MEDALS, AND AWARDS RECORDS

1. Board of Decorations and Medals, Navy Department
Records.

a. Board’s Case Files. Correspondence,
recommendations, and other supporting documentation
regarding individual and unit awards requiring approval by the
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Secretary of the Navy. File includes the record of actions
taken by the Board on each case presented for consideration.

PERMANENT. Retire to WNRC when 3 years old.
Transfer to NARA when 25 years old. (N1-NU-92-14)

b. Board of Awards File. World War | file of original
recommendations for decorations and awards, records of
action taken, and related correspondence.

PERMANENT. Retain on board. Transfer to NARA
immediately. (N1-NU-86-1)

c. Files of recommendations made to the board. Files
regarding extraordinary heroism cases, and card (progress)
records used to determine retirement pay increases for enlisted
personnel.

Retain on board. Destroy when no longer needed to
determine any possible retirement benefits. (N1-NU-86-1)

d. Master record of awards. A master record of individual
awards to Navy and Marine Corps personnel maintained by the
Board of Decorations and Medals. File includes awards
approved by SECNAV and those authorized for approval by
subordinate commanders. Record includes service member’s
name, service number/SSN, award recommended, award
approved, and a narrative summary of the citation. A second
section of the file contains activities awarded Unit Awards and
the dates of eligibility.

(1) Silver halide microfilm and one reference copy of
Master Card File (1920-1977) maintained by the Board of
Decorations and Medals.

PERMANENT. Transfer to NARA in 2027 or when no
longer needed for reference, whichever is sooner. (N1-
NU-92-14)

(2) Original card file (1920-1977) in the custody of the
Director of Naval History and Heritage Command.

Destroy when no longer required for reference. (N1-NU-
92-14)

(3) Awards Information Management System (AIMS).
Electronic records of individual personal awards 1976 and
continuing and unit awards 1941 and continuing maintained by
the Board of Decorations and Medals. The system does not
list individual campaign service awards.

(a) Electronic files.

PERMANENT. Initially transfer a copy of the “history”
files for the years 1976 to 1989 to the National Archives in
accordance with 36 CFR 1235.44, 46, 48, 50 (electronic
records). Transfer a copy of the file of records being
moved from the “active” file to the “history” file at the
time records are being moved from the “active” to the
“history” file. This file should contain the complete
records used in the “active” file rather than the abridged
records stored in the “history” file. The file should meet
the requirements set forth in 36 CFR 1235.44, 46, 48, 50
(electronic records). (N1-NU-92-17)

(b) Documentation.



PERMANENT. Transfer the documentation for the
“history” files to the National Archives with the initial
transfer of the “history” files. Transfer the documentation
for the “active” files with each subsequent transfer of the
“active” files. (N1-NU-92-17)

e. Board’s general correspondence file. Routine
administrative correspondence of the Board of Decorations and
Medals. Included are reference inquiries, requests for
duplicate citations, requests to upgrade awards, and related
records.

Destroy when 3 years old. (N1-NU-92-14)

f. Copies of citations and letters of transmittal. (Exclude
the Board’s official records and copies to be filed in official
personnel folders.)

Destroy when 2 years old. (N1-NU-86-1)

2. Correspondence and Related Records. Recommendations
and supporting documentation concerning personal
decorations, citations, medals or awards to naval personal or
units. These records are accumulated by Navy and Marine
Corps commands that have not been delegated authority to
grant awards. Exclude records of the Board of Decorations
and Medals, Headquarters U.S. Marine Corps, BUPERS, and
documents appropriately filed in service members official
service jacket.

Destroy when 3 years old. (N1-NU-92-14)

3. Records of Citations, Awards, or Commendations Awarded
by Commands or others under authority delegated to them to
make such awards. Case files maintained by the awarding
authority to include recommendations, supporting documents,
and related correspondence.

a. Case files of awards of Meritorious Service Medals,
and Air Medals maintained by CNO, CMC, and Fleet
Commanders in Chief.

Retire to WNRC when 3 years old. Destroy when 25
years old. (N1-NU-92-14)

b. Case files and other records of awards of Navy and
Marine Corps Commendation Medals, Navy and Marine Corps
Achievement Medals, and Purple Heart Medals maintained by
CNO, CMC, Fleet Commanders in Chief, type commanders,
and unit commanding officers.

Retire to WNRC when 2 years old. Destroy when 15
years old. (N1-NU-92-14)

¢. Marine Corps Awards. The Headquarters Marine
Corps Awards Processing System (APS) is an electronic
awards system that manages the awards approved and fulfills
all recordkeeping requirements for awards approved b the
Commandant of the Marine Corps (CMC) and those delegated
awarding authorities within the Marine Corps.

(1) A ward Processing System (APS). The current
information system for maintaining personal and unit awards.
For purposes involving the APS, the term “Closed/Completed
Award” refers to an award in the APS archive file. The
Record include the HQMC APS 1650, document history
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related to decisions made, summary of action, and the award
citation.

(a) From 1999 to 2003

PERMANENT. Pre-accession immediately the
Closed/Completed Awards files for the years 1999-2003
to the National Archives (NARA) in accordance with 36
CFR 1235.44, 46, 48, 50 (electronic records) and current
NARA guidance. Transfer legal custody to NARA when
25 years old. (N1-NU-06-7)

(b) Beginning 2004

PERMANENT. Pre-accession physical custody to the
National Archives (NARA) the Closed/Completed Awards
files annually when 3 years old, in accordance with 36
CFR 1235.44, 46, 48, 50 (electronic records) and current
NARA guidance. Transfer legal custody to NARA when
25 years old. (N1-NU-06-7)

(c) Documentation (Media Neutral). Records
include but are not limited to description of data elements and
file layout, code books, and operators and user manuals.

PERMANENT. Transfer the system documentation with
the initial transfer of the records and each subsequent
transfer. (N1-NU-06-7)

(d) Other copies (Media Neutral). Records include
but are not limited to electronic legacy systems that are
migrated to other master systems, paper and electronic copies
of records used for data input for APS.

Destroy after verification of data input or quality
assurance, whichever is later. (N1-NU-06-7)

NOTE: Commands are authorized, but not required to, retain
for 3 years for reference purposes only.

(2) Command Awards Case Files. Case files of
personnel awards maintained by awarding authorities or
maintained by all Marine Corps commands, bases, stations and
Headquarters Marine Corps Staff agencies. Records include
but are not limited to recommendations, supporting documents,
related correspondence, and notifications.

(a) Case files completed prior to 31 Dec 1998.
Records are paper records that have not been entered into APS.

Maintain in accordance with SSIC 1650.3a and SSIC
1650.3b as appropriate (N1-NU-92-14)

(b) Case files completed after 1 Jan 1999. Records
are copies of data entered into APS printed out in paper.

Destroy upon verification that the information is contained
in the Awards Processing System. (N1-NU-06-7)

NOTE: Commands are authorized, but not required to, retain
for 3 years for reference purposes only.

4. Medals and Awards System. A computerized file of
records of individual awards granted to Navy personnel
maintained by the BUPERS. This system consists entirely of
extracts from the Awards Information Management System
(AIMS).

a. Electronic files.



Delete when no longer needed. (N1-NU-92-17)
b. Documentation.

Destroy when canceled, superseded or no longer required.
(N1-NU-92-17)

SSIC 1700-1799
MORALE AND PERSONAL AFFAIRS RECORDS
SSIC 1700

GENERAL MORALE AND PERSONAL AFFAIRS
RECORDS

1. General Correspondence Files. Files relating to the
operation and administration of morale and personal affairs
matters including recreation and social affairs, informational
services, commercial on-base solicitation, credit unions,
retirees, Naval Home, personal and family benefits (including
correspondence relating to Government-sponsored insurance
programs and voting rights), ID card determination, and
entitlement for dependent’s aid, civil readjustment and
veterans affairs, casualties and survivors benefits, athletic
competitions, publishing of station papers, hobby crafts, Navy-
Marine Corps Relief Society, and American Red Cross.

Destroy when 3 years old. (N1-NU-86-1)

2. Alphabetical (Name) Files. Files consisting of
correspondence with individuals, dependents, and other
interested parties relating to individual personal affairs matters.
(Exclude correspondence required to be filed in official
service record folders.)

a. Routine inquiries and requests.

Destroy when 6 months old. (N1-NU-86-1)
b. All other files.

Destroy when 2 years old. (N1-NU-86-1)

3. Correspondence and Records of Personal Commercial
Affairs Solicitations. Files concerning violation incident data,
denial data, letters of application for solicitation privileges,
letters of accreditation, appeal data, and other support
documents.

Retain on board. Destroy when 4 years old or purpose is
served, whichever is earlier. (N1-NU-86-1)

4. Credit Union Matters.
Apply SSIC 1700.1. (N1-NU-86-1)

5. Dependents’ Service and Support. Files include items such
as survivor benefits support system master file, Dependent
Scholarship Program Applications, Transcript Request Forms,
Applications for Uniformed Services Identification and
Privilege Cards, and Retired Naval Personnel Newsletter.

Destroy when | year old. (N1-NU-86-1)
SSIC 1710
RECREATION AND SOCIAL AFFAIRS RECORDS

1. General Correspondence. Files pertaining to the operation
and administration of recreational facilities and activities.
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Destroy when 2 years old. (N1-NU-86-1)

2. Policy Papers/Precedent Files. Files relating to recreation
activities such as instructions, directives, and other documents;
establishing policies, procedures, and precedents for operation,
review, etc., of morale, welfare, and recreation facilities,
activities, and programs.

a. Records concerning ongoing actions of the non-
appropriated fund instrumentality. Letters of authorization to
commence operation, change in mission, permanent waiver to
regulations, etc.

Retain on board. Transfer to nearest FRC when no longer
needed. Destroy when 10 years old. (N1-NU-86-1)

b. Other records.

Retain on board. Destroy when rescinded or superseded.
(N1-NU-86-1)

3. Studies, Analyses, and Summaries.
Destroy when 3 years old. (N1-NU-86-1)

4. Other Reports. Files not covered elsewhere (minutes of
meetings, inspections, reviews, etc.).

Destroy when 2 years old. (N1-NU-86-1)
SSIC 1720
INFORMATION SERVICES RECORDS

Apply SSIC 1700 and 5720. (N1-NU-86-1)
SSIC 1730-1739
SSIC 1730

GENERAL CHAPLAINS AND RELIGIOUS AFFAIRS
RECORDS

1. Immediate Office Records of the Chief of Chaplains. Files
representing primary program documentation for the chaplain
and religious affairs program, including selected active duty
chaplain annual reports.

PERMANENT. Transfer to WNRC when files become
inactive. Transfer to NARA when 25 years old. (N1-NU-
86-1)

2. General Correspondence Files. Files regarding the
maintenance and administration of chaplains, the performance
of ministry, and collateral duties that are used for evaluating
the effectiveness of local command religious programs and
utilization of chaplains.

Destroy when 2 years old. (N1-NU-86-1)

3. Files of Chaplains’ Offices. Files relating to observance of
special days that are used for reference and planning purposes.

Destroy when 2 years old. (N1-NU-86-1)
4. Chaplains’ Report.

a. Inactive Duty Naval Reserve Chaplains’ Annual
Reports.

Destroy when 2 years old. (N1-NU-86-1)



b. Active Duty Navy Chaplains’ Annual Reports.
(Copies not covered in SSIC 1730.1.)

Destroy when 2 years old. (N1-NU-86-1)

c. Active Duty Navy Senior Chaplains’ Annual Reports.
(Copies not covered in SSIC 1730.1.)

Destroy when 2 years old. (N1-NU-86-1)
d. Terminal Audit Reports.

Retain on board. Destroy after audit reports have been
made and recorded. (N1-NU-86-1)

SSIC 1740
PERSONAL AFFAIRS AND BENEFITS RECORDS

Apply SSIC 1700. (N1-NU-86-1)
SSIC 1741
INSURANCE RECORDS

Apply SSIC 1700. (N1-NU-86-1)
SSIC 1742
VOTING RECORDS

1. General Records.
Apply SSIC 1700. (N1-NU-86-1)
2. Voting Assistance Guide (NAVPERS 15562).

Retain for 2 years or until replaced, then destroy. (N1-NU-
86-1)

SSIC 1746
MESSES RECORDS

1. General Correspondence. Files relating to the operation
and administration of messes and consolidated package store
activities.

Destroy when 2 years old. (N1-NU-86-1)

2. Policy Papers/Precedent Files. Files such as selected
instructions, directives, and documents relating to messes and
consolidated package store activities.

a. Ongoing actions of the non appropriated fund
instrumentality records. Letters of authorization to commence
operation, change in mission, permanent waiver to regulations,
etc.

Transfer to nearest FRC when no longer needed. Destroy
10 years after transfer. (N1-NU-86-1)

b. Other records.

Retain on board. Destroy when rescinded or superseded,
whichever is earlier. (N1-NU-86-1)

3. Studies, Analyses, and Summaries. Files relating to the
operation of clubs, messes, and consolidated package store
activities.

Destroy when 3 years old. (N1-NU-86-1)
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4. Other Reports. Files not covered elsewhere (minutes of
meetings, inspections, reviews, etc.).

Destroy when 2 years old. (N1-NU-86-1)

5. Financial Records. Files relating to the operation of non-
appropriated messes and consolidated package stores.

Apply appropriate subsection of SSIC 7010. (N1-NU-86-
1

6. Personnel Records for Civilian Non-appropriated Fund
Employees

Apply SSIC 7010.4. (N1-NU-86-1)
SSIC 1750
DEPENDENTS’ AID (ASSISTANCE) RECORDS
Apply SSIC 1700. (N1-NU-86-1)

SSIC 1751
DEPENDENTS’ ALLOWANCES RECORDS

Apply SSIC 1700.5. (N1-NU-86-1)
SSIC 1752
DOMESTIC RELATIONS RECORDS

These records conform to the Federal laws relating to the
support of divorced spouses.

1. Correspondence and Other Records. Files incidental to the
personal affairs, domestic relations, support of dependents,
divorce, garnishment of pay, etc. (Exclude correspondence
required to be filed in official service records.)

a. DFAS Cleveland Records

(1) Files concerning waivers of indebtedness,
garnishment of pay, Basic Allowance for Quarters (BAQ),
support of dependents, and divorce.

Retain at DFAS Cleveland until member is discharged or
retires, then transfer to nearest FRC. Destroy 10 years
after transfer. (N1-NU-86-1)

(2) Other DFAS Records.
Destroy when 3 years old. (N1-NU-86-1)
b. Other records.
Destroy when 3 years old. (N1-NU-86-1)

2. Alphabetic (Name) Files. Files consisting of
correspondence with individuals, dependents, and other
interested parties relating to individual personal affairs, support
of dependents, welfare of dependents, and garnishment of pay.
(Exclude correspondence required to be filed in official
service records.)

Apply SSIC 1752.1. (N1-NU-86-1)
SSIC 1754
FAMILY SUPPORT PROGRAMS

1. Marine Corps Key Volunteer Network.




a. Records and Documentation relating to Policy and
Guidance for the Key Volunteer Network.

DO NOT DESTROY. Disposition NOT authorized.

b. Administrative and program records may include
funding plans (budget) for non-appropriated/appropriated
funds and appointment letters.

DO NOT DESTROY. Disposition NOT authorized.

2. Copies of Child Care Center Program Records.

Records relating to personal and medical information such
as statements of admission physical reports, personnel data
cards, personal cards, personal health records, report of
annual physical examinations, and pre-employment
physical, physician's report.

Destroy when 2 years old. (N1-NU-86-4)

3. _Family Advocacy Case Files. Case files, copies of
medical records, investigative reports, committee findings,
correspondence, and related supportive records
documenting abuse, neglect, or maltreatment of family
members.

a. Central Registry Records at Naval Medical
Information Management Center, Bethesda and
Headquarters Marine Corps.

Cutoff annually. Transfer to WNRC when 4 years old.

Destroy when 25 years old. (NC1-NU-81-2)

b. Family Advocacy Case Records (secondary medical
records) at BUMED Activities and Installation Family
Service Centers. Documents relating to substantiated and
unsubstantiated cases of child or spouse maltreatment
under the provisions of the Family Advocacy Program.
Included are Child/Spouse Abuse Incident Reports DD
Form 2404 (Child/Spouse Abuse Report), Standard Form
600 (Chronological Record of Medical Care), case
management summary, record of referral, extract of
pertinent information from the police reports, CID report,
and other pertinent investigative reports and supportive
data, evaluation of cases, record of services and counseling
provided, treatment data and related documents.

(1) Substantiated Cases and Unsubstantiated-
Unsolved Cases:

Cutoff and transfer to NPRC (MPR) National
Personnel Record Center, 1 Archives Drive, St. Louis,
MO 63138, 2 years after the end of the calendar year
in which the case reviewed committee determination
was made or treatment ends. Destroy as a family
group 25 years after the end of the calendar year in
which the case review committee determination was
made or treatment ends. (N1-330-01-2)

NOTE: Unsubstantiated-Unsolved Cases may be
transferred to social work services or other mental health
treatment or continued as a voluntary at-risk case, or they
may be used in combination with “Unsubstantiated-
Unresolved” reports to create sufficient information for a
substantiated report.

(2) Unsubstantiated/Did Not Occur:
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Cutoff and destroy 2 years after the end of the calendar
year in which the case review committee determination
was made. During the period of retention, if there is
new report on the same family within days or weeks,
the record may be used to provide demographic and
assessment information about the family so that the
family need not be totally reassessed. (N1-330-01-2)

SSIC 1755

DEPENDENTS’ SCHOOLING RECORDS

1. Domestic.
(See also DOD Al 15, Item 603) (N1-NU-86-1)

a. Students’ Individual Records. The official record
maintained for each individual student enrolled in elementary,
middle, and secondary schools. As a minimum, reflects full
name of student; date and place of birth; dates of entrance and
withdrawal; promotions, failures, credits, and grades earned;
standardized test scores (achievement, aptitude, etc.); summary
of attendance by year or semester; and teachers’ comments.

Retain on board. Destroy when transferred to magnetic
tape. (N1-NU-86-1)

b. Machine readable data files (magnetic tapes).

Retain on board. Destroy when 75 years old. (N1-NU-86-
1

2. All other schools.
(See DOD Al 15, Item 603.) (N1-NU-86-1)
SSIC 1760

CIVIL READJUSTMENT AND VETERANS AFFAIRS
RECORDS

1. Records Concerning Veterans Rights, Benefits, and
Problems. Files arising from readjustment to civilian life,
including information correspondence with veterans, their
beneficiaries, the Department of the Navy, and veteran’s
organizations and associations.

Destroy when 1 year old. (N1-NU-86-1)
SSIC 1770
CASUALTIES AND SURVIVORS’ BENEFITS RECORDS

1. Records on Individual Casualties and Mass Casualty
Incidents, as well as Related Casualty Documents
Submitted to or Generated by the Department of the Navy.
Casualty Records include Reports of Death; Summary of
Assistance provided; pay vouchers; Casualty Reports, DD
Form 1300; Serviceman’s Group L.ife Insurance/
Government Insurance payment documentation and
general correspondence concerning the adjudication of
benefits (e.g., Death Gratuity, Arrears in Pay, Dependent
Identification Card Entitlements, Survivor Benefit Plan
(SBP) elections, Veterans Administration (VA) benefits,
and funeral honors elections).

Closed hard copy case files prior to 31 December 2008
can either be interfiled with hard copy of OMPF or
electronic OMPFE. If this is not practical due to scope




and cost, the records will be managed/transferred
separately per SSIC 1070.1 for Naval Personnel and
SSIC 1070.3 for Marine Corps personnel as an
individual record. Closed hard copy case files after 1
January 2009 shall be scanned and placed into
member’s electronic OMPFE.

a._Individual Casualty Record - current Death
Program.

(1) Paper Records. All casualty records shall be
included as part of the OMPFE. Examples of these records
include but are not limited to DD 1300, Death Certificate;
PCR, Personnel Casualty Report; NAVPERS 1770/7,
Letter of Shipment of Personal Effects (PE); MMSO Form
5380/1, Statement of Disposition of Remains; NAVPERS
1770/8, Authorization for Disclosure of Information;
SGLV 8286; SGLV 8286A; DD 397; NAVPERS 1070/602,
DD Form 93; and NAVMC 362, CACO Report.

PERMANENT. Apply 1070.1 for Naval personnel and
SSIC 1070.3 for Marine Corps personnel. (N1-NU-09-

8)

(2) Electronic Records.

PERMANENT. Apply 1070.1 for Naval personnel and
SSIC 1070.3 for Marine Corps personnel. (N1-NU-09-

8)

(3) Working case files. Including but not limited to,
e-mails, notes, documents, and working papers between
the CACO Officer primary/secondary next of Kin;
regarding funeral arrangements, Honor Guard, escort,
appointment schedules and other routine administrative
duties.

Destroy when 2 vears old. (GRS 23.1)

b. Survivor Benefit Plan (SBP) Records.

Apply SSIC 7430.6a. (N1-NU-09-8)

2. Hostile and Non-Hostile Unaccounted for Casualty
Records Associated with Individuals or Group Loss
Incidents, as well as, Related Casualty Documents
Submitted to or Generated by the Department of the Navy.
Casualty Records, to include Naval Board of Inquiry
Recommendations; Presumptive findings of Death
Determination; Summary of Assistance provided; Casualty
Reports, DD 1300; pay records, DEAS; U.S. Government
Identification Report; Serviceman’s Group Life Insurance/
Government Insurance payment documentation and
general correspondence concerning the adjudication of
benefits for dependent spouse and or minor children (e.g.,
Death Gratuity, Arrears in Pay, Dependent Identification
Card entitlements, Veterans Administration (VA) benefits
eligibility and funeral honors election).

Closed hard copy case files prior to 31 December 2008 can
either be interfiled with hard copy of OMPF or electronic
OMPE._If this is not practical due to scope and cost, the
records will be managed/transferred separately per SSIC
1070.1 for Naval personnel and SSIC 1070.3 for Marine
Corps personnel Closed hard copy case files after 1
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January 2009 shall be scanned and placed into members
electronic OMPE.

a._Individual Casualty Record-Unaccounted for
Casualty Loss Incidents (Hostile and Non-Hostile).

(1) Case files closed before 31 December 1993 (hard
copies).

Maintain as a part of the OMPF, apply SSIC 1070.1
for Naval personnel and SSIC 1070.3 for Marine
Corps personnel. (N1-NU-09-8)

(2) Case files closed after 1 January 1994 (hard

copy).

Once placed into the Electronic OMPF, destroy after
verification of data input and guality assurance. (N1-

NU-09-8)

(3) Electronic Records.

PERMANENT. Apply SSIC 1070.1 for Navy
personnel and SSIC 1070.3 for Marine Corps
personnel. (N1-NU-09-8)

(4) Working case files. Including but not limited to
e-mails, notes, documents and working papers between the
CACO Officer primary/secondary next of kin regarding
funeral arrangements, Honor Guard, escort, appointment
schedules and other routine administrative duties.

Destroy when 2 years old. (GRS 23.1)

b. Survivor Benefit Plan (SBP) Records —
Unaccounted for Casualty Loss Incidents Hostile and Non-
Hostile.

Apply SSIC 7430.6a. (N1-NU-09-8)
SSIC 1771

CASUALTIES RECORDS

1. Correspondence, Messages, and Reports pertaining to
Personnel Casualty Incidents. Files include reports submitted
or received from the Department of the Navy. (Exclude
information to be filed in official service record folders.)
(These records should be transferred to NARA because of
numerous requests received for World War (WW) 11 casualty
lists for specific incidents involving individual or large
numbers of casualties, narratives by survivors, etc. This
information is requested by family members and historians,
and by organizations, which are dedicating memorials. For
example, records pertaining to the Beirut bombing of 1983,
loss of USS THRESHER, WW Il Battle of Midway.)

PERMANENT. Transfer to WNRC when 3 years old.
Transfer to NARA when 25 years old. (N1-NU-86-1)

2. Alphabetic Casualty Cards. Files, including DD 1300s
(Report of Casualty), on deceased naval personnel (active and
inactive). (These records should be transferred to NARA
because of requests for death certificates by next of kin for
benefits, genealogical records, etc. Requests for names of
individual casualties by various organizations are used in the
dedication of memorials.)



PERMANENT. Transfer to WNRC when 3 years old.
Transfer to NARA when 25 years old. (N1-NU-86-1)

SSIC 1772
SURVIVORS’ BENEFITS RECORDS

1. Department of the Navy Survivor Benefits Policy Records.
These records include precedent setting legal opinions by the
Judge Advocate General (JAG), Office of General Counsel,
and Comptroller General that influence the payment of benefits
based on paternity of the Navy member. These records
concern entitlement of family members who may or may not
be absolved of any felonious intent in connection with a Navy
member’s death, i.e., death gratuity, unpaid pay and
allowances, and/or legal payments accorded to questionable
beneficiary designations.

PERMANENT. Transfer to WNRC when 3 years old.

Transfer to NARA when 25 years old. (N1-NU-86-1)
SSIC 1780

EDUCATIONAL BENEFITS RECORDS

1. Primary Program Records. General correspondence files of
the Office of the Chief of Naval Operations consisting of
correspondence, studies, reports, and other records that reflect
the overall development and accomplishment of plans,
policies, programs, and procedures relating to its primary
program responsibilities of educational benefits.

PERMANENT. Transfer to WNRC when 4 years old or
when files are no longer needed, whichever occurs earlier.
Transfer to NARA when 20 years old. (N1-NU-86-1)

2. Legislation and Congressional Action Records. Files of the
CNO that document essential or important policy transactions

relating to legislative proposals and enactments, congressional

investigations, and other congressional matters.

PERMANENT. Transfer to WNRC when file becomes
inactive. Transfer to NARA when 20 years old. (N1-NU-
86-1)

3. Legislative Proposals.

a. Legislative Proposal Files. Drafts of proposed
legislation and Executive Orders together with supporting
papers and comments reflecting the Department of the Navy
position on proposed legislation or legislation already
introduced in Congress.

PERMANENT. Transfer to WNRC when file becomes
inactive. Transfer to NARA when 20 years old. (N1-NU-
86-1)

b. Legislative reference files. Copies of proposed
legislation and of Executive Orders accumulated for
information, excluding files covered in paragraph 3a.

Destroy when no longer needed. (N1-NU-86-1)

4. Legislative Enactments. Reference files of copies of
legislative enactments.

Destroy when no longer needed. (N1-NU-86-1)
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5. Legal Opinion Records. Legal decisions or opinions on
educational benefits matters relating to laws, regulations,
administrative decisions, and directives affecting the
Department of the Navy.

PERMANENT. Transfer to WNRC when 4 years old or
when file becomes inactive. Transfer to NARA when 20
years old. (N1-NU-86-1)

6. Files Concerning Veterans’ Educational Benefits and
Related Problems. Files consisting of information
correspondence with veterans, the Department of the Navy,
Veterans Administration, and veterans’ organizations and
associations.

Destroy when 4 years old. (N1-NU-86-1)
SSIC 1800-1899
RETIREMENT RECORDS

SSIC 1800
GENERAL RETIREMENT RECORDS

NOTE: The U.S. Naval Home was transferred to the Armed
Forces Retirement Home, an independent Federal agency, on
November 5, 1991.

1. Naval Home Records. Disestablished.
SSIC 1810-1819
REGULAR NONDISABILITY RETIREMENT RECORDS

SSIC 1810
REGULAR NONDISABILITY RETIREMENT RECORDS

1. Correspondence Files. Files relating to the processing of
officer and enlisted naval personnel for non-disability
retirement and to the administration of non-disability
retirement functions.

File in microfiche record (military service jacket, SSIC
1070.1) after completion of retirement processing. (N1-
NU-86-1)

SSIC 1820
RESERVE NON-DISABILITY RETIREMENT RECORDS

1. General Correspondence Files. Files relating to individual
queries and applications for reserve retirement, computation
for and notifications of eligibility for reserve retirement
benefits including copies of orders to the retired reserve.
(Congressional inquiries and Board for Correction of Naval
Records (BDCNR) requests received on subject file number
sometimes date back almost 50 years.)

Transfer to NPRC (MPR) when 2 years old. Destroy
when 50 years old. (N1-NU-86-1)

SSIC 1830
FLEET RESERVE RECORDS

Apply SSIC 1810. (N1-NU-86-1)
SSIC 1850-1859
DISABILITY RETIREMENT RECORDS
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The records in this series relate to individual case files (officer
and enlisted) of disability evaluation proceedings; medical
board reports; findings of physical evaluation boards; medical
reports from veterans” administration and civilian medical
facilities; copies of prior actions taken in the case; transcripts
of physical evaluation board hearings; rebuttals submitted by
the party; intra- and inter-agency correspondence concerning
the case; correspondence to and from the member, members of
congress, attorneys, and other interested parties; physical
review council actions; and physical disability review board
action.

SSIC 1850
DISABILITY RETIREMENT RECORDS

1. Original Disability Evaluation Proceedings.

a. Hard copy case files closed 31 December 1977 and
earlier.

Retire to WNRC. Destroy when 75 years old. (N1-NU-
98-7)

b. Hard copy case files closed 1 January 1978 to 31
December 1987.

Destroy after microfilming and film is verified for
accuracy and completeness. (N1-NU-98-7)

(1) Negative microfiche copies.

Retire to WNRC when 5 years old. Destroy when 75
years old. (N1-NU-98-7)

(2) Positive microfiche copies.

Retain on board. Destroy when no longer needed for
reference. (N1-NU-98-7)

(3) Case index of disability proceedings
NOTE: Retention is 75 years

Retain on board. Destroy with related records. (N1-NU-
98-7)

¢. Hard copy case files closed 1 January 1988 and Later.

Retire to WNRC when 1 year old. Destroy when 75 years
old. (N1-NU-98-7)

d. Cassette recordings.

Retire to WNRC when 1 year old. Destroy when 4 years
old. (N1-NU-98-7)

e. Optical Disk.

Retain on board. Destroy when paper copy is made. (N1-
NU-98-7)

2. Non - Record Copies of Navy Health Records, Navy
Hospital Records, and Jag Investigations Used By Board for
Evaluation.

Retain on board. Destroy when case file is closed. (N1-
NU-86-1)

3. Traumatic Injury Protection Program System (T-SGLI)
provides Marine Corps service members who suffer a loss as
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direct result of a serious traumatic injury with monetary
assistance.

a. The computerized system that allows service members
to apply on line for monetary claims as direct result of
traumatic injury. Master files include but not limited to
scanned copies of medical records, scanned T-SGLI
supplemental, reconsideration, Navy Council of Review claims
and approvals and denials of claims.

Close completed claim files annually. Destroy/delete
when 40 years old. (N1-NU-07-9)

(1) Systems documentation including but not limited
to, user manuals, systems descriptions, data dictionaries,
baseline requirements reports, report listings, and the record
layout/file structure and codes for each data file. The
documentation for each data file will include any additional
information about the content of the data file and/or the context
in which the data file was created. (Media Neutral)

Destroy/delete when no longer needed to retrieve
information from system. (GRS 20.11)

(2) Statistical output reports to include but not limited
to: amount paid by OSGLLI, reports of physicians, graph by
retroactive and current status, in appellate process, awaiting
documentation, sent to BUMED, applications approved and
sent to OSGLI, application disapproved and sent to OSGLI,
application approved by OSGLI, applications disapproved by
OSGLI. (Media Neutral)

Destroy/delete when no longer needed for reference
purposes. (GRS 20.16)

b. Paper claim files of T-SGLI applications and
supporting documentation including but limited to copies of
medical records submitted as a part of the application process
that may include psychological reports, correspondence from
doctors and hospitals, and diagnoses.

Destroy when 2 years old after scanned into the system
and verified. (GRS 20.2a(4))

NOTE: Original Medical Records relating to T-SGLI are
retained per SSIC 6150.1.

SSIC 1900-1999
SEPARATION RECORDS

The records in this series are related to general separation
records and include enlisted (release from active duty, reserve)
and officer (release from active duty, reserve) records.

SSIC 1900
GENERAL SEPARATION RECORDS

1. General Correspondence Files. Files relating to the
processing of naval personnel for separation and to the general
administration of separation functions.

Destroy when 2 years old. (N1-NU-86-1)

2. Separation Documents. Files include documents such as
the Report of Separation from the Armed Forces of the United
States for individual member.



a. Activities copies.

Retain on board. Destroy when 2 years old or after
terminal date of reserve obligation if obligated for further
service, whichever is later. (See 1070) (N1-NU-86-1)

b. NMPC and HQMC. One copy of each order to be filed
in individual’s service record. (Navy orders are forwarded
with endorsements and other separating documents or forms to
BUPERS as provided in the MILPERSMAN. Marine Corps
copies are forwarded as provided in MCOP 1900.16, the
Marine Corps Separation and Retirement Manual.)

File in appropriate individual’s personnel record/service
jacket. (N1-NU-86-1)

c. All other copies.

Retain on board. Destroy when purpose is served. (N1-
NU-86-1)

3. Periodic Reports of Separation. Reports made to the Navy
Department such as copies of reports of recruits discharged
during recruit training and reports of early separation.

Destroy when 1 year old. (N1-NU-86-1)

4. Work or Check-Off Sheet Cards or Other Records. Files
used locally for billeting, bunking, certification, or processing
purposes.

Retain on board. Destroy after individual is separated.
(N1-NU-86-1)

5. Original Administrative Discharge Records. Files relating
to individual cases including briefs and recommendations,
transcripts of board proceedings, and correspondence with
interested parties relating to the disposition of the case
maintained by NMPC and HQMC.

File in individual’s service record. (N1-NU-86-1)
6. Activity Copies of Administrative Discharge Records.
Destroy when 2 years old. (N1-NU-86-1)

7. _Information System Documenting Enlisted
Administrative Separations. This electronic (web) based
system is used to process a service member’s separation
from the military service for all enlisted personnel, Active
and Reserve, assigned to Marine Forces Reserve
(MARFORRES) Commands and units. Note: Includes
but not limited to the MARFORRES Marine Corps
Enlisted Administrative Separations System (MCEADS).

a. Master files consist of information on enlisted
personnel including but not limited to: name SSN unit,
rank, date of rank (DOR), date of birth (DOB), place of
birth (PEDB), monitoring unit code (MCC), reporting unit
code and expiration of active service (EAS).

Close completed separation packages annually,
destroy/delete when 2 years old or after termination of
reserve obligation, whichever is earlier. Note: Hard
copy separations packages are sent to the Marine
Corps’ Personnel Management Support Branch
(MMSB) for inclusion in the service member’s OMPFE
(SSIC 1070.3). (N1-127-08-1)
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b. Input data consist of system uploads from the
Marine Corps Total Force System (MCTES).

Destroy/delete when no longer needed for reference
purposes. (GRS 20.2b)

c. Output reports include but are not limited to:
reports on separations packages created, pending review,
pending SJA action, pending final action and total
finalized.

(1) _Reports created and maintained by
MARFORRES.

Destroy/delete when no longer needed for reference
purposes. (GRS 20.16)

(2)_Reports created and maintained by
MARFORRES Major Subordinate Commands (MSC).

Destroy/delete when no longer needed for reference
purposes. (GRS 20.16)

8. Separations and Retirement Staffing System is a
computerized application which allows the paperless
routing of separations, retirements, retire/retain and
retire/recall requests for officers and retirement request
for enlisted personnel Marine Corps-wide.

a. Master file consist of but are not limited to name,
rank, SSN request for retirement date (officer/enlisted),
request for separation date (officer/enlisted), retirement
type (disability/non-disability), inter-service transfer
requests, scanned copies of administrative action forms,
official correspondence, routing and staffing comments.

Close completed claim files annually. Destroy/delete
when 50 years old. (N1-127-09-2)

b. Input data consist of system uploads from the
Marine Corps Total Force System (MCTES), the
Operational Data Store Enterprise ODSE) and scanned
copies of Administrative Action forms, and official
correspondence submitted by service member requesting
separation or retirement.

Destroy/delete after verification of data input and
quality assurance. (GRS 20.2(b))

¢. Documentation. Systems documentation including
but not limited to, user manuals, systems descriptions, data
dictionaries, baseline requirements reports, report listings,
and the record layout/file structure and codes for each data
file. The documentation for each data file will include any
additional information about the content of the data file
and/or the context in which the data file was created.

Destroy/delete when no longer needed to retrieve
information from system. (GRS 11a(1))




CHAPTER 2

INFORMATION TECHNOLOGY AND
COMMUNICATIONS RECORDS

SSIC 2000-2999

Therecordsdescribed in this chapter relateto the
management and oper ation of all types of communication
services, facilities, infor mation technology and systems.
They arecreated or accumulated by departmental

bur eaus, headquarters Marine Cor ps and Navy and
Marine Cor ps offices and field activities that exercise
management control or formulate and prescribe general
communications and infor mation technology policies and
procedures and by activities and offices applying these
procedur es and providing communication and infor mation

technology services.

Information Technology recor ds describe any technology
that helpsto produce, manipulate, store, communicate,
and/or disseminateinformation. Included arerecordsthat

are created by computers and/or_systems regar ding or
involving communications such as cryptology, web site
records, satellites, etc. Theserecords are created or
accumulated by departmental bureaus, headquarters
Marine Corps and Navy and Marine Cor ps offices and
field activities. CIO Information Technology records
created viarelated job dutiesareincluded in this chapter.
Incorporated arerecordsthat document DON-wide | T
goals; specify milestones to be achieved; identify

per formance measur es for the DON’s I T portfolio; or
summarize the underlying principles and approach by
which the DON will plan for and manageits|T resour ces.

SSIC 2000-2099
TELECOMMUNICATIONS SYSTEMS RECORDS

SSIC 2000

GENERAL TELECOMMUNICATIONS SYSTEMS
RECORDS

1. Primary Program Correspondence. Files of the Office of
the Chief of Naval Operations (OPNAV) (N6), Commander,
Naval Computer and Telecommunications Command (NCTC),
and Commander, Space and Naval Warfare Systems
Command. Files include correspondence, studies, and reports
that document the planning and development of
telecommunications programs, policies, procedures, methods,
and significant accomplishments. Files retired under this
number are from the immediate offices of the commanders
named above and from program coordinators and action
officers under their command. (For routine, general
correspondence documenting the day to day administration of
these headquarters, use SSIC 2000.2.)

PERMANENT. Retire to the Washington National
Records Center (WNRC) when 10 years old. Transfer to
the National Archives and Records Administration
(NARA) when 20 years old. (N1-NU-89-1)

2. Activities General Correspondence Files. Files include
reports and other papers relating to the internal operations and
administration of communications offices. These are routine
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files concerning the day to day operations, maintenance,
installation of equipment, and other routine matters at
subordinate levels.

Destroy when 2 years old. (N1-NU-89-1)
3. Telecommunications Publications and Instructions.

a. Records set. (One copy of each publication originated
by cognizant activity.)

PERMANENT. Transfer to WNRC when superseded,
cancelled, or no longer required for reference, whichever
is earlier. Transfer to NARA when 20 years old. (N1-
NU-89-1)

b. All other copies.

Retain on board. Destroy when no longer required for
reference. (N1-NU-89-1)

4. Telecommunications Plans Issued by Echelon 1 (Chief of
Naval Operations (CNO)) and Echelon 2 (Commander, Naval
Computer and Telecommunications Command, Commander,
Space and Naval Warfare Systems Command, and Fleet
CINCS).

a. Record copy. (One copy of each plan originated by
cognizant activity.)

PERMANENT. Transfer to nearest FRC when superseded,
cancelled, or no longer needed for reference, whichever is

later. Transfer to NARA when 20 years old. (N1-NU-89-
1)

b. All other copies.

Retain on board. Destroy when no longer needed for
reference. (N1-NU-89-1)

SSIC 2007

CIRCUIT MAYFLOWER (AND SUCCESSOR PROGRAM
TITLES) RECORDS.

General Correspondence Files. Routine administrative files
concerning testing, maintenance, training and operations of
these submarine communications. (Exclude policy files of the
program manager and primary program correspondence
covered by 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2008

CLARINET MERLIN (AND SUCCESSOR PROGRAM
TITLES) RECORDS

General Correspondence Files. Operational, administrative,
and training files pertaining to Clarinet Merlin submarine
communications. (Exclude policy files of the program
manager and primary program correspondence covered by
SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2010

SPECIAL SYSTEMS/NETWORKS (IN GENERAL)
RECORDS




General Correspondence Files. Files pertaining to special
systems and networks in general, not covered under specific
SSICs. (Exclude primary program records and program
manager records covered by SSIC 2000.1).

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2012
TACTICAL NET RECORDS

1. Command and Control (C2), Fleet Flash Net (FFN), and
Fleet Teletype Conference Net (FTCN) Planning Records.
Records pertaining to all plans for tactical nets between ships,
aircraft, and shore stations. (Exclude primary program records
covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)

2. Tactical Net Operations Records. Records pertaining to
operation of tactical nets between ships, aircraft, and shore
stations.

Destroy when 5 years old. (N1-NU-89-1)

3. Tactical Net Resources Records. Records pertaining to the
programming of manpower and funds and procurement and
installation of equipment supporting tactical communications.

Destroy when 5 years old. (N1-NU-89-1)

4. Project Implementation Records. Records pertaining to all
tactical (ashore and afloat) systems that are planned,
programmed, budgeted and ready for implementation. These
records concern the installation and circuit test and acceptance
of tactical telecommunications systems.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2013
MOBILE-TRANSPORTABLE RECORDS

1. General Correspondence Files. Files pertaining to mobile-
transportable communications assets (vehicles, portable
antennas, etc.). (Exclude primary program records covered by
SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2014
CONTINGENCY COMMUNICATIONS RECORDS

1. General Correspondence Files. Records pertaining to
communications planning, operations, and resources to be used
in natural disasters and in unexpected military operations.
(Exclude primary program correspondence covered by SSIC
2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
2. Contingency Plans.
a. Record copy.

PERMANENT. Retire to WNRC when superseded,
cancelled, or no longer required for reference, whichever
is earlier. Transfer to NARA when 20 years old. (N1-
NU-89-1)
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b. All other copies.

Retain on board. Destroy when no longer needed for
reference. (N1-NU-89-1)

SSIC 2015
VISUAL COMMUNICATIONS RECORDS

1. General Correspondence Files. Files pertaining to visual
communications (flashing light, infrared, laser, flag hoist, and
pyrotechnic signals). (Exclude primary program records
covered by SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2016

DEFENSE COMMUNICATIONS SYSTEMS (DCS) HF
ENTRY RECORDS

1. General Correspondence Files. Routine Navy files related to
DCS high frequency (HF) entry exercise and requirements.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2017

DEFENSE INFORMATION SERVICES AGENCY (DISA)
QUALITY ASSURANCE PROGRAM RECORDS

1. Information Contained in These Routine Records Include
Technical Control Matters, DISA Circulars, Technical
Evaluation Program, Performance Evaluation, Defense Switch
Network, and AUTOSEVOCOM.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2020
GENERAL AUTOMATED SYSTEMS RECORDS

1. Project Implementation Records. Records pertaining to all
automated telecommunications systems that are planned,
programmed, budgeted, and ready for implementation, that are
not filed under specific programs. (Exclude primary program
correspondence covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2021

WORLDWIDE MILITARY COMMAND AND CONTROL
SYSTEMS (WWMCCS) RECORDS

1. Primary Program Records. Records accumulated by CNO
and Commander, Space and Naval Warfare Systems Command
relating to preparing, coordinating, issuing, and interpreting
policy matters related to fulfilling the functions of
communications command and control. Documents related to
formulation of policy on general purpose radio navigation, and
the application of automatic data processing (ADP) technology
to the command control systems, and guidelines for the design
and operation of the WWMCCS. These are files unique to the
Department of the Navy and not duplicates of records held by
DISA. (Data bases that are products of the WWMCCS system
are filed under the appropriate SSIC in Chapter 3 of this
manual.)



PERMANENT. Retire to WNRC when 5 years old.
Transfer to National Archives when 20 years old. (N1-
NU-89-1)

2. General Correspondence Files. Files of all other offices
concerning the WWMCCS system; funding of hardware and
software for Department of the Navy supported sites; and
logistic support, architecture, and manpower for the
WWMCCS site, includes duplicates of reports, correspondence
and other documents held by DISA.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2023

RECORDS PERTAINING TO SHIPBOARD AUTOMATED
COMMUNICATIONS SYSTEMS

1. Navy Modular Automated Communications Systems
(NAVMACS), Information Exchange System (1XS), Message
Routing and Distribution System (MRDIS), Message
Processing and Distribution System (MPDS), and
Communication Data Processing System (CDPS) Planning
Records. Records pertaining to the planning for shipboard
automated communications systems research and development,
including related funding considerations. (Exclude primary
program records covered by SSIC 2000.1.)

Retain on board. Destroy when no longer needed. (N1-
NU-89-1)

2. Automated Systems Operations Records. Records
pertaining to the routine operations of shipboard automated
communications systems and related telecommunication
matters.

Retain on board. Destroy when no longer needed. (N1-
NU-89-1)

3. Automated Systems Resources Records. Records
pertaining to the programming of funds and procurement and
installation of shipboard automated communications
equipment.

Retain on board. Destroy when no longer needed. (N1-
NU-89-1)

SSIC 2026

RECORDS PERTAINING TO SHORE AUTOMATED
SYSTEMS

1. Navy Communication Processing and Routing System
(NAVCOMPARS), Local Digital Message Exchange
(LDMX), IXS, MRDIS, Remote Information Exchange
Terminal (RIXT), Integrated Submarine Automated Broadcast
Processing System (ISABPS), Automated Text Message
Handling (ATMH), and Military Message Experiment (MME)
Systems Planning Records. Records pertaining to the planning
for shore automated systems development, equipment
upgrades, or ashore communication system configuration,
including related funding considerations. (Exclude primary
program records covered by SSIC 2000.1.)

Retain on board. Destroy when no longer needed. (N1-
NU-89-1)
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2. Automated Systems Operations Records. Records
pertaining to routine operation of shore automated systems.

Retain on board. Destroy when no longer needed. (N1-
NU-89-1)

3. Automated Systems Resources Records. Records
pertaining to the programming of manpower, funding and
procurement or installation of shore automated communication
systems.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1

SSIC 2030

SECURE VOICE SYSTEMS (EXCLUDING
AUTOSEVOCOM) RECORDS

1. General Correspondence Files. Routine operational and
administrative files including navigation secure voice transit
and NAVSTAR global positioning system (GPS) records.
(Exclude primary program records covered by SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2031
WIDE BAND RECORDS

1. General Correspondence Files. Routine operational and
administrative files on wide band planning, operations and
resources. (Exclude primary program records covered by
2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2032
NARROW BAND RECORDS

1. General Correspondence Files. Routine operational and
administrative files on narrow band planning, operations and
resources. (Exclude primary program records covered by
2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2040-2049
STRATEGIC SYSTEMS RECORDS

The records in this series are related to Strategic Systems
Records and include Minimum Essential Emergency
Communications Network (MEECN), Improved Emergency
Message Automatic Teletype System (IEMATS), Joint Chiefs
of Staff (JCS) Alerting Net (JCSAN), Take Charge and Move
Out (TACAMO), Airborne National Command Post
(ABNCP), Extra Low Frequency (ELF) and Verdin (and
Predecessors Seafarer, Shelf and Sanguine).

SSIC 2040
STRATEGIC SYSTEMS RECORDS

1. General Correspondence Files. Files pertaining to
planning, resources and operations. (Exclude primary program
correspondence covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)



SSIC 2041

MINIMUM ESSENTIAL EMERGENCY
COMMUNICATIONS NETWORK (MEECN)

(Strategic Connectivity System) Records relating to airborne
platforms that are capable of relaying Presidential orders on
strategic warning. This network includes the National
Emergency Airborne Command Post (NEACP).

1. General Correspondence Files. Files pertaining to
planning, resources, and operations that duplicate DISA files
or are of a routine, administrative, facilitative or operational
nature. (Exclude primary program correspondence relating to
Navy participation in this network covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2042

IMPROVED EMERGENCY MESSAGE AUTOMATIC
TELETYPE SYSTEM (IEMATS)

1. General Correspondence Files. Routine files pertaining to
planning, resources and operations of this piece of hardware
that seizes fixed broadcasts and transmits emergency action
messages.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2043
JCS ALERTING NET (JCSAN)

1. General Correspondence Files. Routine, facilitative files
pertaining to Department of the Navy planning and resources
for implementation and operations.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2044
TACAMO (TAKE CHARGE AND MOVE OUT)

1. General Correspondence Files. Routine records relating to
survivable airborne communications links between national
command authority and deployed ballistic missile submarines.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2045
AIRBORNE NATIONAL COMMAND POST (ABNCP)

1. General Correspondence Files. Files pertaining to
planning, resources and operations.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2046
EXTREMELY LOW FREQUENCY (ELF) (SUCCESSOR TO

SEAFARER, SHELF, SANGUINE)

1. Records Relating to Environmental Impact on ELF Program
and Resulting Public and Congressional Interest, at CNO,
Naval Computers and Telecommunications Command, and
Space and Naval Warfare Systems Command. Records which
Document the Intense Public Interest in the ELF program,
Especially Concerning Health and Environmental Issues.
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Includes briefing papers and slides, health studies,
congressional correspondence, photographs and press
briefings.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old. (N1-NU-89-1)

2. General Correspondence Files. Routine files at the above
commands and at all other commands pertaining to
administration, resources and operations.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2047
VERDIN

1. General Correspondence Files relating to this VLF
Receiving and Transmitting System that processes message
traffic to be utilized by Submarines and Aircraft. Records that
relate to planning, resources, routine operations and
administration of this system. (Exclude primary program
records covered by 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2050-2059

SATELLITE COMMUNICATIONS (SATCOM) SYSTEMS
RECORDS

The records in this series are related to SATCOM Systems
Records and include Ashore SATCOM Systems, Afloat
SATCOM Systems and Satellite Navigation Systems Records.

SSIC 2050

SATELLITE COMMUNICATIONS (SATCOM) SYSTEMS
RECORDS

1. General Correspondence Files. Files relating to routine
usage, planning, operations, testing, access and assignment and
resources. (Exclude primary program records covered by
2000.1.)

Destroy when 5 years old. (N1-NU-89-1)

2. MUJI (Meaconing, Intrusion, Jamming and Interference)
Reports. Reports about satellite communications interference
received by message as interference occurs. Also, Naval
Computers and Telecommunications Command summaries of
MUJls.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2051
ASHORE SATCOM SYSTEMS

1. General Correspondence Files. Files pertaining to
planning, resources and operations. (Exclude primary program
records covered by SSIC 2000.1.)

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2052
AFLOAT SATCOM SYSTEMS




1. General Correspondence Files. Files pertaining to
planning, resources and operations. (Exclude primary program
records covered by SSIC 2000.1.)

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2054
SATELLITE NAVIGATION SYSTEMS

1. General Correspondence Files. Files pertaining to
planning, resources and operations. (Exclude primary program
records covered by SSIC 2000.1.)

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2060-2069
TELEPHONE SYSTEMS RECORDS

The records in this series are related to telephone systems
records and Include Defense Telephone System (DTS),
Command Switch Systems (CSS), Navy Administrative
Telephone System (NATS) and Federal Telecommunications
Systems (FTS) Records.

SSIC 2060
TELEPHONE SYSTEMS RECORDS

1. General Correspondence Files. Files relating to planning,
operations and resources. (Exclude primary program records
covered by SSIC 2000.1.)

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

2. Telephone Service Records. Requests for telephone service
and other similar records relating to servicing and the
operations of telephone service and equipment.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2061
DEFENSE TELEPHONE SYSTEMS (DTS)

1. General Correspondence Files. Routine files pertaining to
Department of the Navy planning, resources and operations.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2063
COMMAND SWITCH SYSTEM (CSS)

1. General Correspondence Files. Routine files pertaining to
Department of the Navy planning, resources and operations.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2066
NAVY ADMINISTRATIVE TELEPHONE SYSTEM (NATS)

1. General Correspondence Files. Files pertaining to
planning, resources and operations. (Exclude primary program
records covered by SSIC 2000.1.)
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Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2069
FEDERAL TELECOMMUNICATIONS SYSTEMS (FTS)

1. General Correspondence Files. Routine files pertaining to
Department of the Navy planning, resources and operations.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2070

SWITCHED SYSTEMS-NETWORKS RECORDS-
GENERAL

1. Planning Records. General correspondence pertaining to
planning for establishing or disestablishing automatic digital
network (AUTODIN) automatic switching centers (ASC) and
AUTODIN computers and software.

Retain on board. Destroy when 10 years old. (N1-NU-
89-1)

2. Operations Records. General correspondence relating to
operations of the ASC and specifically those operations that
support and impact naval intelligence claimancy operations or
support fleet operations.

Destroy when 2 years old. (N1-NU-89-1)

3. Resources Records. General correspondence pertaining to
the manpower and funding of AUTODIN switching centers.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2071
AUTODIN I/AUTODIN Il RECORDS

1. Integrated AUTODIN System Architecture (IASA)
Records. Records pertaining to AUTODIN system
architecture.

Destroy when 5 years old. (N1-NU-89-1)

2. AUTODIN I Records. Records pertaining to worldwide
AUTODIN I planning, operations and resources.

Destroy when 5 years old. (N1-NU-89-1)

3. AUTODIN II Planning, Operations, and Resources
Records. The AUTODIN Il Program has been disestablished.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2072

NORTH ATLANTIC TREATY ORGANIZATION
(NATO)/ALLIED SYSTEMS RECORDS

1. General Correspondence Files. Routine files pertaining to
NATO and Allied switched systems such as the NATO
Integrated Communication System (NICS), Telegraphic
Automatic Relay Equipment (TARE), Initial VVoice Switching
Network (IVSN), the NATO Secure Voice System, etc. These



systems handle data traffic and voice traffic. (Exclude primary
program correspondence covered by 2000.1.)

Transfer to FRC when 5 years old. Destroy when 15 years
old. (N1-NU-89-1)

SSIC 2073
AUTOVON/DSN

1. General Correspondence Files. Files pertaining to plans,
operations, and resources for automated voice network

(AUTOVON)/Defense Switched Network (DSN). Includes
records on implementation of all AUTOVON/DSN systems.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2074

AUTOSEVOCOM RECORDS (AND SUCCESSOR
SYSTEMS)
1. General Correspondence Files. Files pertaining to plans,

operations and resources for automatic secure voice
communication (AUTOSEVOCOM).

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2075

ADVANCED RESEARCH PROJECTS AGENCY
NETWORK (ARPANET) RECORDS

1. Planning Records. Routine records pertaining to
Department of the Navy planning for ARPANET installations.
(ARPANET is used to pass data between computers at
research laboratories.)

Retain on board. Destroy when 10 years old. (N1-NU-
89-1)

2. Operations and Resources Records. Routine records
pertaining to Department of the Navy operation and resources
(programming of manpower and funds) with respect to
ARPANET.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2080
GENERAL BROADCAST SYSTEMS RECORDS

1. General Correspondence. Routine administrative
correspondence concerning Department of the Navy
communications broadcasts in general. (Exclude primary
program records covered by SSIC 2000.1).

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2081
FLEET BROADCAST RECORDS

1. Multi-channel, and Single Channel Planning Records.
Records pertaining to the establishment or disestablishment of
communications facilities supporting fleet broadcast or a
change in the broadcast alignment or control. (Exclude
primary program records covered by SSIC 2000.1).
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Transfer to FRC when 4 years old. Destroy when 10 years
old. (N1-NU-89-1)

2. Operations Records. Records pertaining to the various
components of the composite, multi-channel, single channel
and submarine broadcast systems.

Destroy when 2 years old. (N1-NU-89-1)

3. Resources Records. Records pertaining to programming,
procurement, or installation of manpower, funding or
equipment used in the fleet broadcast system.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2083
SUBMARINE BROADCAST RECORDS

1. Multi-channel and Single Channel Planning Records.
Records pertaining to the establishment or disestablishment of
communications facilities which support fleet submarine
broadcasts or a change in the broadcast alignment or control.

PERMANENT. Retire to FRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-1)

2. Operations Records. Records pertaining to the various
components of the composite, multi-channel, single channel
and submarine broadcast systems.

Destroy when superseded. (N1-NU-89-1)

3. Resources Records. Records pertaining to programming,
procurement, or installation of manpower, funding or
equipment used in the fleet broadcast system.

Retain on board. Transfer to FRC when 4 years old.
Destroy when 10 years old. (N1-NU-89-1)

SSIC 2086

ANTI-SUBMARINE WARFARE (ASW) (VP) BROADCAST
RECORDS

1. General Correspondence Files. Files pertaining to all
planning, operations, and resources with respect to ASW (VP)
broadcast systems, circuit connectivity or alignment. (Exclude
primary program records covered by SSIC 2000.1.)

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2089
NATO BROADCAST COMMUNICATIONS RECORDS

1. General Correspondence Files. Files pertaining to
planning, operations, and resources with respect to broadcast
systems, circuit connectivity or alignment.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

2. Multi-channel, Single Channel, and NATO Planning
Records. Records pertaining to the establishment or
disestablishment of communications facilities supporting fleet
broadcasts.



PERMANENT. Retire to FRC when 4 years old. Transfer
to NARA when 20 years old. (N1-NU-89-1)

3. Operations Records. Records pertaining to the various
components of the composite, multi-channel, single channel
and submarine broadcast systems.

Retain on board. Destroy when 2 years old. (N1-NU-89-
1)

4. Resources Records. Records pertaining to programming,
procurement, or installation of manpower, funding or
equipment used in the fleet broadcast system.

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2090
GENERAL MISCELLANEQUS SYSTEMS RECORDS
SSIC 2092

COMMERCIAL REFILE/CLASS "E" MESSAGES
RECORDS

1. Commercial Refile Records. Correspondence relating to
business traffic transmitted on Department of the Navy
circuits, then transmitted commercially.

Destroy when 1 year old. (N1-NU-89-1)

2. Class "E" Messages. Correspondence pertaining to the
transmittal of personal messages to or from naval personnel.

Destroy when 30 days old. (N1-NU-89-1)
SSIC 2093

MILITARY AFFILIATE RADIO SYSTEM
(MARS)/AMATEUR RADIO RECORDS

1. Membership Documents. Includes membership
applications and records reflecting participation of members
such as licenses, forms of assignments, change of status,
transfer or termination of membership.

Destroy 1 year after termination of membership. (N1-NU-
89-1)
2. Excess Equipment Records. Includes shipping, issuing, and
receipting documents for excess and surplus equipment.
Destroy when 2 years old. (N1-NU-89-1)

3. General Correspondence Files. Routine, administrative
correspondence concerning MARS call signs, frequency
interference and other operational matters. (Exclude primary
program records covered by SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)

4. Station Logs. Documents reflecting the time stations go on
and off the air, stations contacted, name of operator on duty,
and similar data. Included are logs, registers and comparable
documents.

Destroy 1 year after final entry. (N1-NU-89-1)

5. Messages. Messages of individuals and military units
received and transmitted by MARS facilities.

Destroy after 60 days. (N1-NU-89-1)
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SSIC 2095

FLEET COMMAND CENTER/TASK FORCE COMMAND
CENTER (FCC/TECC)

1. General Correspondence. These are routine records about
systems which carry information pertaining to fleet operations.
This SSIC covers only routine records on the
telecommunications systems used at these centers, and not
operational data carried on those systems. (Exclude primary
program records covered by SSIC 2000.1.)

Retain on board. Destroy when systems are obsolete or
when no longer needed for reference. For disposition of
operational data carried on these systems, see appropriate
SSIC in Chapter 3. (N1-NU-89-1)

SSIC 2096

OCEAN SURVEILLANCE INFORMATION SYSTEM
(OSIS) RECORDS

1. General Correspondence. These are routine records about a
system which carries current information on location of vessels
in various ocean areas. This SSIC covers installation,
maintenance and administration of the system itself, and not
the data gathered. (Exclude primary program records covered
by SSIC 2000.1.)

Retain on board. Destroy when system is obsolete or no
longer needed for reference. For disposition of data carried
on this system, see appropriate SSIC in Chapter 3. (N1-
NU-89-1)

SSIC 2097

SOUND SURVEILLANCE SYSTEM/SURVEILLANCE
TOWED ARRAY SYSTEM (SOSUS/SURTAS) RECORDS

1. General Correspondence. Routine records relating to
collection and processing of undersea acoustic data. Records
concern maintenance, installation and administration of system
only, and not the data gathered. (Exclude primary program
records covered by SSIC 2000.1.)

Retain on board. Destroy when system is obsolete or
when no longer needed for reference. For disposition of
data collected and processed by this system, see
appropriate SSIC in Chapter 3. (N1-NU-89-1)

SSIC 2098
ANTISUBMARINE WARFARE (ASW) RECORDS

1. General Correspondence Files. Routine files pertaining to
ASW communications including the Antisubmarine Warfare
Information Exchange System (ASWIXS) and Nuclear
Submarine (Direct Support) (SSN(DS)). This SSIC covers
only these telecommunications systems and not the information
carried on the systems. (Exclude primary program records
covered by SSIC 2000.1.)

Retain on board. Destroy when system is obsolete or
when no longer needed for reference. For disposition of
data collected and processed by this system, see
appropriate SSIC in Chapter 3. (N1-NU-89-1)

SSIC 2099



MERCHANT SHIP COMMUNICATIONS (MERCOMS)
RECORDS

1. General Correspondence Files. Routine files pertaining to
the broadcast system used to deliver U.S. Government
originated messages to merchant ships on prior arrangement
for delivery of messages to ships, when directed. (Exclude
primary program records covered by 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
2. Messages.
Destroy when 60 days old. (N1-NU-89-1)
SSIC 2100-2199
TELECOMMUNICATIONS SERVICES RECORDS

SSIC 2100

TELECOMMUNICATIONS SERVICES RECORDS -
GENERAL

These are case files containing information concerning the
requisition, acquisition, installation and maintenance of
telecommunications services/equipment to shore-based naval
activities worldwide. (Exclude primary program records
covered by SSIC 2000.1.)

Retain on board. Destroy when system is obsolete or
when no longer needed for reference. (N1-NU-89-1)

SSIC 2110
SHORT-HAUL LEASED CIRCUITS RECORDS

1. General Correspondence Files. Routine operational files
pertaining to short-haul leased circuits.

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2120
LONG-HAUL LEASED CIRCUITS RECORDS

1. General Correspondence Files. Routine operational files
pertaining to long-haul leased circuits.

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2130
ON-BASE CIRCUITS RECORDS

1. General Correspondence Files. Routine operational files
pertaining to on-base circuits.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2140
LEASED EQUIPMENT/TERMINALS ASHORE RECORDS

1. General Correspondence Files. Routine operational files
pertaining to leased equipment/terminals ashore.

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2150
LEASED EQUIPMENT/TERMINALS AFLOAT RECORDS
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1. General Correspondence Files. Routine operational files
pertaining to leased equipment/terminals afloat.

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2160
LANDLINES RECORDS

1. General Correspondence Files. Routine operational files
pertaining to landlines.

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2180

TELECOMMUNICATIONS SERVICE REQUEST (TSR)
RECORDS

1. General Correspondence Files. Files pertaining to TSR.
Destroy when 3 years old. (N1-NU-89-1)
SSIC 2200-2299
COMMUNICATIONS SECURITY (COMSEC) RECORDS

The records in this series are related to general COMSEC
records (policy and doctrine, assistance to foreign
governments, and COMSEC equipment installation and
configuration control) records and include physical security of
cryptographic equipment and materials (standards and loss or
compromise); transmission security (Low Probability of
Intercept (LPI), Anti-Jamming (AJ), COMSEC Traffic
Analysis, COMSEC signal analysis, and changing call sign
and frequency), cryptographic security (policy, doctrine and
procedures; violations and insecurities and cryptographic).

SSIC 2200
COMMUNICATIONS SECURITY — GENERAL

1. Routine Administrative Records relating to
Communications Security (COMSEC) pertaining to
cryptographic keying material, equipment or associated items
(except primary program correspondence covered by 2201).

Destroy when 2 years old or when no longer needed for
operations, whichever is later. (N1-NU-89-1)

SSIC 2201
POLICY AND DOCTRINE

1. Primary Program Correspondence accumulated by
Commander, US Fleet Cyber Command/US Tenth Fleet
relating to Communications Security within the Department of
the Navy including Plans, Doctrine Programming and
Guidance Developed by Naval Security Agency (NSA) and the
CNO and Development and Promulgation of Procedural
Instructions Applicable to the Department Of The Navy's
Communications Materials Security.

PERMANENT. Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road

Suite 6585

Fort George G. Meade, MD 20755-6586



when 2 years old. Transfer to NARA entire record series
or 5-year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records or 5-year blocks thereof will then be transferred to
NARA through appropriate channels. (N1-NU-89-1)

SSIC 2202
ASSISTANCE TO FOREIGN GOVERNMENTS

The terms “Assistance to Foreign Governments” and “Foreign
Military Sales” are no longer used as separate categories.
They are currently included in “Security Assistance”.
Security Assistance records in the COMSEC or cryptographic
areas are now included with other security assistance files
under SSIC 4920.5

Deleted: See SSIC 4920.5. (N1-NU-02-4)
SSIC 2206

COMSEC EQUIPMENT INSTALLATION AND
CONFIGURATION CONTROL

Covers progress of implementation programs designed to
introduce new equipment to ship and shore commands. Also
covers distribution of equipment currently in stock.

1. Implementation Programs.
a. Financial Management and Funding.
Destroy when 2 years old. (N1-NU-89-1)
b. Initial Distribution of Equipment.
Destroy when 2 years old. (N1-NU-89-1)
c¢. Distribution of Ancillary Equipment.
Destroy when 2 years old. (N1-NU-89-1)
d. Visit Reports
Destroy when action is completed. (N1-NU-89-1)

2. Acquisition of Current Existing Equipment (Already
Auvailable).

a. Requests for Equipment.

Destroy when 2 years old. (N1-NU-89-1)
b. Approvals.

Destroy when 2 years old. (N1-NU-89-1)
c¢. Funding Documents.

Destroy when 2 years old. (N1-NU-89-1)

3. COMSEC Equipment Configuration Control. Changes and
modifications to current COMSEC equipment. Changes to
existing configurations due to planned upgrading of
communications systems. (See SSIC 4720 also.)

a. Request for Authorization of Circuits.

Destroy when 2 years old. (N1-NU-89-1)
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b. Equipment Modifications-Routine.
Destroy when 2 years old. (N1-NU-89-1)
(1) Funding Documents.
Destroy when 2 years old. (N1-NU-89-1)
(2) Distribution of Equipment/Modifications.
Destroy when 2 years old. (N1-NU-89-1)

c. Equipment Modifications. Major changes to systems
components that have a significant impact on programs.

PERMANENT. Transfer to NARA per SSIC 2201. (N1-
NU-89-1)

SSIC 2207
OPERATING AND MAINTENANCE MANUALS

Operating and maintenance publications for cryptographic and
cryptographic-related equipment.

1. Record Copy maintained by Program Sponsor.

PERMANENT. Transfer to NARA per SSIC 2201. (N1-
NU-89-1)

2. All other copies.

Destroy when superseded or no longer needed for
reference, whichever is later. (N1-NU-89-1)

SSIC 2208
FOREIGN MILITARY SALES

The terms “Assistance to Foreign Governments” and “Foreign
Military Sales” are no longer used as separate categories.
They are currently included in “Security Assistance”. Security
Assistance records in the COMSEC or cryptographic areas are
now included with other security assistance files under SSIC
4920.5

Deleted: Apply SSIC 4920.5. (N1-NU-02-4)
SSIC 2210

PHYSICAL SECURITY OF CRYPTOGRAPHIC
EQUIPMENT AND MATERIALS

1. Records relating to the Physical Security of Cryptographic
Equipment and Materials. (Exclude primary program records
filed in SSIC 2201.1.)

Destroy when 2 years old or when no longer needed for
operations, whichever is later. (N1-NU-89-1)

SSIC 2212
LOSS OR COMPROMISE

1. Records relating to Loss or Compromise of Classified
Cryptographic Material.

a. Major violations, including espionage.

PERMANENT. Transfer to NARA per SSIC 2201. (N1-
NU-89-1)

b. All other violations.



Destroy when 10 years old or when no longer needed,
whichever is later. (N1-NU-89-1)

SSIC 2230-2233
CRYPTOGRAPHIC SECURITY

These SSICs have been deleted from this manual.
NOTE: Permanent records are included.

Retire records under SSIC 2212 of this instruction or
under appropriate SSIC in the 3200 series. (N1-NU-89-1)

SSIC 2250
CRYPTOGRAPHIC EQUIPMENT, GENERAL

Records relating to cryptographic equipment and material that
have a direct function in the encryption/decryption process,
such as on line transmitters and receivers, IFF units and off
line encrypt/decrypt equipment. They also include related non-
paper material without direct encrypt/decrypt functions such as
power timers, remote and extender units, repair, maintenance
and modification kits. Includes airborne, shipboard, shore,
vehicular/man pack and Master Station keyed cryptographic
equipment.

1. Primary Program Records relating to Policy and Procedures
regarding Cryptographic Equipment.

PERMANENT. Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road

Suite 6585

Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer to NARA entire record series
of 5 year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records, or 5 year blocks thereof, will then be transferred
to NARA through appropriate channels. (N1-NU-89-1)

2. Administrative Correspondence relating to Installation,
Maintenance and Other Routine Matters.

Destroy when 2 years old or when no longer needed,
whichever is later. (N1-NU-89-1)

SSIC 2251
PROJECT MANAGEMENT

1. Records relating to the Department of the Navy's
Cryptographic Equipment Resources from Procurement
through Final Destruction, including the Coordination of
Logistic Support among various activities internal and external
to Department of the Navy (DON). (Exclude primary program
records covered by SSIC 2250.1.)

Destroy upon completion of project or when no longer
needed. (N1-NU-89-1)

SSIC 2252

111-2-10

SECNAV M-5210.1 (1% Revision)
January 2012

MODIFICATIONS TO CRYPTOGRAPHIC EQUIPMENT

1. Records relating to Software Changes which do not affect
the Electrical or Mechanical Characteristics of Cryptographic
Equipment.

Destroy when superseded or obsolete. (N1-NU-89-1)
SSIC 2253

MASTER STATION KEYED CRYPTOGRAPHIC
EQUIPMENT

NOTE: Permanent records are included.
Do not file records under this SSIC, but use SSIC 2250.
Apply SSIC 2250. (N1-NU-89-1)
SSIC 2254
AIRBORNE CRYPTOGRAPHIC EQUIPMENT

NOTE: Permanent records are included.
Do not file records under this SSIC, but use 2250.
Apply SSIC 2250. (N1-NU-89-1)
SSIC 2255
SHIPBOARD CRYPTOGRAPHIC EQUIPMENT

NOTE: Permanent records are included.
Do not file records under this SSIC, but use SSIC 2250.
Apply SSIC 2250. (N1-NU-89-1)
SSIC 2256
SHORE CRYPTOGRAPHIC EQUIPMENT

NOTE: Permanent records are included.
Do not file records under this SSIC, but use 2250.
Apply SSIC 2250. (N1-NU-89-1)
SSIC 2257

EQUIPMENT, VEHICULAR/MANPACK CRYPTOGRAPIC
EQUIPMENT

NOTE: Permanent records are included.
Do not file records under this SSIC, but use SSIC 2250.
Apply SSIC 2250. (N1-NU-89-1)
SSIC 2280
COMSEC MATERIAL SYSTEM, GENERAL

Routine administrative records relating to the proper
distribution, control, security and accountability of COMSEC
(Communications Security) material used throughout the Navy,
Marine Corp, and Coast Guard to provide cryptographic
security for national security-related information. The
COMSEC system consists of systems, procedures, equipment,
keying material and facilities used at all locations where
communications functions are performed in support of national
security.



1. Routine Correspondence concerning COMSEC Material

System (CMS) Accounts Filed in Office of the Director, CMS.

Transfer to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585

Fort George G. Meade, MD 20755-6586

when CMS Account is closed. Destroy 5 years after
closure. (N1-NU-89-1)

2. General Correspondence at all other commands relating to
CMS Account Matters.

Destroy when 2 years old. (N1-NU-89-1)
3. Local Custody Issue Documents (and successor editions).

a. CMS 17/ SF 153 (or equivalent) issues of AL 1/AL
material.

Destroy upon submission of CMS 2-1A to DCMS for all
material listed. (N1-NU-89-1)

b. CMS 17/ SF 153 (or equivalent) issues of AL 3/AL 4
material.

Destroy 90 days from last date listed. (N1-NU-89-1)
¢. CMS 2-1 (chronological file copies).

Destroy when 2 years old. (N1-NU-89-1)

d. CMS 2-1 working copies

Destroy 90 days from receipt of last inventory date listed.
(N1-NU-89-1)

e. CMS 2-3 and/or CMS 2-4 (If only Confidential and
below is listed, CMS 2-3 and CMS 2-4 need not be retained.)

(1) Original copies.

Destroy 90 days from date all material listed is destroyed.
(N1-NU-89-1)

(2) Working copies
Destroy when no longer needed. (N1-NU-89-1)

f. Custodian/Alternate Letters of Appointment (CMA
account and local holder.)

Destroy upon appointment of replacement personnel.
(N1-NU-89-1)

g. CMS Running Inventory, retyped pages
Destroy when 90 days old. (N1-NU-89-1)

h. CMS Running Inventory, pages removed because all
listed items have been disposed of

Destroy when 90 days old. (N1-NU-89-1)
i. CMS Transaction Log, retyped pages.

Destroy when accuracy of new page has been confirmed.
(N1-NU-89-1)

j. CMS Transaction Log, entire, previous year’s log.
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Destroy when 2 years old. (N1-NU-89-1)

k. CMS 16-1 Semi Annual Inventory Report,
Chronological Files copies.

Destroy when 2 years old. (N1-NU-89-1)
I. CMS 16-1 Working Copies.

Destroy when 90 days old. (N1-NU-89-1)
m. CMS 16-1 Change of Custodian.

Destroy upon receipt of verification of next semi annual
inventory. (N1-NU-89-1)

4. Destruction Records.

a. Local, used to record destruction of AL 3/AL4 material
(Required only for Secret and Top Secret material. If SF 153
used to summarized individual completed records for
segmented keying material, those records may be destroyed as
soon as SF 153 summary is verified.)

Destroy when 90 days old. (N1-NU-89-1)

b. Local, used to record destruction of AL 1/AL 2
material.

Destroy when 90 days old, with submission of applicable
CMS 2-1 (or SF 153) to DCMS. (N1-NU-89-1)

5. Local holder/user local inventory report.
Destroy when no longer needed. (N1-NU-89-1)

6. General Messages (ALNAVS, ALCOMS, ETC.) relating to
CMS matters (exclude those documenting significant primary
program policy matters covered by 2281.)

Destroy upon cancellation by originator. (N1-NU-89-1)
7. Routine Messages relating to CMS matters.
Destroy when 2 years old. (N1-NU-89-1)

8. Directives, Messages and Correspondence retained in the
CMS Directives File.

Destroy upon cancellation or supersession of individual
directive. (N1-NU-89-1)

9. Progressive Watch Inventory.
Destroy when 30 days old. (N1-NU-89-1)

10. Receipts from Armed Forces Courier Service, Officer-
Messenger Mail, Courier Mail, Registered Mail and
Command-Controlled Package Number.

Destroy when 1 year old. (N1-NU-89-1)
11. Special Authorizations Correspondence.

Destroy when requirement expires or is cancelled, or when
special holdings becomes a permanent part of the
command’s authorized holdings. (N1-NU-89-1)

SSIC 2281
POLICY, PLANS AND PROCEDURES




1. Records relating to Development and Implementation of
Plans, Policy, Procedures, Doctrine, Programming and
Guidance both internal and external to the Communications
Security Material System, Accumulated at the Office of the
Director, CMS and at the CNO level. Includes records relating
to liaison and coordination matters and development and
issuance of procedural instructions applicable to
communications security.

PERMANENT. Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585

Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer to NARA entire records series
or 5-year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records, or 5-year blocks thereof, will then be transferred
to NARA through appropriate channels. (N1-NU-89-1)

SSIC 2282
DISTRIBUTION AND ALLOWANCE

1. Routine Records relating to Routine and Emergency
Distribution of COMSEC Keying Material to CMS Accounts.

Destroy when CMS material is cleared from account by
Director, CMS. (N1-NU-89-1)

SSIC 2283
ACCOUNTING AND INVENTORY CONTROL

1. Routine Records relating to the Proper Accounting for all
COMSEC Material from Production to Destruction.

Destroy when CMS material is cleared from account by
Director, CMS. (N1-NU-89-1)

SSIC 2284
AUTOMATED DATA PROCESSING SUPPORT

1. Routine Records relating to Development, Maintenance and
Management of Computer ADP Systems in Support of DCMS
with regard to Distribution, Accounting and Material
Management of COMSEC Material throughout the Department
of the Navy.

Destroy when 2 years old or when no longer needed for
operations, whichever is later. (N1-NU-89-1)

SSIC 2285
COMSEC MATERIAL SYSTEM ISSUING OFFICES

1. Routine Records relating to the Secure Stowage,
Accounting and Distribution of Cryptographic Equipment,
Ancillary Devices, Keying Material, Operating and
Maintenance Manuals, and COMSEC Related Publications and
Forms to CMS accounts.

Destroy when account is closed. (N1-NU-89-1)
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SSIC 2300-2399

COMMUNICATIONS METHODS AND PROCEDURES
RECORDS

These files include general communications methods and
procedures records for the following areas: Traffic
Handling/Processing; Traffic Analysis/Engineering; Quality
Control; Communications Evaluation; Traffic Statistical Data;
Communications Problems and Investigations; Message
Formats and Procedures; General Routing Doctrine;
Communication Alternate Routine (ALTROUTE); Stabilized
Routing for Afloat Commands; Worldwide Mobile Routing
Index (WWMRI); ACP-117 Listing; Communications Guard
Shift; Plain Language Address Directory (PLAD);
AICS/CADS/General Message Records; Routing Indicators;
International Call Signs and Voice Call Signs.

SSIC 2300

GENERAL COMMUNICATIONS METHODS AND
PROCEDURES RECORDS

1. Files of OPNAYV (N6), Space and Naval Warfare Systems
Command and the Naval Computer and Telecommunications
Command. Files include studies and reports that document the
planning and development of telecommunications programs,
policies, procedures, methods and significant accomplishment.
(For routine general correspondence documenting the day-to-
day administration of communications methods and
procedures, use SSIC 2300.2.)

PERMANENT. Retire to the WNRC when 10 years old.
Transfer to NARA when 20 years old. (N1-NU-89-1)

2. Activities General Correspondence Files. Files include
reports and other papers relating to the internal operations and
administration of communications offices.

Destroy when 2 years old. (N1-NU-89-1)
3. Technical Communications Publications
a. Record set.
PERMANENT. Apply SSIC 2000.3. (N1-NU-89-1)

b. All other copies. Includes technical communications,
publications and instructions originated by outside activities,
but used for reference in the performance of mission-related
tasks.

Retain on board. Destroy when no longer required for
reference. (N1-NU-89-1)

SSIC 2310
TRAFFIC HANDLING/PROCESSING RECORDS

1. OPNAV Communications Center.

a. All incoming and outgoing messages received, relayed
or sent (by whatever means) by CNO.

(2) Silver halide microform message files arranged in
date time group order.

PERMANENT. Cutoff file annually. Retire to WNRC
when 2 years old. Transfer to NARA when 20 years old. (N1-
NU-89-1)



(2) Paper copies of messages.

Destroy when microform copy has been verified. (N1-
NU-89-1)

(3) Magnetic tape copy of message files.

Destroy when no longer required for reference use. (N1-
NU-89-1)

b. Microform index to OPNAV message files showing
date time group, originator, classification, special handling
instructions and location on the microform.

PERMANENT. Cutoff annually. Retire to WNRC when
2 years old. Transfer to NARA when 20 years old. (N1-
NU-89-1)

2. Commander in Chief U.S. Pacific Command
(USCINCPAC) and Commander in Chief U.S. Atlantic
Command (USACOM) Communications Centers.

a. All incoming and outgoing messages received, relayed,
or sent (by whatever means) by USCINCPAC and
CINCUSACOM that are identified under SSIC's 3000 to 3999
(Operations and Readiness subjects) and SSIC's 4900 to 4960
(Foreign Military Assistance and Mutual Security Programs).

(1) Microform copy.

PERMANENT. Cutoff file annually. Retire to WNRC
when 2 years old. Transfer to NARA when 20 years old.
(N1-NU-89-1)

(2) Magnetic tape and paper copies.

Destroy when microform copy has been verified. (N1-
NU-89-1)

(3) Indexes to microform message files.

PERMANENT. Cutoff files annually. Retire to WNRC
when 2 years old. Transfer to NARA when 20 years old.
(N1-NU-89-1)

3. Communication and Crypto Center Records aboard Naval
Ships

a. Message Center Files. Ship's copies of all messages
received or sent (by whatever means), filed chronologically in
date-time-group order. Includes magnetic tape copy.

(1) Intelligence summaries.
Destroy when 10 days old. (N1-NU-89-1)

(2) Messages incident to distress and disaster.
Destroy when 3 years old. (N1-NU-89-1)

(3) Messages incident to, or involved in, any complaint
of which the command has been notified.

Destroy when 2 years old. (N1-NU-89-1)

(4) General messages (such as ALNAVS).
Destroy when cancelled. (N1-NU-89-1)

(5) Meteorological maps and summaries.

Destroy when 2 days old. (N1-NU-89-1)
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(6) Facsimiles.

Destroy when 60 days old. (N1-NU-89-1)
(7) Commercial message traffic.

Destroy when 12 months old. (N1-NU-89-1)

(8) Monitor rolls and message tapes for relay purposes
only.

Destroy when 1 day old. (N1-NU-89-1)

(9) All other messages, including key-punched cards,
Special Category Message, Single Integrated Operational Plan-
Essential Sustainment Items files, communications center
master file, and crypto center file.

Destroy when 60 days old. (N1-NU-89-1)
b. Message file of fleet broadcast.
(1) USNS ships.
Destroy when 30 days old. (N1-NU-89-1)
(2) All other message files of fleet broadcasts.

Destroy when 10 days old or no longer needed for
reference, whichever is later. (N1-NU-89-1)

c¢. Visual station messages (sent via flag hoist, semaphore,
and flashing light.

Destroy when 6 months old. (N1-NU-89-1)

4. Logs, Record Sheets, or Registers of Incoming and
Outgoing Messages aboard Naval Ships.

a. Central message log.

Destroy when 60 days old. (N1-NU-89-1)
b. Crypto center destruction log.

Destroy when 2 years old. (N1-NU-89-1)

c. Top secret control log.

Destroy when 60 days old. (N1-NU-89-1)
d. Watch-to-watch Inventory.

Destroy when 30 days old. (N1-NU-89-1)
e. Circuit (Teletype) log and monitor rolls.
Destroy when 60 days old. (N1-NU-89-1)

f. Tape relay station monitoring tapes or page copies of
outgoing messages and service desk rerun records (primarily
relay station log records of all messages).

Destroy when 30 days old. (N1-NU-89-1)
g. Visual station logs.
Destroy when 6 months old. (N1-NU-89-1)

5. All Other Department of the Navy Communications
Activities (Units, Offices, Stations, etc.) Excluding Naval
Ships Records. Visual and radio station files, including
radiophoto files: circuit copies (magnetic tapes) of messages
received or sent, regardless of media by which transmitted,



since they are filed in action office as part of the appropriate
general correspondence file (subject file, case file or other
official file) documenting the program or function to which the
messages relate. These are retained or destroyed periodically
in accordance with authorized instructions for other SSIC’s
this manual.

a. Message Center Files.

(1) Intelligence summaries.
Destroy when 10 days old. (N1-NU-89-1)

(2) Messages incident to distress and disaster.
Destroy when 3 years old. (N1-NU-89-1)

(3) Messages incident to, or involved in, any complaint
of which the command has been notified.

Destroy when 2 years old. (N1-NU-89-1)
(4) General messages (such as ALNAVS).
Destroy when cancelled. (N1-NU-89-1)
(5) Meteorological maps and summaries.
Destroy when 2 days old. (N1-NU-89-1)
(6) Facsimiles.
Destroy when 60 days old. (N1-NU-89-1)
(7) Commercial message traffic.
Destroy when 12 months old. (N1-NU-89-1)

(8) Monitor rolls and messages tapes for relay
purposes only.

Destroy when 1 day old. (N1-NU-89-1)

(9) All other messages, including key-punched cards,
SPECAT SIOP-ESI files, Communications Center Master File,
and Crypto center file.

Destroy when 60 days old. (N1-NU-89-1)

b. Message files of fleet broadcast.
(1) USNS ships.

Destroy upon inactivation of vessel. (N1-NU-89-1)
(2) All other message files of fleet broadcast.

Destroy when 10 days old or when no longer needed for
reference, whichever is later. (N1-NU-89-1)

6. Logs, Record Sheets, or Registers of Incoming and
Outgoing Messages at Shore Stations.

a. Central message log.

Destroy when 60 days old. (N1-NU-89-1)
b. Crypto center destruction log.

Destroy when 2 years old. (N1-NU-89-1)
c. Top Secret control log.

Destroy when 60 days old. (N1-NU-89-1)
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d. Watch-to-watch inventory.

Destroy when 30 days old. (N1-NU-89-1)
e. Circuit (teletype) log and monitor rolls.
Destroy when 60 days old. (N1-NU-89-1)

f. Tape relay station monitoring tapes or page copies of
outgoing messages and service desk rerun records (primary
relay station log records of all messages).

Destroy when 30 days old. (N1-NU-89-1)

7. Exercise Message Handling Records. Records pertaining to
the transmission, routing and handling of exercise messages.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2311
TRAFFIC ANALYSIS/ENGINEERING RECORDS

1. Traffic Engineering Records. Records pertaining to the
development of message flow schemes between ships and
shore stations. Files include order wires and interfaces between
satellite and non-satellite commercial and Allied systems.
These records are used for design or engineering purposes and
pertain to the management of the flow of message traffic.

Destroy when 5 years old. (N1-NU-89-1)

2. Speed of Service of Telecommunications Records.
a. Broadcast messages including speed of service.
Destroy when 1 month old. (N1-NU-89-1)

b. Magnetic tapes selecting data extracts of elements of
message traffic for the purpose of analysis.

Destroy when 1 year old. (N1-NU-89-1)

3. General Correspondence Files. Routine files pertaining to
traffic handling with reference to analysis, quality control,
message format and procedures (excluding primary program
records covered by 2000.1).

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2313
QUALITY CONTROL RECORDS

General Correspondence Files. Routine files pertaining to
quality control of telecommunications traffic and messages.
These files relate to error rates and retransmission rates.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2314
COMMUNICATIONS EVALUATION RECORDS

Case Files at Naval Computer and Telecommunications
Command (NCTC) containing evaluations of requests for
solving communications or technical problems, e. g.,
overloading circuits.

Destroy 2 years after action is completed or when no
longer needed for reference after action is completed,
whichever is later. (N1-NU-89-1)



SSIC 2316
TRAFFIC STATISTICAL DATA RECORDS

1. Records Filed at NCTC Concerning Trends and Statistics
for Message Traffic Volumes, Manual Intervention Rates and
Availabilities and Reliabilities for the Principal Department of
the Navy Message Handling Systems. Includes statistics on
AUTODIN volumes.

a. Input reports from many sources.
Destroy when 2 years old. (N1-NU-89-1)

b. Naval Telecommunications System Performance
annual report compiled from input reports.

PERMANENT. Retire to FRC when 10 years old.
Transfer to NARA when 20 years old. (N1-NU-89-1)

SSIC 2319
MESSAGE FORMATS AND PROCEDURES RECORDS

1. General Correspondence Files. Files pertaining to message
format and procedures.

Retain on board. Destroy when superseded, obsolete, or
no longer required, whichever is earlier. (N1-NU-89-1)

SSIC 2320
GENERAL ROUTING DOCTRINE RECORDS

1. Activities General Correspondence Files. Files include
reports and other papers related to internal operations and
administration of message routing.

Destroy when 2 years old. (N1-NU-89-1)

2. Publications and Instructions. Publications and instructions
governing message routing and providing general routing
doctrine.

Retain on board. Destroy when superseded, cancelled or
no longer required for reference, unless otherwise directed.
(N1-NU-89-1)

SSIC 2321

COMMUNICATION ALTERNATE ROUTING
(ALTROUTE) RECORDS

1. General Correspondence Files. Files pertaining to
ALTROUTE.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2322

STABILIZED ROUTING FOR AFLOAT COMMAND
(STROFAC) RECORDS

1. General Correspondence Files. Files pertaining to
STROFAC temporary circuit routes routinely established for
90 days.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2324
ACP-117 LISTING RECORDS
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1. General Correspondence Files. Files pertaining to Allied
Communications Publication 117 (ACP-117).

Retain on board. Destroy when incorporated in revised
edition or change to ACP-117. (N1-NU-89-1)

SSIC 2325
COMMUNICATIONS GUARD SHIFT RECORDS

1. Messages Pertaining to Communications Guard Shifts.
Destroy when 1 month old. (N1-NU-89-1)
SSIC 2340
GENERAL ADDRESS DESIGNATORS RECORDS

1. General Correspondence Files. Files include reports and
other papers related to plain language addresses, address
indicator groups, collective address designators and call signs.

Destroy when 2 years old. (N1-NU-89-1)

2. Publications and Instructions. These govern Plain Language
Address Directory (PLAD), Address Indicating Groups
(AlGs), Collective Address Distributions (CADs) and call
signs.

Retain on board. Destroy when superseded, cancelled, or
no longer needed, unless otherwise directed by applicable
regulations. (N1-NU-89-1)

SSIC 2341

PLAIN LANGUAGE ADDRESS DIRECTORY (PLAD)
RECORDS

1. General Correspondence Files. Files pertaining to the
PLAD.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2342
AIG'S/CAD'S/IGENERAL MESSAGE RECORDS

1. General Correspondence Files. Files pertaining to AlGs,
CADs, and general messages.

a. CADs.
Destroy when 1 year old. (N1-NU-89-1)
b. AlGs and general messages.
Destroy when 1 year old. (N1-NU-89-1)
SSIC 2343
ROUTING INDICATORS RECORDS

1. General Correspondence Files. Files pertaining to routing
indicators.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2344
INTERNATIONAL CALL SIGNS RECORDS

1. General Correspondence Files. Files pertaining to
international call signs.



Destroy when 3 years old. (N1-NU-89-1)
SSIC 2345
VOICE CALL SIGNS RECORDS

1. General Correspondence Files. Files pertaining to voice
call signs.

Destroy when 3 years old. (N1-NU-89-1)
SSIC 2400-2499
ELECTROMAGNETIC SPECTRUM RECORDS

SSIC 2400
GENERAL MANAGEMENT RECORDS

1. General Spectrum Management Records. Records
pertaining to the electromagnetic spectrum.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

2. Spectrum Management Training Records. Records
pertaining to allocations, electromagnetic compatibility and
related areas of frequency management.

Destroy when 2 years old. (N1-NU-89-1)

3. Spectrum Management Automation Records. Records
pertaining to development and use of computer programs in
connection with frequency allocations and assignment
functions.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2410
ALLOCATION/ASSIGNMENT RECORDS

1. Allocation Records. Records documenting the application,
coordination, approval and authorization of frequency
allocations for operational use of telecommunication
equipment and systems.

Transfer to WNRC on revocation of allocation. Destroy
10 years after revocation. (N1-NU-89-1)

2. Assignment Records. Records of proposals, authorizations,
assignments, deletions and cumulative resources of radio

frequencies for the operation of telecommunication equipment.

a. Changes to frequency assignments made on-line in the
Frequency Resource Records System maintained by the
Electromagnetic Compatibility Analysis Center for the
Department of Defense. Also, input to systems operated by
any other Federal government agency.

Overwrite old assignments when obsolete. (N1-NU-89-1)

b. Paper records on assignments, whether above or below
30 MHZ. Includes electronic environment studies used to
evaluate feasibility of assigning new frequencies.

Retain on board. Destroy 2 years after revocation. (N1-
NU-89-1)

SSIC 2420
INTERFERENCE RECORDS
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1. Radio Frequency Interference Records. Records of
electromagnetic disturbances which interrupt, obstruct or
degrade the effective performance of telecommunications
electronic equipment.

Destroy when 2 years old. (N1-NU-89-1)

2. Radio Noise Records. Records of background noise created
by natural or man-made causes.

Destroy when 2 years old. (N1-NU-89-1)

3. Interference (Man Made) Records. Records of
electromagnetic noises generated by machine or other devices
which degrade the effective performance of
telecommunications electronic systems.

Destroy when 2 years old. (N1-NU-89-1)

4. Electromagnetic Pulse (EMP) Records. Records of the
degradation effect of radio frequency energy created by
nuclear explosions on communications and electronic
equipment or systems. (Exclude summaries and primary
program records covered by SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2430
PROPAGATION RECORDS

1. Propagation Records. Records of special frequency
predictions including tables of maximum useable
frequency/frequency optimum traffic (MUF/FOT) for times of
day.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2440
USAGE RECORDS

1. Frequency Usage Records. Records of actual usage of
radio frequencies.

Destroy when 10 years old. (N1-NU-89-1)
SSIC 2450-2459
ELECTROMAGNETIC COMPATIBILITY RECORDS
SSIC 2450

GENERAL ELECTROMAGNETIC COMPATIBILITY
RECORDS

1. Electromagnetic Compatibility Analysis Center (ECAC)
Records. Records pertaining to the assistance and advice
provided the Department of Defense (DOD) on
electromagnetic compatibility matters.

Destroy when 2 years old. (N1-NU-89-1)

2. Electromagnetic Compatibility Shipboard Program
Records. Records of programs devoted to assure ECM
shipboard.

Destroy when 2 years old. (N1-NU-89-1)

3. Electromagnetic Compatibility Aircraft Program Records.
Records of programs devoted to assure ECM in aircraft.



Destroy when 2 years old. (N1-NU-89-1)

4. Other Electromagnetic Compatibility Records. Records
pertaining to the compatibility of communications/electronic
equipment to be operated in their intended operational
electromagnetic environment without causing unacceptable
performance degradation.

Destroy when 2 years old. (N1-NU-89-1)

5. Electromagnetic Compatibility Program Funds Records.
Records of funds committed to assure ECM throughout the
DOD.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2460-2469
FREQUENCY SOUNDERS RECORDS
SSIC 2460

GENERAL FREQUENCY SOUNDERS RECORDS

1. Radio Frequency Coordination Records. Records
pertaining to inter-service and intra-service coordination and
national and international coordination frequency assignments.

Destroy when 2 years old. (N1-NU-89-1)

2. Radio Frequency Energy Records. Records of energy
(power) produced in radio frequency portion of the
electromagnetic spectrum by devices and communications and
electronic equipment or systems.

Destroy when 2 years old. (N1-NU-89-1)

3. Radiation Hazard (RADHAZ) Records. Routine records of
the effect of radio frequency energy on personnel, flammable
mixtures, ordnance and communications and electronic
equipment from a hazard standpoint. (Exclude policy and
standard procedure records covered by SSIC 5100, Safety and
Occupational Health.)

Destroy when 6 years old. (N1-NU-89-1)
SSIC 2500-2599
SI COMMUNICATIONS RECORDS

The records in this series are related to General Special
Intelligence (SI) Communications (SI communications
planning and management, SI communications procedures, Sl
communications equipment installation and configuration
control) records including SI communications systems (multi-
user SI communications center, Sl off-line encrypted
communications systems, SI Red Line Multiplexing Systems
(LEMONADE), classic wizard communications systems,
automatic processing systems for messages, and S| AUTODIN
Limited Privacy Service (ALPS)), SI High Frequency
Direction Finding (HFDF) communication systems (SI HFDF
Communications Reliability Reports and SI HFDF
Communications Control Shifts), SI Tactical Communications
(SI Air/Ground Communications Systems, Sl Ship/Shore
Communications Systems, SI Mobile Communications--Shore
Based, SI Mobile Communications--AFLOAT, Sl Tactical
Exchange Automated System (TEXAS), Sl Tactical
Intelligence Communications Systems and SI Operational
Intelligence Communications Systems) Records.
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SSIC 2500
S| COMMUNICATIONS RECORDS - GENERAL

Records dealing with communications which exist to support a
cryptology and/or Sensitive Compartmented Information (SCI)
mission. These communications consist of systems, networks,
circuits, and facilities at locations where cryptology functions
are performed by personnel of the US Fleet Cyber Command/
US Tenth Fleet and those portions of the Office of Naval
Intelligence operated by Navy or Marine Corps personnel.
These are documents concerning telecommunications systems
and not text actually transmitted via the systems.

1. Primary Program Correspondence. Records of OPNAV,
Commander, US Fleet Cyber Command/US Tenth Fleet,
Director, Office of Naval Intelligence and flag level
headquarters, such as memoranda, letters, messages, reports
and attachments, documenting high level Department of the
Navy SI communications policy.

PERMANENT. Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585

Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer to NARA entire record series
or 5-year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records, or 5-year blocks thereof, will then be transferred
to NARA. (N1-NU-89-1)

2. Routine Administrative Correspondence. Correspondence,
reports and messages documenting routine matters at all other
naval activities.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2501

SI COMMUNICATIONS PLANNING AND
MANAGEMENT

Records relating to planning, programming, directing, and
coordinating Cryptology Communications Systems within US
Fleet Cyber Command/US Tenth Fleet such as: Implementing
Plans, Doctrine, Programming and Guidance developed by
NSA; maintaining liaison and coordination with agencies
involved in communications matters of US Fleet Cyber
Command/US Tenth Fleet interest and responsibility;
developing and issuing procedural instructions applicable to
Navy Operated Communications; and the review and
evaluation of US Fleet Cyber Command/US Tenth Fleet Field
Station Communications Performance.

1. Primary Program Records. Records relating to the Navy's
policy and doctrine regarding S| communications planning at
OPNAYV, US Fleet Cyber Command/US Tenth Fleet, Director,
Office of Naval Intelligence and flag level headquarters.



PERMANENT. Transfer to NARA in accordance with
SSIC 2500.1. (N1-NU-89-1)

2. Routine Administrative Correspondence. Correspondence,
reports and messages documenting routine matters at all other
naval activities.

Destroy when 2 years old. (N1-NU-89-1)
3. Plans.
a. Record copy of Navy-originated plans.

PERMANENT. Transfer to NARA per SSIC 2500.1.
(N1-NU-89-1)

b. All other copies.

Destroy when no longer required for reference. (N1-NU-
89-1)

SSIC 2502
S| COMMUNICATION PROCEDURES

1. Routine Operational Correspondence. Correspondence
concerning procedures used in operating telecommunications
systems.

Destroy when no longer needed for operations. (N1-NU-
89-1)

2. Publications.
a. Record copy developed by Naval program sponsor.

PERMANENT. Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585

Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer to NARA entire record series
or 5-year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records, or 5-year blocks thereof, will then be transferred
to NARA through appropriate channels. (N1-NU-89-1)

b. All other copies.
Destroy when superseded. (N1-NU-89-1)
SSIC 2506

S| COMMUNICATIONS EQUIPMENT AND
CONFIGURATION CONTROL

Records relating to all proposed changes to the baseline
software and hardware configuration items evaluated and
discussed by all interested parties during the Configuration
Control Board (CCB) meeting. includes information on design
such as wiring diagrams and blueprints.

1. Minutes of Board Meetings and Supporting Technical
Documents, Including Wiring Diagrams and Blueprints.
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PERMANENT. Transfer to NARA per SSIC 2500.1.
(N1-NU-89-1)

2. Routine Administrative Correspondance.

Destroy when relevant system is superseded. (N1-NU-89-
1)

SSIC 2510
S| COMMUNICATIONS SYSTEMS - GENERAL

Consolidates records under SSICs 2511-2517 which are
telecommunications systems used for transmission of security
information developed by operational users.

1. Primary Program Correspondence. Records of OPNAV, US
Fleet Cyber Command/US Tenth Fleet, flag level headquarters
and the office of program sponsor. Includes: plans for
installation and concepts of operations; records relating to
actual installation and concepts of operations, and records
relating to actual installation schedules and system
obsolescence and removal. For routine administrative
correspondence at these commands, use SSIC 2510.2.

PERMANENT. Retire to:
Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585
Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer to NARA entire record series
or 5-year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records, or 5-year blocks thereof, will then be transferred
to NARA through appropriate channels. (N1-NU-89-1

2. Routine Operational and Administrative Correspondence at
All Other Naval Activities.

Destroy when 2 years old. (N1-NU-89-1)
3. Publications.
a. Record copy developed by Naval program sponsor.
PERMANENT. Apply SSIC 2510.1. (N1-NU-89-1)
b. All other copies.
Destroy upon supersession. (N1-NU-89-1)
SSIC 2511

MULTI-USER SPECIAL INTELLIGENCE
COMMUNICATIONS SYSTEMS (MUSIC)

1. Records Relating to Music Automated Communications
Systems that Interface Existing Communications Networks and
Incorporate Tactical Intelligence Communications Center
(TICC) Functions within a Single System.

Apply SSIC 2510. (N1-NU-89-1)
SSIC 2512



S| OFF-LINE ENCRYPTED COMMUNICATIONS
SYSTEMS

1. Concerns a Variety of Off-Line Cryptographic Equipments
and their use for Transmission of Message Traffic.

Apply SSIC 2510. (N1-NU-89-1)
SSIC 2513

SI RED LINE MULTIPLEXING SYSTEMS (PROJECT
LEMONADE)

1. Records relating to Time Division Multiplexing of Multiple
Circuits into a Single Transmitted Data Stream.

Apply SSIC 2510. (N1-NU-89-1)
SSIC 2515

CLASSIC WIZARD COMMUNICATIONS SYSTEMS

1. Records relating to a Group of Regional Reporting Centers
(co-located with US Fleet Cyber Command/US Tenth Fleet
stations) which Provide Special Mission Support to
Tactical/National Consumers. A system that provides
telecommunications support for Project CLASSIC WIZARD.
Apply SSIC 2510. (N1-NU-89-1)
SSIC 2516

AUTOMATIC PROCESSING SYSTEM FOR SI MESSAGES

1. Covers ADP Systems used for Transmission of Messages
among Naval and Department of Defense (DOD) Command
Elements.

Apply appropriate subparagraph of SSIC 2510. (N1-NU-
89-1)

SSIC 2517
SI AUTODIN LIMITED PRIVACY SERVICE (ALPS)

1. Records relating to AUTODIN Limited Privacy Service
(ALPS) which is a Communications Handling System that
allows for Protection of Electronically Transmitted
Compartmented Messages via the AUTODIN/DSSCS without
Formal Indoctrination of Automatic Switching Center (ASC)
Personnel.

Apply appropriate subparagraph of SSIC 2510. (N1-NU-
89-1)

SSIC 2520

SI HIGH FREQUENCY DIRECTION FINDING (HIDF)
COMMUNICATION SYSTEMS

1. Records relating to Circuitry used for Transmission of
HFDF Data.

Apply appropriate subparagraph of SSIC 2510. (N1-NU-
89-1)

SSIC 2521
S| HFDF COMMUNICATIONS RELIABILITY REPORTS

1. Monthly Reports on Circuit Reliability.
Destroy when 2 years old. (N1-NU-89-1)

111-2-19

SECNAV M-5210.1 (1% Revision)
January 2012

SSIC 2522
SI HFDF COMMUNICATIONS CONTROL SHIFTS

1. Records relating to Shift of Network Control among
Various Stations.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2530
SI TACTICAL COMMUNICATIONS, GENERAL

Consolidates records of SSICs 2531-2537 concerning
telecommunications systems and circuitry in support of tactical
operations.

1. Primary Program Correspondence. Records of OPNAV,
US Fleet Cyber Command/US Tenth Fleet, flag headquarters
and the office of program sponsor. Includes plans for
installation, concept of operations and records relating to
actual installation schedules and systems obsolescence and
removal. For routine administrative correspondence at these
commands, use SSIC 2530.2.

PERMANENT. Retire to:
Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585
Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer to NARA entire record series
or 5-year blocks thereof, if unclassified or declassified,
when 50 years old or sooner. Records series for which
special protection has been extended beyond 50 years will
be re-reviewed for declassification every 10 years
thereafter until releasable. The entire series of these
records, or 5-year blocks thereof, will then be transferred
to NARA through appropriate channels. (N1-NU-89-1)

2. Routine Operational and Administrative Correspondence at
All Other Naval Activities.

Destroy when 2 years old. (N1-NU-89-1)
3. Publications.

a. Record copy developed by Naval program sponsor.
PERMANENT. Apply SSIC 2530.1. (N1-NU-89-1)
b. All other copies.

Destroy upon supersession. (N1-NU-89-1)

SSIC 2531
SI AIRIGROUND COMMUNICATIONS SYSTEM

1. Operational Records relating to the SI Air Ground
Communications System which provides Specific Aircraft
Secure Communications with Designated SI Capable Ships and
US Fleet Cyber Command/US Tenth Fleet Shore Stations.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)

SSIC 2532
SI SHIP/SHORE COMMUNICATIONS SYSTEMS




1. Records relating to SI Ship Shore Communications
Systems.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)

SSIC 2533
SI MOBILE COMMUNICATIONS - SHORE BASED

1. Records relating to Various Tactical S| Communications
and Encryption Systems used by the USMC for Cryptologic
Support to Amphibious Warfare During Amphibious Assaults
and When Ashore.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)

SSIC 2534
SI MOBILE COMMUNICATIONS - AFLOAT

1. Operational Records relating to Various Tactical Sl
Communications Systems and Circuitry used to Provide Real-
Time Cryptologic and Intelligence Support to Battle Group
Commanders, Between Units of a Battle Group and for
Various Special Operations. Systems include encrypted voice,
data, and imagery transmitted via UHF SATCOM, Long Haul
HF and several Frequency Bands for Line-of-Sight.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)
SSIC 2535

SI TACTICAL EXCHANGE AUTOMATED SYSTEM
(TEXAS)
1. Records Concerning an Obsolete System Providing Circuit

Interconnections for Transmission of Data among Department
of the Navy and Other DOD Activities.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)

SSIC 2536

SI TACTICAL INTELLIGENCE COMMUNICATIONS
SYSTEMS (TACINTEL)

1. Records relating to the Sl Tactical Intelligence
Communications System (TACINTEL), which is a Member of
the Family of Automated Information Exchange Subsystems,
Developed under the Fleet Satellite Communications
(FLTSATCOM) Program to Support the Rapid Interchange of
Information Between Mobile Terminals.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)
SSIC 2537

SI OPERATIONAL INTELLIGENCE COMMUNICATIONS
(OPINTEL)

1. Records relating to the SI Operational Intelligence
Communications (OPINTEL) Broadcast which Provides a
Means for Broad and Rapid Dissemination of Operational
Intelligence, Communications Intelligence (COMINT), SI, and
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Special Weather Intelligence (SWI) to Selected Fleet Units and
Commanders Afloat.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)

SSIC 2538

SI SUBMARINE SATELLITE INFORMATION
EXCHANGE SUBSYSTEM (SI SSIXS)

1. Records relating to the SI Submarine Satellite Information
Exchange Subsystem (SI SSIXS), which is a Communications
Relay System, Designed to Provide High Data Rate Message
Delivery to Submarines.

Apply appropriate subparagraph of SSIC 2530. (N1-NU-
89-1)

SSI C 2600-2699
INFORMATION TECHNOLOGY (IT) RECORDS
SSIC 2600

DON CHIEF INFORMATION OFFICER (CIO)
RECORDS

1. Information Technology (IT) Program Planning
Records. DON CIO Recordsrelating to the development
of DON IT programs. Included arerecordsthat document
DON-wide | T goals; specify milestones to be achieved;
identifying performance measuresfor the DON'sIT
portfolio; or summarize the underlying principles and
approach by which the DON will plan for and manage its

I T resour ces. Records may include strategic and tactical
plans documenting the implementation and maintenance of
I T systemsin support of the DON mission and also may
include records supporting formally issued plans, such as
records of concurrence, comments, clear ances,
justifications, and other_issuance records.

NOTE: Thisitem does not apply to the data content or
design of individual IT systems. Recordsrelating to
specific mission-related systems must be scheduled
individually by submission of a SF 115 to NARA.

Privacy Act: Not Applicable

Cutoff annually. Destroy/delete when 7 yearsold or
when no longer needed, whichever islater. (GRS 27.1)

2. Enterprise Architecture Records. Recordsidentifying
thelT systems and networksreguired to perform the
DON’s mission and thetransitional processesrequired to
implement compr ehensive progr ams to support that
mission. Records may include technical reference models,
diagrams, graphics, models, and narratives that describe
the DON's baseline ar chitectur e, tar get ar chitecture, and
related sequencing plans.

Privacy Act: Not Applicable

Cutoff when superseded by a new iteration of the
enterprise architecture. Destroy/delete when 7 years
old or when no longer needed, whichever islater.

(GRS 27.2)




3. IT Capital Investment Records. Recor ds documenting
theintegration of IT investments with DON-wide strategic
planning, budgeting, procurement, and management.
Recordsincluderoutine and periodic reportson | T capital
investments; capital asset plans; business casesfor major
investments, systems, acquisitions, or oper ational assets
identified in the DON'’s capital investment portfolio; and
clearance and review records.

NOTE: Records needed to support contracts are under
SSIC 4330.

Privacy Act: Not Applicable

Cutoff annually. Destroy/delete when 7 yearsold or
when no longer needed, whichever islater. (GRS 27.3)

4. Legal and Regulatory Compliance Records. Records
documenting DON's compliance with Federal and DON
IRM laws and regulations, including systems and reports
created to support compliance with the mandates of OMB,
GAOQ, DON, other Federal IRM and I T oversight agencies.

Cutoff annually. Destroy/delete when 5 years old.
(GRS 27.4)

5. ClIO Committee Records. Records maintained by
committees, boards, task for ces, confer ences, or other 1T
advisory, governing, or_policy bodiesfor which the CIO
has designated sponsor ship, leader ship, or recordkeeping
responsibilities. Recordsinclude meeting minutes,
summaries, agendas, and transcripts; reports, studies, and
publications; member ship records; correspondence,
mailing, and distribution records; and other
administrative committeerecords.

NOTE: Records of Government-wide committees
sponsor ed by ClOs, such as Federal Chief Information
Officers Council, are not covered by thisitem.

Cutoff annually. Destroy/delete when 5 yearsold.
(GRS 27.5)

6. ClO Subject and Office Records. Records not
otherwise identified in this paragraph that include
briefings, reports, presentations, studies, correspondence,
and other documents created to support | T program
objectives; responses to and decisions on matters affecting
thelT program; or operational and managerial guidance
to all organizational segments of the DON.

NOTE: Official DON policy records generated by the CIO

are not covered by thisitem. They are considered DON
policy and issuancesrecor ds and ar e scheduled elsewhere.

Cutoff annually. Destroy/delete when 5 years old.
(GRS 27.6)

7. Schedules of Daily Activities. Calendars, appointment
books, schedules, logs, diaries, and other records
documenting meetings, appointments, telephone calls,
trips, visits, and other activities by the Cl1O while serving
in an official capacity, EXCLUDING materials deter mined

to be personal and those that have been incor por ated into
other recordkeeping systems.
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NOTE: Thisitem appliesonly torecords of the ClO, not
of the office' s subordinate staff.

Cutoff annually. Destroy/delete when not lessthan 2
year s but not morethan 5yearsold. (GRS 27.7)

SSIC 2610
ELECTRONIC RECORDS

This section provides disposal authorization for certain
electronic records and for specified paper, microform, or
other hardcopy recordsthat areintegrally related to the
electronic records.

This section applies to electronic records created or
received by DON activitiesincluding those managed for
activities by contractors. |t coversrecords created by
computer operators, programmers, analysts, systems
administrators, and all personnel with accessto a
computer. Disposition authority is provided for certain
master files, including sometables that are components of
database management systems, and certain files created
from master filesfor specific purposes. |n addition, this
schedule cover s certain electronic recor ds produced by end
usersin office automation applications. These dispositions
authorities apply to the categories of electronic records
described in thisrecords series, regardless of the type of
computer used to create or storetheserecords.

Thisrecords system does not cover all electronic records.
Disposition may not be carried out for electronic records
not covered by thisrecords seriesor GRS 20 unless
authorized by a Standard Form (SF) 115, Request for
Records Disposition Authority, that has been approved by
the National Archives and Record Administration
(NARA). Therecords covered by several itemsin this
section are authorized for erasure or deletion when the
activity determinesthat they are no longer needed for
administrative, legal, audit, or other operational purposes.

Subparagraphs 1a (in part), 2a, and 16 of this section
apply to hardcopy records used in conjunction with
electronic files. Subparagraphs 1, below, also covers
printouts produced to test, use, and maintain master files.
Subpar agraphs 10 and 11, below, should be applied to
special purpose programs and documentation for the
referenced electronic records whatever the medium in
which such programs and documentation exist.

Because copies of system security recor ds ar e now cover ed
by SSIC 2620, subparagraph 5, a cross-r efer ence has been
provided for subparagraph 12b to that effect.

Other DON IT related records series are addressed in
SSIC 5230 and 5231.

Privacy Act: Not Applicable

1. FilessRecords Relating to the Creation, Use, and
Maintenance of Computer Systems, Applications, or
Electronic Records.

a. Electronic files or records created solely to test
system performance, as well as hard copy printouts and
related documentation for the electronic files/r ecords.




Delete/destr oy when the activity deter mines that they
are no longer needed for administrative, legal, audit,
or other operational purposes. (GRS 20.1a)

b. Electronic files or records used to create or update
amaster file, including, but not limited to, work files, valid
transaction files, and inter mediate input/output records.

Delete after information has been transferred to the
master fileand verified. (GRS 20.1b)

c._Electronic files and hard copy printouts created to
monitor system usage, including, but not limited to, log-in
files, password files, audit trail files, system usagefiles,
and cost-back files used to assess char ges for system use.

Delete/destr oy when the activity determinesthey are
no longer needed for administrative, legal, audit, or
other operational purposes. (GRS 20.1c)

2. Input/Sour ce Records.

a. Hard copy (non-electronic) documents used to
create, update, or modify electronic recor ds when the
electronic records areretained to meet recor dkeeping
requirements and ar e cover ed by a NARA-approved
schedule. Included ar e such records as hard copy forms
used for data input aswell as hard copy documentsthat
are scanned into an electronic recor dkeeping system (e.q.,
correspondence, reports, still pictures, maps, etc.)

(1) Hard copy documentsthat NARA has
specifically designated as per manent records that must be
transferred to NARA in hard copy format, even if records
have been copied/converted to an electronic for mat.

PERMANENT. Transfer to NARA in accordance with
previously approved schedule. (GRS 20.2a(1))

(2) Hard copy records previously approved as
permanent that are converted to electronic records where
the electronic records do not meet NARA'stransfer
standar ds for_per manent electronic recordsin effect at the
time of conversion.

PERMANENT. Transfer to NARA in accordance with
previously approved schedule. (GRS 20.2a(2))

(3) Hard copy documentsthat contain infor mation
that isnot or_cannot be captured in the electronic version
of the records (e.g., certain handwritten annotations).

Apply previously approved schedule. (GRS 20.2a(3))

(4) Hard copy documents other than those covered
by records series 2a(1) —(3), above.

Destroy after the information has been converted to an
electronic medium and verified, when no longer
needed for legal or audit purposes or to support the
reconstruction of, or serve as a backup to, the
electronic records, or 60 days after NARA has been
provided the notification required by 1225.24(a(1),
whichever islater. (GRS 20.2a(4))

NOTE: (1) Theterm hard copy records or non-electronic
records asused in thisrecord seriesincludes, in addition to
traditional textual files. still picture negatives, prints,
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slides, and transparencies; aerial photography, maps,
charts, and drawings; motion picture film, and analog
videotape; and analog sound recordings. (2) 36 CRF
1225.24(a)(1) pertainsto per manent recordsthat have
been converted to electronic records and requires activities
tonotify NARA (ACNR) in writing of recordsthat have
been previously scheduled as permanent in hard copy
form, including special media records as described in 36
CER 1235.52. The notification must be submitted within
90 days of when the electronic recor dkeeping system
becomes oper ational and must contain the (a) name of
agency/activity; (b) name of the electronic system; (c)
organizational unit(s) or agency/ activity program that the
records support; (d) current disposition authority
reference; and (e) format of therecords (e.q., database,
scanned images, digital photographs, etc.).

b. Electronic records, except as noted in subpara. 2c,
below, entered into the system during an update process,
and not reguired for audit and legal pur poses.

Delete when data have been entered into the master
file or_database and verified, or when no longer
required to support reconstruction of, or serve as
backup to, the master file or database, whichever is

later. (GRS 20.2b)

c. _Electronic recordsreceived from another agency
and used as input/sour ce recor ds by the receiving activity,
EXCLUDING records produced by another agency under
the terms of an inter agency agr eement, or records created
by another agency in response to the specific information
needs of the receiving agency.

Delete when data have been entered into the master
file or database and verified, or when no longer needed
to support reconstruction of, or_serve as backup to, the
master file or database, whichever islater. (GRS

20.2¢c)

d. Computer filesor records containing uncalibr ated
and unvalidated digital or_analog data collected during
observation or measurement activities or research and
development programs and used asinput for a digital
master file or database.

Delete after the necessary data have been incor por ated
into a master file. (GRS 20.2d)

3. Electronic Recordsthat Replace Temporary Hard Copy
Records. Electronic recordsthat replace temporary hard
copy records covered by previously approved schedules
that do not explicitly exclude electronic records. (If a
previously schedule explicitly excludes electronic records,
a SF 115 must be submitted to NARA. None of the
authorities provided below may be applied.)

a. Scanned images.

Delete after the expiration of theretention period
authorized for the hard copy records. (GRS 20.3a)

b. Electronic formats other than scanned images.

(1) Records cover ed by temporary itemsin the
GRS oother that GRS 1, Item 21 (Employee M edical




Folders); GRS 1, Item 22 (Statistical Summaries); GRS 1,
Item 25f (Equal Employment Opportunity Statistics Files);
GRS 12, Item 3 (Telecommunications Oper ations Files);
and GRS 18, Item 5 (Top Secret Accounting and Control
Files) or Records covered by temporary itemsin a DON-
specific schedule that pertain to administrative
housekeeping activities.

Delete after the expiration of theretention period
authorized for the hard copy records. (GRS 20.3b(1))

(2) Records covered by GRS 1, Item 21 (Employee
Medical Folders); GRS 1, Item 22 (Statistical Summaries);
GRS, Item 25f (Equal Employment Opportunity
Statistics Files); GRS 12, Item 3 (T elecommunications
Operational Files); and GRS 18, Item 5 (Top Secret
Accounting and Control Files).

Submit SF 115 to NARA. (GRS 20.3b(2))

(3) Digital versions of temporary still pictures,
sound recor dings, motion picturefilm, and video

recordings.

Delete after the expiration of theretention period
authorized for the hard copy records. (GRS 20.3b(3))

(4) Program records approved for destruction in a
previously approved schedule that is media neutral and
does not explicitly exclude electronic records.

Delete after the expiration of theretention period
specified in the previously approved schedule. (GRS

20.3b(4))

(5) Program records maintained in an electronic
format that are not covered by subparas. 3(a), 3(b)(1),
3(b)(3), or 3(b)(4), above.

Submit SF 115 to NARA. (GRS 20.3b(5))

NOTE: (1) Subparas. 3(b)(1) and 3(b)(3) may be applied
to electronic records consisting of information drawn from
multiple previously scheduled hard copy series of
administrative housekeeping records. In such instances,
the electronic records must beretained for the longest
retention period specified in the previously approved
schedules. (2) Disposition authoritiesincluded in
subparagraphs 3 may be applied to copies of records
maintained on DON web sites only in case of
administrative housekeeping records. These items may not

be applied to web site copies of program records, which
must be scheduled separ ately.

4. Electronic Recordsthat Replace Permanent Hard Copy
Records. Electronic recordsthat replace hard copy

recor ds approved as permanent in a previously approved
schedule.

PERMANENT. Submit notification to NARA in
accor dance with 36 CFR 1225.24(a)(1). (GRS 20.3.1)

NOTE: (1) Electronic versions of per manent records that
areretained asrecordkeeping copies must meet the
standar ds contained in NARA guidance concerning the
creation, maintenance, and transfer of permanent
electronicrecords. (2) SSIC 2610, 4, above, may be
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applied if the electronic records consist of information
drawn from multiple previously scheduled per manent
series. |n cases wherethe electronic recordsinclude
information drawn from both temporary and per manent
hard copy series, DON may apply SSIC 2610, 4 or submit
a SF 115 that proposes disposal of therecordsif the
activity believes the electronic records do not warrant
permanent retention. (3) This paragraph does not cover
copies of permanent records maintained on DON web sites,
which must be scheduled separ ately.

5. Data Files Consisting of Summarized I nformation.
Recordsthat contain summarized or aggr egated
information created by combining data elements or
individual observations from a single master file or
databasethat is disposable under a GRS item or is
authorized for deletion by a disposition job approved by
NARA after 1 January 1988, EXCL UDING data filesthat
are created as disclosur e-free filesto allow public accessto
the data which may not be destroyed befor e securing

NARA approval.
Delete when the activity determinesthat they are no

longer needed for administrative, legal, audit, or other
oper ational purposes. (GRS 20.4)

NOTE: Data files consisting of summarized infor mation
which wer e created from a master file or databasethat is
unscheduled, or that was scheduled as per manent but no
longer existsor can nolonger be accessed, may not be
destroyed befor e securing NARA approval.

6. Records Consisting of Extracted | nfor mation.
Electronic files consisting solely of records extracted from
asingle master file or database that is disposable under
GRS 20 or approved for deletion by a NARA-approved
disposition schedule, EXCLUDING extractsthat are:

e Produced as disclosur e-freefilesto allow public
access to the data; or

e Produced by an extraction process which changes
the informational content of the sour ce master file
or database; which may not be destroyed before
securing NARA approval. For print and technical
reformat files see records subparagraphs 7 and 8,
below, respectively.

Delete when the activity determinesthat they are no
longer needed for administrative, legal, audit, or other
oper ational purposes. (GRS 20.5)

NOTE: (1) Records consisting of extracted information
that was created from a master file or databasethat is
unscheduled, or that was scheduled as per manent, but no
longer exists or no longer can be accessed, may not be
destroyed before securing NARA approval. (2) See
paragraph 13 of this section for other extracted data.

7. Print File. Electronicfile extracted from a master file
or database without changing it and used solely to produce
hard-copy publications and/or_printouts of tabulations,
ledger s, registers, and statistical reports.




Delete when the activity determinesthat they are no
longer needed for administrative, legal, audit, or other
oper ational purposes. (GRS 20.6)

8. Technical Reformat File. Electronic file consisting of
data copied from a complete or partial master file or
database made for_the specific pur pose of infor mation
inter change and written with varying technical
specifications, EXCLUDING files created for transfer to
the National Archives.

Delete when the activity determinesthat they are no
longer needed for administrative, legal, audit, or other
oper ational purposes. (GRS 20.7)

9. Backups of Files. Electronic copy, considered by the
activity to be a Federal record, of the master copy of an
electronic record or file and retained in case the master
file or database is damaged or inadvertently erased.

a. Fileidentical to records scheduled for transfer to
the National Archives.

Delete when the identical records have been captur ed
in a subsequent backup file or when the identical
records have been transferred to the National
Archives and successfully copied. (GRS 20.8a)

b. Fileidentical to recordsauthorized for disposal in a
NARA-approved recor ds schedule.

Delete when the identical records have been deleted, or

when replaced by a subsequent backup file. (GRS
20.8b)

10. Finding Aids (or Indexes). Electronic indexes, lists,
registers, and other finding aids used only to provide
access to recor ds authorized for destruction by the GRS or
aNARA-approved SF 115, EXCL UDING records
containing abstracts or other infor mation that can be used
as an information source apart from therelated records.

Delete with related records or when the activity
determinesthat they are no longer needed for
administrative, legal, audit, or other operational
pur poses, whichever islater. (GRS 20.9)

11. Special Purpose Programs. Application software
necessary solely to use or maintain a master file or
database authorized for disposal in a GRSitem or a
NARA-approved records schedule, EXCL UDING special
pur pose softwar e necessary to use or maintain any
unscheduled master file or database or_any master file or
database scheduled for transfer to the National Archives.

Delete when related master file or database has been
deleted. (GRS 20.10)

12. Documentation.

a. Data systems specifications, file specifications,
codebooks, record layouts, user guides, output
specifications, and final reports (regar dless of medium)
relating to a master file, database, or other electronic
records.
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(1) Documentation relating to electronic records
that are scheduled for destruction in the GRSor in a
NARA-approved DON schedule.

Destroy or delete upon authorized deletion of the
related electronic records or upon the destruction of
the output of the system if the output is needed to
protect legal rights, whichever islater. (GRS

20.11a(1))

(2) Documentation relating to electronic records
that are scheduled for per manent retention in the GRS or
in a NARA-approved DON schedule.

PERMANENT. Transfer tothe National Archives
with the permanent electronic records to which the
documentation relates. (GRS 20.11a(2))

b. Copies of recordsrelating to system security.

Use SSIC 2620, 5. (GRS 20.11b)

13. Downloaded and Copied Data. Derived data and data
filesthat are copied, extracted, merged, and/or calculated
from other data generated within the activity, when the
original dataisretained.

a. Derived data used for ad hoc or one-time
inspection, analysisor review, if the derived data is not
needed to support the results of the inspection, analysis, or
review.

Delete when the activity determinesthat they are no
longer needed for administrative, legal, audit, or_other
operational purposes. (GRS 20.12a)

b. Derived data that provide user accessin lieu of
hard copy reportsthat are authorized for disposal.

Delete when the activity determinesthat they are no
longer needed for administrative, legal, audit, or other
operational purposes. (GRS 20.12b)

c. Metadata or reference data, such asformat, range,
or_ domain specifications which istransferred from a host
computer or server to another computer for input,
updating, or_transaction processing oper ations.

Delete from thereceiving system or device when no
longer needed for processing. (GRS 20.12¢)

NOTE: See SSIC 2610, 5for other extracted data.

14. Word Processing Files. Documents such as letters,
memor anda, reports, handbooks, dir ectives, and manuals
recorded on electronic media such as CDs, DVDs, hard
disks or floppy diskettes after they have been copied to an
electronic recordkeeping system, paper, or microform for
recor dkeeping pur poses.

Delete from the word processing system when no
longer needed for updating or revision. (GRS 20.13)

15. Electronic Mail Records. Senders and recipients’
versions of electronic mail messages that meet the
definition of Federal records, and any attachmentsto the
record messages after they have been copied to an




electronic recordkeeping system, paper, or microform for
recor dkeeping pur poses.

NOTE: Along with the message text, the recor dkeeping
system must captur e the names of sender and r ecipient(s)
and date (transmission data for recor dkeeping pur poses)
and any receipt data when required.

Delete from the e-mail system after copyingtoa
recordkeeping system. (GRS 20.14)

16. Electronic Spreadsheets. Electronic spreadsheets
gener ated to support administrative functions or gener ated

by an individual as background materials or feeder
reports.

a._ When used to produce hard copy that is maintained
in organized files.

Delete when no longer needed to update or_produce
hard copy. (GRS 20.15a)

b. When maintained only in electronic form.

Delete after the expiration of theretention period
authorized for the hard copy by GRS or a NARA-
approved SF 115. If the electronic version replaces
hard copy recordswith differing retention periods and
activity softwar e does not readily per mit selective
deletion, delete after the longest retention period has
expired. (GRS 20.15b)

17. Hardcopy Printouts Created to Meet Ad Hoc Business
Needs. Printouts derived from electronic records created
on an ad hoc basisfor reference purposes or to meet day-
to-day business needs.

Destroy when the activity determinesthat they are no
longer needed for administrative, legal, audit, or other
oper ational purposes, provided the printouts do not
contain substantive infor mation, such as substantive
annotations, that is not included in the electronic
records. (Printoutsthat contain substantive
information should be disposed of in accordance with
the NARA-approved schedule that coverstherecord
seriesin which they arefiled.) (GRS 20.16)

SSIC 2620

INFORMATION TECHNOLOGY OPERATIONSAND
MANAGEMENT RECORDS

This section provides disposal authorization for certain
files created and maintained in the oper ation and
management of information technology (IT) and related
services. Asdefined in the I nformation Technology
Management Reform Act of 1996 (now the Clinger-Cohen
Act), “information technology” includes computers,
ancillary equipment, softwar e, firmwar e and similar
procedur es, services (including support services), and
related resour ces.

Thedisposition instructions apply to recor ds regar dless of
physical form or characteristics. Records may be
maintained on paper, in microform, or electronically.
Dispositions apply, however, only to recordsthat are
maintained as described in each paragraph or
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subparagraph. |f documentsarepart of alarger casefile
or recordkeeping system that containsrecor ds not cover ed
in this section, activities must separ ately schedulethat file
or system by submitting a SF 115 to NARA. If records
covered by morethan oneitem in thissection are
maintained together in onefile or recordkeeping system,
activities must retain the recordsfor the longest retention
period authorized for those items.

Privacy Act: Not Applicable

1. Oversight and Compliance Files. Recordsin offices
with DON-wide or command-wide responsibility for
managing | T operationsrelating to compliance with I T
policies, directives, and plansincluding recurring and
special reports, responses to findings and
recommendations, and reports of follow-up activities.

a. Performance measur ements and benchmarks.

Destroy/delete when 5 yearsold or 1 year after
responsible office deter minesthat there are no
unresolved issues, whichever islonger. (GRS 24.1a)

b. All other oversight and compliance r ecords,
including certification and accr editation of equipment,
quality assurance reviews and reports, reports on
implementation of plans, compliance reviews, and data
measuring or_estimating impact and compliance.

Destroy/delete when 3 yearsold or 1 year after
responsible office deter minesthat there are no
unresolved issues, whichever islonger. (GRS 24.1b)

NOTE: See subparagraph 3b, below, for performance
filesrelating to systems.

2. IT Facility, Site Management, and Equipment Support
Services Records. Recor ds maintained by offices
responsible for the control and operation of buildings and
roomswhere | T equipment, systems, and storage media
arelocated, including filesidentifying I T facilities and
sites, and files concer ning implementation of I T facility
and site management and equipment support services
provided to specific sites, including reviews, site visit
reports, troublereports, equipment service histories,
reports of follow-up actions, and related correspondence.

Destroy/delete when 3 years old, or when super seded
or_obsolete, whichever islonger. (GRS 24.2)

3. IT Asset and Configuration Management Files.

a._Inventories of 1T assets, network cir cuits, and
building or circuitry diagrams, including equipment
control systems such as databases of barcodes affixed to | T
physical assets.

Destroy/delete 1 year after completion of the next
inventory. (GRS 24.3a)

b. Recordscreated and retained for asset
management, perfor mance and capacity management,
system management, configuration and change
management, and planning, follow-up, and impact
assessment of operational networks and systems. I ncludes,
but isnot limited to:




(1) Data and detailed reports on implementation
of systems, applications and modifications; application
sizing, resour ce and demand management; documents
identifying, requesting, and analyzing possible changes,
authorizing changes, and documenting implementation of
changes; documentation of software distribution and
release or version management.

Destroy/delete 1 year after termination of system.
(GRS 24.3b(1))

(2) Records of routine | T maintenance on the
networks infrastructur e documenting preventative,
corrective, adaptive, and per fective (enhancement)
maintenance actions, including requests for_service, work
orders, servicehistories, and related records.

Destroy/delete when 3 yearsold or 1 year after
termination of system, whichever issooner. (GRS

24.3b(2))

NOTE: If any maintenance activities have a major impact
on asystem or lead to a significant change, those records
should be maintained as part of subpara. 3b(1), above.

4. System Backups and Tape Library Records.

a. Backup tapes maintained for potential system
restoration in the event of a system failure or other
unintentional loss of data.

(1) Delete/destr oy incremental backup tapes when
super seded by a full backup, or when no longer needed for
system restoration, whichever islater. (GRS 24.4a(1))

(2) Delete/destroy full backup tapes when second
subsequent backup is verified as successful or when no
longer needed for system restoration, whichever islater.

(GRS 24.4a(2))

NOTE: See SSIC 2610, 9, for backups of master filesand
databases.

b. Tapelibrary recordsincluding automated files and
manual records used to control the location, maintenance,
and disposition of magnetic mediain atapelibrary
including list of holdings and control logs.

Destroy/delete when super seded or obsolete. (GRS
24.4b)

5. FilesRelated to Maintaining the Security of Systems
and Data.

a. System Security Plans and Disaster Recovery Plans.

Destroy/delete 1 year after system is super seded.
(GRS 24.53)

b. Documentsidentifying I T risks and analyzing their
impact, risk measur ements and assessments, actions to
mitigaterisks, implementation of risk action plan, service
test plans, test files, and data.

Destroy/delete 1 year after system is super seded.
(GRS 24.5b)
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6. User Identification, Profiles, Authorizations, and
Password Files, EXCLUDING recordsrelating to
electronic signature.

a. Systemsrequiring special accountability, e.g., those
containing information that may be needed for_audit or
investigative purposes and those that contain classified
records.

Destroy/delete inactive file 6 year s after user account
isterminated or password is altered, or when no
longer needed for investigative or security pur poses,
whichever islater. (GRS 24.6a)

b. Routine systems, i.e., those not cover ed by subpara.
6a, above.

See SSIC 2610, subpara. 1c. (GRS 24.6b)

7. Computer Security Incident Handling, Reporting, and
Follow-up Records.

Destroy/delete 3 years after all necessary follow-up
actions have been completed. (GRS 24.7)

8. IT Operations Records.

a. Workload schedules, run reports, and schedules of
maintenance and support activities.

Destroy/delete when 1 year old. (GRS 24.8a)

b. Problem reports and related decision documents
relating to the softwar e infrastructur e of the network or

system.

Destroy/delete 1 year after problem isresolved. (GRS
24.8b)

c. Reportson operations, including measur es of
benchmarks, performanceindicators, and critical success
factors, error and exception reporting, self-assessments,
performance monitoring, and management reports.

Destroy/delete when 3 yearsold. (GRS 24.8¢c)

9. Financing of IT Resources and Services.

NOTE: Copies of records needed to support contracts
should bein procurement files, which ar e contained under
SSIC 4200.

a. Agreements formalizing performance criteria for
quantity and quality of service, including definition of
responsibilities, response times and volumes, charging,
integrity guarantees, and non-disclosur e agr eements.

Destroy/delete 3 year s after agreement is super seded
or terminated. (GRS 24.9a)

b. Filesrelated to managing third-party services,
including records that document control measur es for
reviewing and monitoring contracts and procedures for
determining their effectiveness and compliance.

Destroy/delete 3 years after_control measures or
procedur es ar e superseded or terminated. (GRS

24.9b)




c. Records generated in I T management and service
operationsto identify and allocate char ges and track
paymentsfor computer usage, data processing, and other
I T services EXCLUDING recordsthat are part of the
activity's cost accounting system, which are covered in
SSIC 7310.

Destroy/delete recor ds with no outstanding payment
issueswhen 3 yearsold. (GRS 24.9¢c)

10. IT Customer ServiceFiles.

a. Recordsrelated to providing help desk information
to customers, including pamphlets, responses to
“Freguently Asked Questions,” and other documents
prepared in advance to assist customers.

Destroy/delete 1 year after record is superseded or
obsolete. (GRS 24.10a)

b. Help desk logs and reports and other filesrelated to
customer_query and problem responses, guery monitoring
and clearance, and customer feedback records, and related
trend analysis and reporting.

Destroy/delete when 1 year old or when no longer
needed for review and analysis, whichever islater.

(GRS 24.10b)

11. 1T Infrastructure Design and | mplementation Files.
Records of individual projects designed to provide and
support new DON IT infrastructure (see “ Note”), systems,
and services. |ncludes records documenting (1)
requirementsfor and implementation of functions such as
maintaining network servers, desktop computers, and
other hardware, installing and upgarading network

oper ating systems and shar ed applications, and providing
data telecommunications; (2) infrastructur e development
and maintenance such as acceptance/accr editation of
infrastructur e components, analysis of component options,
feasibility, costs and benefits, and work associated with
implementation, modification, and tr oubleshooting; (3)
models, diagrams, schematics, and technical
documentation; and (4) quality assurance reviews and test
plans, data, and results.

a. Recordsfor projectsthat are not implemented.

Destroy/delete 1 year after final decision is made.
(GRS ?24.11a)

b. Recordsfor projectsthat areimplemented.

Destroy/delete 5 year s after project isterminated.

(GRS 24.11b)

c._Installation and testing records.

Destroy/delete 3 year s after final decision on
acceptanceis made. (GRS 24.11c)

NOTE: IT infrastructure meansthe basic systems and
services used to supply the activity and its staff with access
to computer s and data telecommunications. Components
include hardwar e such asprinters, desk and laptop
computers, network and web servers, routers, hubs, and
network cabling, aswell as softwar e such as operating
systems (e.q., Microsoft Windows and Novell NetWar )
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and shared applications (e.q., electronic mail, word
processing, and database programs). The services
necessary to design, implement, test, validate, and
maintain such components ar e also considered part of an
activity’'s 1T infrastructure. However, recordsrelating to
specific systems that support or document mission goals
are not cover ed by this subparagraph and must be
scheduled individually by the activity by submission of a
SF 115to NARA.

SSIC 2630
INTERNAL/EXTERNAL WEB SITE RECORDS

1. NCISInternal/External Web Sites.

a. Web Content is published on the web sitesin a
variety of formatsincluding html-encoded mar kup
language pages, code, graphic (e.q., PDFs), textual (e.q.,
wor d processing, templates), audiovisual, and contextual
hyperlinks. Content isremoved from the web site when it
is super seded, obsolete, or no longer needed for NCIS
business. Content isbacked up on electronic media (tape
and/other storage devices). The backup media are created
for potential siterestoration in the event of failure or other
unintentional loss of content.

Privacy Act: Not Applicable

(1) Pages containing copies of agency issuances,
policy documents, guidance and tasking documents,
reports, information sour ces, law enfor cement infor mation
and notices, and infor mational bulletins and clippings
from other sour ces.

Delete when super seded, obsolete, or no longer needed
for the conduct of agency business, but not longer than
theretention of the record copy. (N1-NU-09-7)

(2) All other web content.

Delete when 2 years old or when super seded, obsolete,
or no longer needed for the conduct of agency
business, whichever islonger. (N1-NU-09-7)

(3) Monthly snapshot of web content.

Delete when 3 yearsold. (N1-NU-09-7)

b. Web Management and Oper ations Recor ds.

(1) Output Records. Summary statistical reports
for user purposes such astrend analysis, system response
timetracking, system optimization analysis, and |aw-
enfor cement pur poses.

Destroy when super seded, obsolete, or when no longer
needed for reference purposes, whichever islater.

(N1-NU-09-7)

(2) System Documentation. Technical information
(including record layout and code books) and user guides,
location of files, tables, and programmatic parameters
among other system functions.

Destroy when 3 years old or when super seded,
obsolete, or when no longer needed for reference or




law-enfor cement pur poses, whichever islater. (N1-
NU-09-7)

(3) Site Traffic Reports. Statistical information
about the use of the web site by visitorsincluding number
of visitors, number of page views, referring URL s, and
browser s used by visitors. Reportsarerun on a weekly
basis or whenever needed.

Delete when 2 yearsold. (N1-NU-09-7)

(4) Broken Links Reports. List of linksthat
returned a404 error. Reportsarerun on an as-needed
basis.

Delete when superseded. (N1-NU-09-7)

(5) Search Result Reports. List of search terms
entered by visitorsto the web site. Reportsarerun on an
as-needed basis.

Delete when no longer required for review purposes.
(N1-NU-09-7)

(6) Traffic Logs. Information about the use of the
website by visitorsto include number of visitors, number
of pages viewed or audio/video recordings listened to,
referring URL S, and browser s used by visitors. Logs do
not reveal any information about individual visitor’s
information except for those NCIS employee and
contractor sitesthat are Public Key Infrastructure (PK1)
enabled. Information is captured continuously.

Delete when no longer required for review purposes.
(N1-NU-09-7)

(7) Server Configuration, Change M anagement,
and Server Policy Files. Provides a description and history
of changes made on the various serversrelated to the
oper ation of the web site, including web servers and
searches servers. Theserecords are created for potential
siterestoration in the event of afailure or other
requirement to restore the site.

Destroy when no longer required for review purposes.
(N1-NU-09-7)
(8) Softwar e Records. Description of products used

to_create and maintain web presentations. These records
include versions of the products used and licenses for

products.
Delete 2 years after products arereplaced. (N1-NU-
09-7)

(9) Server Maintenance and System L og Records.
These describe events per for med on the serversincluding
login attempts and error reports.

Delete when no longer required for review purposes.
(N1-NU-09-7)

(10) Templates. Templates are captured on
creation and record how information is displayed on a
page and ar e typically used to maintain consistency on the
site.
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Delete at time the template is super seded or_cancelled.
(N1-NU-09-7)

(11) Backup of Files. Backup media maintained
for potential system restoration in event of a system failure
or_other unintentional loss of data.

(a) Incremental backup media.

Delete incremental backup media when super seded by
afull backup, or when no longer needed for system
restoration, whichever islater. (GRS 24.4a(1))

(b) Full backup media.

Delete full backup media when second subsequent
backup is verified as successful or when no longer
needed for system restoration, whichever islater.

(GRS 24.4a(2))

(12) Backups of Files. Electronic copy of the
master copy of the web filesand retained in case the
master file or database is damaged or_inadvertently
erased.

(a) Fileidentical to records scheduled for
transfer tothe National Archives.

Delete when the identical records have been captur ed
in a subsequent backup or when theidentical records
have been transferred to the National Archives and
successfully copied. (GRS 20.8a)

(b) Fileidentical to records authorized for
disposal in a NARA-approved recor ds schedule.

Delete when the identical records have been deleted, or
when replaced by a subsequent backup file. (GRS

20.8b)

SSIC 2700-2799
AFLOAT COMMUNICATIONS RECORDS
SSIC 2700

GENERAL AFLOAT COMMUNICATIONS RECORDS

1. OPLANS (Afloat COM OPS) Records. Records pertaining
to afloat communication OPLANS for monitoring Naval
Telecommunications System (NTS) participation.

Destroy when 2 years old or when superseded, whichever
is earlier. (N1-NU-89-1)

SSIC 2710
CIRCUITRY AND NETWORK RECORDS

1. General Correspondence Files. Files relating to circuitry
and networks.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2720
EXERCISES RECORDS

1. Exercise (Afloat Communication Operations) Records.
Routine operational records relating to afloat communication
exercises.



Destroy when 2 years old. (N1-NU-89-1)
SSIC 2730
REQUIREMENTS RECORDS

1. General Correspondence Files. Files pertaining to
requirements of general circuitry and networks.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2740
READINESS RECORDS

1. General Correspondence Files. Files pertaining to readiness
of general circuitry and networks. Records site problems
encountered with circuits on ship while underway.

Destroy when 1 year old. (N1-NU-89-1)
SSIC 2750
PLANS RECORDS

1. General Correspondence Files. Files pertaining to plans of
general circuitry and networks and to plans for tactical nets
between ships, aircraft and shore stations.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2760
OPERATING RECORDS

1. Fleet Operational Telecommunications Program (FOTP)
Records. Records pertaining to development, enhancement
and operation of the FOTP reporting system which establishes
time criteria for broadcast shifts, messages and equipment.

Destroy when 2 years old. (N1-NU-89-1)

2. Other Operations Records. Records pertaining to routine
requirements of operation of general circuitry and networks
and to the operation of tactical nets between ships, aircraft and
shore stations.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2780
QUALITY MONITORING AND CONTROL RECORDS

1. Operational Readiness Evaluation (ORE) Records. Records
pertaining to exercises, discrepancies, feedback and resolution
of problems relating to OREs (shipboard level inspections)
conducted for NAVCAMS. (Exclude primary program records
covered by SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)

2. Other Quality Monitoring and Control Records. Records
pertaining to quality monitoring and control of afloat
communications operations.

Destroy when 2 years old. (N1-NU-89-1)
SSIC 2790
AFLOAT COMMUNICATIONS SUPPORT RECORDS
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1. Performance Evaluation (Afloat Communication Support)
Records. Records pertaining to support of afloat
communications.

Destroy when 2 years old. (N1-NU-89-1)

2. Other Afloat Communications Support Records. Records
pertaining to support of afloat communications.

Destroy when 1 month old. (N1-NU-89-1)
SSIC 2791

COMMUNICATIONS AREA MASTER STATION (CAMS)
RECORDS

1. CAMS Records. Records pertaining to the operational
requirements of the CAMS, support provided and missions
accomplished. (Exclude primary program records covered by
SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
2. Traffic Handling/Processing Records.

Apply appropriate subparagraph of SSIC 2310. (N1-NU-
89-1)

SSIC 2792

PRIMARY SUPPORT STATION (NAVAL
COMMUNICATIONS STATIONS AND NAVAL
COMMUNICATIONS UNITS) RECORDS

1. Primary Support Station (Afloat COM SPT) Records.
Records pertaining to operational requirements, support
provided and missions accomplished by the NTS primary
support stations. (Exclude primary program records covered by
SSIC 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)

2. Primary/Secondary Ship/Shore System Records. Records
pertaining to the planning, operation and resources in support
of the primary/secondary ship/shore communication system.

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

3. Traffic Handling/Processing Records.
Apply SSIC 2310. (N1-NU-89-1)
SSIC 2793

RESIDUAL STATION (NAVAL TELECOMMUNICATIONS
CENTER) RECORDS

1. Residual Station (Afloat COM SPT) Records. Records
pertaining to operational requirements, support provided and
missions accomplished by the NTS residual support station.
(Exclude primary program records covered by 2000.1.)

Destroy when 2 years old. (N1-NU-89-1)
2. Traffic Handling/Processing Records.
Apply appropriate sub items of SSIC 2310. (N1-NU-89-1)
SSIC 2797
HIGH COMMAND (HICOM) RECORDS




1. HICOM Communications Nets Records. Records
pertaining to planning for changes in configuration to OPNAV
or fleet commander HICOM nets, its operations, programming,
funding and maintenance of the system. (Exclude primary
program records covered by 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2800-2899

COMMUNICATIONS PLANS, PROGRAM, AND
REQUIREMENTS RECORDS

SSIC 2800

GENERAL COMMUNICATIONS PLANS, PROGRAMS,
AND REQUIREMENTS RECORDS

NOTE: Permanent records are included.
Apply SSIC 2000.4 (N1-NU-89-1)
SSIC 2801
SUBSYSTEM PROJECT PLAN (SPP) RECORDS

1. General Correspondence File. Files pertaining to major
telecommunications subsystems which require separate
approval and funding from the parent program. (Exclude
primary program records covered by SSIC 2000.1.)

Retain on board. Destroy when 5 years old. (N1-NU-89-
1)

SSIC 2802
MANAGEMENT ENGINEERING PLAN (MEP) RECORDS

1. General Correspondence Files. Files pertaining to the
assignment of responsibility for management engineering,
operation and maintenance of facilities of the Naval
Telecommunications or Defense Communications Systems.
(Exclude primary program records covered by SSIC 2000.1.)

Retain on board. Destroy 1 year after disestablishment of
installation. (N1-NU-89-1)

SSIC 2803

MASTER INSTALLATION INFORMATION PLAN (MIIP)
RECORDS

1. General Correspondence Files. Files prepared by major
claimants for subordinate activities listing projects to be
implemented. (Exclude primary program records covered by
SSIC 2000.1.)

Destroy when 5 years old or superseded, whichever is
later. (N1-NU-89-1)

SSIC 2804

BASIC ELECTRONICS SYSTEM ENGINEERING PLAN
(BESEP) RECORDS

1. General Correspondence Files. Files and records of
BESEPs prepared by Commander Space and Naval Warfare
Systems Command (COMSPAWARSYSCOM) field activities
on telecommunications projects.

Destroy when 5 years old. (N1-NU-89-1)
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SSIC 2805

COMMUNICATIONS LONG AND MID-RANGE
PLANNING RECORDS

NOTE: Permanent records are included.
Apply SSIC 2000.4. (N1-NU-89-1)
SSIC 2830-2839

COMMUNICATION CONSOLIDATION RECORDS

SSIC 2830

GENERAL COMMUNICATION CONSOLIDATION
RECORDS

1. Joint Standards and Interoperability Records. Records
pertaining to standards of interoperability among Army, Navy,
Air Force and Coast Guard.

Retire to WNRC when 3 years old. Destroy when 10 years
old. (N1-NU-89-1)

2. AUS-CAN-NZ-UK-US; NATO; and Bilateral/Regional
Interoperability Records. Records pertaining to
interoperability of communications equipment to be sold,
leased or loaned, or pertaining to the exchange of
communication information between the Navies of Australia,
Canada, New Zealand, the United Kingdom and the United
States; between the United States and other NATO countries;
and between the United States and individual foreign countries
(bilateral) and regions. These are not FMS records (see SSIC
4920).

a. Records concerning interoperability policy and
programs.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-1)

b. Routine administrative records.
Destroy when 5 years old. (N1-NU-89-1)

3. Defense Communications Systems Records. Routine
administrative records pertaining to consolidation of
development efforts of systems design of the major
telecommunications systems used by the military services and
DOD. (Exclude primary program records relating to
Department of the Navy policies covered by SSIC 2000.1.)

Destroy when 3 years old. (N1-NU-89-1)

4. Non-DOD Telecommunications Records. Records
pertaining to the State Department or maritime, commercial or
other communications not under DOD. (Exclude primary
program records relating to Department of the Navy policies
covered by SSIC 2000.1.)

Destroy when 3 years old. (N1-NU-89-1)

5. Agreements And Memoranda of Understanding Concerning
Cross Servicing of Telecommunications. These policy records
relate to inter-service, inter-agency and Allied agreements.

PERMANENT. Retire to WNRC when 10 years old.
Transfer to NARA when 25 years old. (N1-NU-89-1)



6. MF/HF and VHF/UHF Equipment Records. Routine
administrative and operational records pertaining to the
interoperability of radio equipment installed in aircraft and
equipment afloat and ashore dedicated to aircraft
communications. (Exclude primary program correspondence
covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)

7. Air Traffic Control Records. Records pertaining to the
coordination between the military services and the federal
government of air traffic control. (Exclude primary program
records covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)

8. Aircraft Communications Procedures Records. Routine
records concerning coordination of aircraft communications
procedures including secure and non-secure voice,
authentication, distress and lost communications procedures.
(Exclude primary program records covered by SSIC 2000.1.)

Destroy when 5 years old. (N1-NU-89-1)
SSIC 2860-2869

MILITARY COMMUNICATIONS ELECTRONICS BOARD
(MCEB) RECORDS

SSIC 2860

GENERAL MILITARY COMMUNICATIONS
ELECTRONICS BOARD (MCEB) RECORDS

1. General Correspondence Files. Files pertaining to MCEB
standards. (Exclude primary program records covered by SSIC
2000.1.)

Retain on board. Destroy when no longer needed for
reference. (N1-NU-89-1)

SSIC 2880-2899
TELECOMMUNICATIONS REQUIREMENTS RECORDS
SSIC 2880

TELECOMMUNICATIONS OPERATING
REQUIREMENTS (TELCOR) RECORDS (excluding
Frequency).

1. Input of Telecommunications Trunks and Circuits Affecting
Major Commands, Submitted on OPNAYV 2010/2.

Destroy when no longer needed for reference. (NCTC
keep last two current in file.) (N1-NU-89-1)

2. TELCOR Summary.
a. Master copy filed at NCTC.

PERMANENT. Transfer to NARA 25 years after
superseded. (N1-NU-89-1)

b. All other copies.
Destroy when superseded. (N1-NU-89-1)
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CHAPTER 3
OPERATIONS AND READINESS
SSIC 3000-3999
OPERATIONS AND READINESS RECORDS

The records described in this chapter relate to all phases of
Naval and Marine Corps Operations, Sea, Land, or Air,
Including those pertaining to Naval and Marine Corps
Strategies and Plans; Geophysical and Hydrographic Support;
Astronomical and Chronometric Support; Port Operations;
Cryptology; Warfare Techniques; Training and Readiness;
Flight/Air Space; Naval Intelligence; and Research,
Development, Test, and Evaluation. The records are
accumulated by activities Ashore and Afloat applying
procedures and policies established by higher organization
elements, command activities exercising management and
operational control, and departmental (headquarters) offices
responsible for managing, planning, developing, and
prescribing operational policies and procedures for joint
operations, mobilization, and fleet operations.

SSIC 3000
GENERAL OPERATIONS AND READINESS RECORDS

1. Immediate Office of the Chief of Naval Operations
Correspondence File (Double Zero File). Primary Program
records and correspondence files that reflect the establishment
of Navy policy in matters of Naval Operations and Naval
Warfare. This file is maintained in the immediate office of the
Chief of Naval Operations (CNO) by the Executive Secretariat
and includes correspondence and other records receiving the
personal attention of the CNO.

PERMANENT. Retire to Director of Naval History and
Command (NHHC) annually. NHHC transfer to NARA
when 50 years old. (N1-NU-89-5)

2. Chief of Naval Operations Central Correspondence File.
Incoming and outgoing correspondence to/from the Office of
the Chief of Naval Operations (OPNAV) including designated
OPNAV Principal Officials and their component offices and
divisions. Records reflect the establishment of policies, plans,
programs, and procedures and the procedural development,
execution and accomplishment of naval operations and
programs relating to the assigned responsibilities of OPNAV.
Records are maintained in the OPNAV Central Mail Room.

a. Paper copies created prior to 1975 and after June 1995.

PERMANENT. Retire to WNRC in 6-month increments
(Jan-Jun/Jul-Dec) when 2 years old. Transfer to NARA
when 20 years old. (N1-NU-96-3)

b. Microfiche copies.

(1) Silver master and one diazo copy of files created
1975-1995.

PERMANENT. Retire to WNRC in 6-month increments
(Jan-Jun/Jul-Dec) when 2 years old. Transfer to NARA
when 20 years old. (N1-NU-96-3)

(2) Optical Disk Files created after June 1995.
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Retain in OPNAV Mail & Files Branch. (Destroy when
no longer needed for reference. (N1-NU-96-3)

3. Commandant of the Marine Corps (CMC) Correspondence
File. Incoming/outgoing correspondence to/from the Office of
the Commandant and the Headquarters Staff Agencies that
relate to the development, establishment, and implementation
of plans, programs, warfare techniques, operational training
and readiness, and operational intelligence. This file includes
papers that depict the evolution of such policies, plans, and
procedures. Records include the file copy of directives issued
through the Marine Corps directives system as Marine Corps
orders and bulletins (including ALMARs and ALMARCONS);
studies pertaining to, and file copies of manuals, publications,
and periodicals issued by Headquarters, U.S. Marine Corps
(HQMC) or issued jointly by the Marine Corps and another
military service or agency of the Department of Defense;
planning and programming documents, including the Marine
Corps Troop and Organization Document (TOPDOC), the
Marine Corps Long-Range Plan (MLRP), the Marine Corps
Mid-Range Objective Plan (NMROP), and the Marine Corps
Capabilities Plan (MCP); studies concerning tactical concepts
of Fleet Marine Force employment and Fleet Marine Force
operational requirements; Mounting-out material readiness
reports; and Briefing Memorandums addressed to the CMC,
the Assistant Commandant of the U.S. Marine Corps, the
Director, Marine Corps Staff, or the Deputy Chief of Staff.

PERMANENT. HQ offices forward to CMC(ARDB)
when 4 years old. CMC(ARDB) consolidate, destroy
duplicate copies, and retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

4. OPNAV Area Coordinator Program Files. Correspondence,
reports, studies, and other records that reflect the development
and execution of the command's plans, policies, primary
functions, programs, procedures, and essential transactions
relating to the Area Coordination function. Files may include
portions of the files of the Chief of Staff, Assistant Chiefs of
Staff, and Staff Offices primarily concerned with Area
Coordination. Records are accumulated by Commandant,
Naval District Washington (NDW), Commander in Chief U.S.
Atlantic Fleet, Commander in Chief U.S. Pacific Fleet,
Commander in Chief U.S. Naval Forces Europe, Commander
U.S. Naval Forces Central Command, Naval Education and
Training Command, and Commander Naval Reserve Force,
New Orleans only.

PERMANENT. Retire to nearest FRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

5. Base Headquarters Records. Records are accumulated by
Naval Operating Bases, Submarine Bases, Amphibious Bases,
Construction Battalion Centers and Marine Corps air bases and
major subordinate commands.

a. Primary program records. Correspondence, reports,
and other records of the Commander/Commanding General
that document the organization of the Headquarters and the
development and execution of its primary mission or functions
together with official documentation of its policies, problems,
decisions, procedures, and essential transactions.

PERMANENT. Retire to nearest FRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)



b. General correspondence files. Routine administrative
correspondence relating to the internal administration of the
base and files of departments, divisions, and other offices that
are duplicated or summarized in the Commander's/
Commanding General's Primary Program Files.

Retire to nearest FRC when 2 years old. Destroy when 6
years old. (N1-NU-89-5)

6. Naval Stations and Naval Air Stations Records.

a. Primary program records. Correspondence, reports,
and other records of the commanding officer/commanding
general that document the organization of the station and the
development and execution of its primary mission or function
together with official documentation of procedures and
essential transactions. Exclude Operational Flight Records
files under SSIC 3700 of this manual.

PERMANENT. Retire to nearest FRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. General correspondence file. Routine administrative
correspondence relating to the administration of the station and
tenant activities located thereon and files of departments,
divisions, and other offices.

Retire to nearest FRC when 2 years old. Destroy when 4
years old. (N1-NU-89-5)

7. Correspondence Files of All Other Navy and Marine Corps
Activities. General correspondence files relating to the
administration and operation of the activity and program
records relating to implementation of policy. Exclude program
records specifically designated as permanent records elsewhere
in this manual.

Destroy when 2 years old. (N1-NU-89-5)

8. Station Journals. A daily journal in which is recorded
important information and noteworthy occurrences in the
administration of Navy shore stations.

a. Journals for calendar year 1973 and earlier.

Transfer to NARA immediately. NARA will accession
those Journals of historical value and is authorized to
destroy Journals lacking historical value. (N1-NU-89-5)

b. Informal Station Journals maintained 1974 and later.
Historically significant data for the command is included in the
Command History filed under SSIC 5757 of this manual.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3005
CIVIL DEFENSE RECORDS

These records are related to the development and
implementation of civil Defense Emergency Plans for
protection of life and property during emergency conditions.

1. Emergency Planning Records of the Office of the Assistant
Secretary of the Navy for Manpower and Reserve Affairs
(ASN(M&RA)) and OPNAV. Documents relating to planning
for and providing military assistance to civil authorities as a
result of emergency conditions resulting from civil unrest,
violation of federal law, natural disaster, and emergency
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conditions that may result from enemy attack. Include
consolidated or summary reports of tests conducted under
emergency civil defense plans.

PERMANENT. Retire to WNRC when files become
inactive. Transfer to NARA when 25 years old. (N1-NU-
89-5)

2. Emergency Planning Reference Files. Copies of emergency
planning operating directives, plans, and procedures received
from other DOD components or civilian agencies including
delegations of authority, civil defense assignments,
instructions, and similar background material.

Destroy when no longer required for reference. (N1-NU-
89-5)

3. Emergency (Civil Defense) Plans and Directives Originated
by Second Echelon Commands and Subordinate Units.
Exclude copy included in Annual Command History.

Retire to nearest FRC when cancelled or superseded.
Destroy when 5 years old. (N1-NU-89-5)

4. Other Copies of Emergency (Civil Defense Plans and
Directives.

Destroy when cancelled or superseded. (N1-NU-89-5)

5. Emergency Reporting Files. Correspondence, messages,
reports and related records that document assistance provided
by the Department of the Navy (DON) to civil authorities as a
result of civil unrest, violation of Federal law, and civil defense
emergencies and other emergency conditions except natural
disaster operations. Include initial, daily, interim, and final
operations reports.

a. Special Events Folders maintained by OPNAV (N3/5)
in the Navy Command Center.

PERMANENT. Forward annually to the Director of
Naval History and Heritage Command (NHHC). NHHC
transfer to NARA when 30 years old. (N1-NU-89-5)

b. Report files maintained by participating operating force
units.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3006
NATURAL DISASTER CONTROL RECORDS

1. Natural Disaster Relief Operations Reporting Files.
Correspondence, reports, messages, and related records that
document DON response to natural disasters and other
humanitarian relief efforts. Include damage estimates, initial
and interim situation reports, and final reports.

a. Special Events Folders maintained by OPNAV (N3/5)
in the Navy Command Center.

PERMANENT. Forward annually to the NHHC, OPNAV
(N09BH). NHHC transfer to NARA when 30 years old.
(N1-NU-89-5)

b. Report files maintained by participating operating force
units.

Destroy when 2 years old. (N1-NU-89-5)



SSIC 3010
OPERATING PLANS RECORDS

Operating Plans (including combined, Joint, Navy, and Marine
Corps), related correspondence, and supporting documents.
Emergency plans are under SSIC 3005 and excluded. Records
relating to Joint Plans (SSIC 3020), Unified Command
Planning Matters (SSIC 3025) and Navy Plans (SSIC 3030)
should be retired under SSIC 3010.

1. Departmental Master Operating Plans or Other Master
Copies maintained by the Office of CNO and CMC and
Departmental Implementation Plans of Washington
Headquarters Commands. Include related background papers
and supporting documentation.

PERMANENT. Retire to WNRC 1 year after cancelled or
superseded. Transfer to NARA when 20 years old. (N1-
NU-89-5)

2. War Plans and Other Contingency Plans originated by
OPNAYV (N3/N5), Fleet Commanders in Chief, Force
Commanders, Joint Committees, and Bilateral International
Treaty Organizations. Include plans for the evacuation of U.S.
Nationals, Emergency Operations Plans, Logistics Support,
and Mobilization Plans. Include background papers and
supporting documentation as well as minutes of planning
meetings for Joint and Unified Committees.

PERMANENT. Retire to WNRC 5 years after cancelled
or superseded. Transfer to NARA when 25 years old.
(N1-NU-89-5)

3. Plans for Specific Tasks Issued by Type Commanders,
OPNAV Divisions and Certain Designated Naval Commands.
Include Amphibious Warfare Plans, Mine Warfare Plans, Anti-
Submarine Warfare Plans, Anti-Air Warfare Plans, Inshore
Undersea Warfare Plans, Communications Plans, Naval
Aviation Op Plans, Strike Warfare Plans, Expeditionary
Warfare Plans, and similar.

a. Copy maintained by OPNAV.

PERMANENT. Retire to WNRC 1 year after cancelled or
superseded. Transfer to NARA when 20 years old. (N1-
NU-89-5)

b. All other copies.
Destroy when cancelled or superseded. (N1-NU-89-5)

4. Continuity of Operations Plans (Standard Operating Plans)
Issued By Fleet and Force Level Commands. Include standard
1-YR Plans.

Retire Plans with Fleet Command (Flag) Files under SSIC
3100.1 of this manual. (N1-NU-89-5)

5. Standard and Contingency Plans issued by Commands
below the Force Command Level and Duplicate Copies of All
Other Op Plans.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3040-3049
CASUALTIES AND CASUALTY REPORTING RECORDS
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Records in this series relate to Casualties and Casualty
Reporting Records and include Hull, Mechanical, and
Electrical Casualties; Ordnance Casualties; Electronics (Radar,
Sonar, Communications, and Other) Casualties; and Personnel
Casualties (Shortages).

SSIC 3040
CASUALTIES AND CASUALTY REPORTING RECORDS

1. Official Files of Reports maintained by OPNAV or HQMC.
Destroy when 1 year old. (N1-NU-89-5)

2. Copies of Summary or Statistics maintained by OPNAV or
HQMC that indicate Failure Trends or Need for Corrective
Action.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3041
HULL, MECHANICAL, AND ELECTRICAL CASUALTIES

1. Official Files of Reports maintained by the Naval Sea
Systems Command.

Destroy when 5 years old or when incorporated into the 5-
year overhaul cycle, whichever is sooner. (N1-NU-89-5)

2. Copies of Reports maintained by Field Activities and
Offices.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3042
ORDNANCE CASUALTIES

1. Official Files of Reports maintained by the Naval Sea
Systems Command (NAVSEASYSCOM).

Destroy when 5 years old or incorporated in an ordnance
alteration, whichever is sooner. (N1-NU-89-5)

2. Copies of Non-Nuclear Ordnance Casualty Reports
maintained by Field Activities and Offices.

Destroy when 1 year old. (N1-NU-89-5)
3. Strategic Weapons Trouble/Failure Reports.

a. Navy surface and air launched missile weapons, High
Energy Laser Systems, and FBM/SWS trouble/failure and
corrective action reports maintained in electronic form by the
Naval Warfare Assessment Center (NWAC), Corona, CA.

Retire to nearest FRC when 3 years old. Destroy when
weapons system is removed from the inventory or when no
longer supported for US/United Kingdom (UK) use by
Navy resources. Magnetic tapes must be withdrawn from
FRC when 7 years old and destroyed or recertified for
continued retention by the Commanding Officer, NWAC.
(N1-NU-89-5)

b. Paper copies of trouble/failure and corrective action
reports for FBM/SWS weapons, Surface and Air Launched
Missile Weapons, and High Energy Laser Systems maintained
by NWAC, Corona.



Retire to nearest FRC when 1 year old. Destroy when 5
years old. (N1-NU-89-5)

¢. Information copies maintained by originator and other
activities.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3043
ELECTRONICS (RADAR) CASUALTIES

1. Official Files of Reports maintained by the Program
Manager.

Destroy when 3 years old. (N1-NU-89-5)

2. Copies of Reports maintained by Field Activities and
Offices.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3044
ELECTRONICS (SONAR) CASUALTIES

1. Official Files of Reports maintained by the Program
Manager.

Destroy when 3 years old. (N1-NU-89-5)

2. Copies of Reports maintained by Field Activities and
Offices.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3045
ELECTRONICS (COMMUNICATIONS) CASUALTIES

1. Official Files of Reports maintained by the Program
Manager.

Destroy when 3 years old. (N1-NU-89-5)

2. Copies of Reports maintained by Field Activities and
Offices.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3046
ELECTRONICS (OTHER) CASUALTIES

1. Official Files of Reports maintained by the Program
Manager.

Destroy when 3 years old. (N1-NU-89-5)

2. Copies of Reports maintained by Field Activities and
Offices.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3047
PERSONNEL CASUALTIES (SHORTAGES)

1. Official Files of Reports that Attribute Casualty to
Shortages of Personnel maintained by the Bureau of Naval
Personnel.
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Destroy when 3 years old or when necessary changes to
personnel allowances have been made, whichever is
sooner. (N1-NU-89-5)

2. Copies of Reports maintained by Field Activities and
Offices.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3050
NAVAL STRATEGY RECORDS

1. Strategic Programs Files. Strategies underlying the
procurement, limitations, operations, and possible use of
strategic and theater nuclear forces; reviews of strategic
retaliatory and defense forces, nuclear weapons requirements,
and strategic arms control measures; and prepared summaries
of alternative programs in terms of effectiveness, feasibility
and cost.

a. Special weapons and support. Analyses of nuclear,
biological, and chemical weapons systems; quantitative
requirements and technical development, including Department
of Energy and Defense Nuclear Agency costs; and inputs to
contingency plans and alternate policies.

PERMANENT. Retire to WNRC 5 years after
supersession. Transfer to NARA 20 years after
retirement. (N1-NU-89-5)

b. Strategic planning and arms limitations. Support for
strategic arms limitation talks (SALT); broad policy studies on
arms control issues; detailed analyses of present and future
US/USSR strategic capabilities; studies of impact on alternate
limits on strategic forces; and balance studies on SALT related
issues.

PERMANENT. Retire to WNRC 5 years after
supersession. Transfer to NARA 20 years after
retirement. (N1-NU-89-5)

c. Strategic Forces. Analyses of US strategic force
postures and requirements including continental air defense,
ballistic missile defense, civil defense, space defense, strategic
command and control, warning and surveillance, and US
bomber survivability. Studies and evaluations of alternative
force postures, summaries of alternative programs for
decisions on strategic defensive and command, control, and
surveillance forces, including characteristics, effectiveness,
costs, and alternatives to meet strategic objectives.

PERMANENT. Retire to WNRC when superseded.
Transfer to NARA 20 years after transfer. (N1-NU-89-5)

SSIC 3051
MISSIONS RECORDS

1. Records of Naval Warfare Mission Areas as contained in
Required Operational Capability (ROC)/Projected Operational
Environment (POE) Mission Statement Directives.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

SSIC 3052
FUNCTIONS RECORDS




1. Records of Naval Warfare Mission Areas as contained in
Required Operational Capability (ROC)/Projected Operational
Environment (POE) Mission Statement Directives.

Destroy when cancelled or superseded or when 5 years
old, whichever is sooner. (N1-NU-89-5)

SSIC 3053
WARFARE TASKS RECORDS

1. OPNAYV (N3/N5) Master Plans for Each Warfare Task.
Files that support broad command and control goals in support
of individual and collective warfare tasks as related to
antisubmarine warfare (ASW), antiair warfare (AAW), strike
warfare, amphibious warfare. antisurface warfare. and special
warfare.

NOTE: Permanent records are included.

Retire records under SSIC 3010.3 of this manual. (N1-
NU-89-5)

2. General Correspondence of a Routine Nature.
Destroy when 3 years old. (N1-NU-89-5)
SSIC 3054
FORCE EMPLOYMENT RECORDS

1. Conceptual Papers. Files define strategic issues related to
force employment which could have specific impact upon
naval strategies.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

SSIC 3055
FORCE CHARACTERISTICS RECORDS

1. Conceptual Papers. Files define strategic issues related to
force characteristics, which could have specific impact upon
naval strategies.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

SSIC 3056
FORCE LEVEL RECORDS

1. Conceptual Papers. Files define strategic issues related to
force level planning which could have specific impact upon
naval strategies.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

SSIC 3057
THREAT ASSESSMENT RECORDS

1. Records Assessing the Adequacy of Tactical Warfare
Programs with regard to requirements imposed by the Current
and Projected Threat.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

SSIC 3058
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RISK ASSESSMENT RECORDS

1. Records, Papers, Correspondence Calculating the Impact of
Changes to and the Evolution of Navy Plans, Policy and
Strategy.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

SSIC 3060
MOBILIZATION RECORDS

1. Historical Documentation/Files Regarding Past National,
Navy and USMC Mobilization Evolutions.

PERMANENT. Forward to NHHC when no longer
required. NHHC transfer to NARA when 50 years old.
(N1-NU-89-5)

SSIC 3061
MOBILIZATION PLANS AND POLICIES

1. Plans, Correspondence and related Directives regarding
Combined, Joint, Navy and Mobilization Contingencies.

NOTE: Permanent records are included.

Retire records under SSIC 3010.2 of this manual. (N1-
NU-89-5)

SSIC 3062
MOBILIZATION OPERATIONAL REQUIREMENTS

1. Records, Correspondence and Specific Documents relating
to Specific National, Navy and Mobilization Contingencies.

NOTE: Permanent records are included.

Retire records under SSIC 3010.2 of this manual. (N1-
NU-89-5)

SSIC 3070
OPERATIONS SECURITY RECORDS

1. Operations Security (OPSEC) Policy Guidance, Plans,
Policy Directives, and Formal Reports of Lessons Learned.
Records originated by SECNAV, CNO, CMC, Fleet
Commanders, COMOPTEVFOR, US Fleet Cyber Command/
US Tenth Fleet, and Director, Office of Naval Intelligence.

PERMANENT. Retire to WNRC 3 years after cancelled.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. OPSEC Implementing Directives maintained by all Other
Commands and Offices.

Destroy when cancelled or superseded. (N1-NU-89-5)

3. OPSEC Survey Report File. Records include
correspondence initiating the survey, progress reports, and
final survey report.

Destroy when 10 years old. (N1-NU-89-5)

4. General Correspondence Files. Correspondence relating to
the routine administration of OPSEC programs.

Destroy when 2 years old. (N1-NU-89-5)



5. OPSEC Training Materials. Lesson plans, course outlines,
exercises, and other training materials.

Destroy when superseded or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3080-3099

RELIABILITY AND MAINTAINABILITY (R&M)
RECORDS

These records identify and report (R&M) Design
Requirements, Status, Deficiencies and Corrective Actions.

SSIC 3080

GENERAL RELIABILITY AND MAINTAINABILITY
(R&M) RECORDS

1. General Correspondence File. Correspondence, reports,
and other records that reflect the general reliability and
maintainability of Fleet use equipment. Included are effects
analyses, failure analysis and evaluation reports,
maintainability design criteria summaries, and level and skill
analyses. Records are accumulated by the DCNO (Resources,
Warfare Requirements and Assessments) (N8) and the Director
of Space and Electronic Warfare (N6).

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3081
HARDWARE, FLEET, AIR RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of Fleet
Air Hardware. Included are copies of contract files, reports,
plans, project equipment/systems files, other similar
correspondence and related papers, inspection/acceptance
reports, and reference files. Records are accumulated by
OPNAV Principal Officials and their component offices and
divisions.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3082
HARDWARE, FLEET, SURFACE RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of Surface
Fleet Hardware. Included are copies of contract files, reports,
plans, project equipment/systems files, other similar
correspondence and related papers, inspection/acceptance
reports, and reference files. Records are accumulated by
OPNAV Principal Officials and their component offices and
divisions.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3083
HARDWARE, FLEET, SUBSURFACE RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of
Subsurface Fleet Hardware. Included are copies of contract
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files, reports, plans, project equipment/systems files, other
similar correspondence and related papers, inspection/
acceptance reports, and reference files. Records are
accumulated by OPNAYV Principal Officials and their
component offices and divisions.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3084
HARDWARE, SHORE RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of Navy
Shore Hardware. Included are copies of contract files, reports,
plans, project equipment/systems files, other similar
correspondence and related papers, inspection/acceptance
reports, and reference files. Records are accumulated by
OPNAV Principal Officials and their component offices and
divisions.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3085
OPERATIONAL ADP COMPUTER SOFTWARE

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of ADP
computer software.

1. Contract Files, Equipment/Systems Files and Other Similar
Correspondence or related Papers.

Destroy when 3 years old. (N1-NU-89-5)
a. Informational material and working papers.

Destroy when no longer required or when 3 years old,
whichever is sooner. (N1-NU-89-5)

SSIC 3086
SOFTWARE, SURFACE RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of Surface
Fleet Software.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3087
SOFTWARE, SUBSURFACE RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare
Techniques and Operational Training and Readiness of
Subsurface Fleet Software.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3088
SOFTWARE, SHORE RECORDS

General Correspondence (Primary Plans, Programs and
Procedures) concerning Research and Development, Warfare



Techniques and Operational Training and Readiness of Shore
Software.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3090

COMMAND, CONTROL, AND COMMUNICATIONS (C3)
RECORDS

General Correspondence Files. Files related to the Naval
Telecommunications Systems (NTS) requirement in support of
C3.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3091

WORLDWIDE MILITARY COMMAND AND CONTROL
SYSTEM (WWMCCS)

1. General Records. WWMCCS is a comprehensive
command and control system consisting of approximately 200
data bases and special files relating to military operations and
readiness of combat and supporting units throughout the world,
up to date intelligence and other supporting information,
operational reports, and battle mission assessments of previous
combat actions. Exclude from this item Navy Command and
Control System (NCCS)/Operations Support System (OSS)
records filed under SSIC 3092, Integrated Command
Antisubmarine Warfare Prediction System (ICAPS) records
filed under SSIC 3145.4, Tactical Environment Support
System (TESS) records filed under SSIC 3145.5, and
WWMCCS input documents and generated reports scheduled
under other SSIC's in Chapter 3 of this manual. WWMCCS
records accumulated by OPNAYV (N6) and Commander Space
and Naval Warfare Systems Command (SPAWAR) that relate
to policy interpretation, systems operation, funding, logistics
support, and manpower are filed under SSIC 2021 of this
manual.

a. Master file and historical data tapes.

Retain on board. Destroy after third system backup. (N1-
NU-89-5)

b. Input data tapes and paper record.

Retain on board. Destroy when no longer required. (N1-
NU-89-5)

¢. Output data and reports-COM and paper.

Deliver to action office/requester. Destroy when no longer

required unless designated for permanent retention
elsewhere in this manual. (N1-NU-89-5)

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

Retain on board. Destroy when superseded, cancelled or
when directed by Joint Chiefs of Staff (JCS) or DCA.
(N1-NU-89-5)

SSIC 3092
NAVY OPERATIONS SUPPORT SYSTEM (OSS)
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1. General. System tracks the employment and movements of
Naval Units and changes of material and operational readiness
status. The system includes employment schedules provided
by the operational commanders, movement reports
(MOVREPS) of vessels and other Navy Units, essential data
on port visits, and changes to the conditions of readiness under
which the units operate and global positioning information.
The system is maintained by the SPAWAR. System input
received from Navy Status of Forces file and Positional
Processing System.

a. Consolidated History File (Navy Status of Force).

PERMANENT. See SSIC 3503 for transfer instructions.
(N1-NU-89-5)

b. Global Positioning Information Files.
DO NOT DESTRQY. Disposition is NOT authorized.
c¢. Input data tapes and paper records.

Retain on board. Destroy when no longer required and
after transactions have been recorded and verified on
Consolidated History File. (N1-NU-89-5)

d. On-line master file.

Retain on board. Destroy after third system backup. (N1-
NU-89-5)
e. Output data and reports - COM and paper.

Deliver to action office/requester. Destroy when no longer
required. (N1-NU-89-5)

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

PERMANENT. Transfer to NARA with first transfer of
history tape. Transfer any changes to systems
documentation to NARA with subsequent transfers of
tape. (N1-NU-89-5)

SSIC 3093
STANDARDS OF INTEROPERABILITY

1. Interface Planning Files. Correspondence, reports, and
other records relating to the development, coordination, and
approval of technical interface concepts and technical interface
design plans for tactical command and control systems.

Destroy when 5 years old. (N1-NU-89-5)

2. Joint Test Procedures Planning Files. Reports, analyses,
plans, and similar documents relating to the development of
test philosophies, proposals, plans, and procedures. Included
are coordination actions, recommendations from DON and
other services, and recommendations for implementing action.

Destroy when 5 years old. (N1-NU-89-5)

3. General Correspondence Records. These files include
records and other papers related to ensuring standard
configuration and interoperability within and between the joint
services, except where otherwise documented in this manual.



Destroy when information no longer required. (N1-NU-
89-5)

4. Publications, Instructions, and Memoranda of Agreement.
Includes specifications, doctrine, and guidance pertaining to
standards and interoperability.

Destroy when superseded, cancelled or no longer required.
(N1-NU-89-5)

SSIC 3100-3199
OPERATIONS RECORDS

SSIC 3100
GENERAL OPERATIONS RECORDS

Records of shore-based Navy and Marine Corps activities as
well as afloat activities when the activity is an integral part of
the operating forces (including both fleet commanders and
fleet command activities), but does not include records relating
to the direction of the operating forces maintained by the
OPNAYV and HQMC.

The term "Fleet Command" or "Flag Command," as used here,
refers to an officer or his or her staff who directs the
movements of two or more vessels, aviation squadrons,
companies, or other units, or who directs an administrative or
special Navy and Marine Corps command whose functions are
a part of Fleet Operations.

1. Navy and Marine Corps Fleet Command (FLAG) Files.
Files related to the command's primary mission, its fleet
operational functions, and the command's organization. They
consist of correspondence, messages, and message summaries,
reports, instructions, movement orders, maps, studies,
photographs, charts, overlays, plans, sketches, memoranda,
minutes of staff conferences, staff studies, project plans and
specifications, war diaries or unit journals, action reports,
patrol and reconnaissance reports, and other records that
document the planning, development, execution and history of
the command's mission and its specific operations which
include combat, training, readiness, and intelligence
operations, and the organization, movement, and deployment
of fleet units, and other correlated operations. Included are
files of Commander in Chief, US Atlantic Command;
Commander in Chief, US Pacific Command; Fleet
Commanders in Chief, i.e., Commander in Chief, US Atlantic
Fleet (CINCLANTFLT), Commander in Chief, US Pacific
Fleet (CINCPACFLT), and Commander in Chief, US Naval
Forces Europe (CINCUSNAVEURY); Fleet Commanders, i.e.,
2nd, 6th, 3rd, 5th, 7th, and other numbered fleets as activated;
Naval Force Commands as defined in SNDL Part 1 including
Navy Component Commanders of Unified Commands, but
excluding Naval Construction and Naval Reserve Forces; Type
Commanders, i.e., Naval Air Force Commanders, Naval
Surface Force Commands, Naval Submarine Force
Commanders, and Commander Mine Warfare Command; and
units subordinate to Force Commanders, i.e., Flotilla, Wings,
Squadrons, Task Forces, Task Groups, etc. that are
commanded by a flag officer).

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)
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2. Marine Corps Activities and Individual Operating Force
Activities Records.

a. General correspondence files of individual fleet
command (operating forces) activities. Files related to the
routine internal operation and administration of the individual
fleet activity.

Destroy when 2 years old. (N1-NU-89-5)

b. Records of Marine Corps Activities. Operational
records and records pertaining to activities, alerts, and
deployments in actual or potential combat-type situations of
Fleet Marine Force activities through regimental (group) size,
including separate battalions (squadron) and companies; and
battalions (squadrons) or companies on detached service that
are not duplicated in fleet commanders' files.

PERMANENT. Retire to WNRC when 4 years old or
upon disestablishment, whichever is earlier. Transfer to
NARA when 20 years old. (N1-NU-89-5)

3. Reserve Fleet Headquarters Records. Records of reserve
fleet components, including reserve fleet group and subgroup
headquarters. (Does not include records accumulated aboard
individual vessels, regardless of whether records are left
aboard ship when placed in reserve or are moved to the group
or subgroup headquarters to be maintained on a current basis.)

a. General correspondence files.
Destroy when 2 years old. (N1-NU-89-5)

b. Ship inactivation records. Files related to the status of
ships under the headquarters' cognizance.

Destroy upon reactivation of ship concerned or when ship
leaves jurisdiction of the cognizant reserve fleet,
whichever is sooner. (N1-NU-89-5)

c. Ship Material Readiness Records.

(1) Reserve fleet headquarters correspondence, reports,
inspection records, and other readiness data.

Retire to nearest FRC 2 years after reactivation of ship
concerned. Destroy 3 years after transfer. (N1-NU-89-5)

(2) Reserve fleet group and subgroup headquarters
individual vessel files consisting of work orders and similar
records related to the inactivation, status, and reactivation of
individual vessels. Files also include electronic and ordnance
material readiness records and machinery indexes or
machinery index work sheets.

(a) When ship is activated.
Transfer to ship concerned. (N1-NU-89-5)

(b) When ship is sold or transferred and stricken
from the naval list.

1. Pertinent plans, equipment, and
maintenance records.

Transfer to new owner. (N1-NU-89-5)
2. All other records.
Destroy immediately. (N1-NU-89-5)



(c) When ship is scrapped, or sold as scrap, and
stricken from the naval list.

Destroy immediately. (N1-NU-89-5)
d. Dehumidification (D/H) Records.

(1) Instrument readings, including zone and package
readings, hygrometer checks, and periodic readings and reports
on D/H.

(a) If summarized to show elapsed time to reach
30% humidity, average hours per day D/H machines operate to
maintain 30% relative humidity, and prolonged or marked
deviation from required average humidity.

Destroy when 2 years old. (N1-NU-89-5)
(b) If not summarized.

Destroy after next periodic Board of Inspection and
Survey Inspection or after reactivation of ship concerned,
whichever is later. (N1-NU-89-5)

(2) Completed D/H job orders.

Destroy 6 months after posted to the relevant history card
or D/H machinery and equipment. (N1-NU-89-5)

(3) D/H plans.

Destroy when superseded or no longer applicable,
whichever is later. (N1-NU-89-5)

(4) History cards for D/H machinery and equipment.

(a) If machinery or equipment is returned to stock
or transferred.

Transfer with machinery or equipment. (N1-NU-89-5)
(b) If machinery is surveyed.
Destroy when surveyed. (N1-NU-89-5)
4. Construction Force Activities Records.

a. Primary program records. Correspondence, reports,
and other records accumulated by the Office of the DCNO
(Logistics) (N4) and Naval Facilities Engineering Command
(NAVFACENGCOM) Headquarters that relate to the policy,
direction, and employment of naval construction forces as part
of the Navy Operating Forces and to the planning,
development, and execution of plans and projects.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. General correspondence files. Correspondence,
messages, and reports accumulated by OPNAV,
NAVFACENGCOM, and other Departmental Headquarters
Offices that relate to the routine administration of the Naval
Construction Forces.

Destroy when 5 years old. (N1-NU-89-5)

c. Commanders Construction Battalions
(COMCBLANT/COMCBPAC) and Naval Construction
Regiments Administrative Files. Records documenting the
employment, movement, readiness, and field operations of
construction forces including operational, logistic, and project
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planning. Include copies of OP Orders, Plans, and Public
Affairs materials.

Forward to:

NAVFACENGCOM Historian
Bldg. 99, CBC
Port Hueneme, CA 93041

when 2 years old. Destroy when no longer required for
historical program use. (N1-NU-89-5)

d. Construction unit files. Correspondence, reports,
tasking instructions, and related records that document the
routine administration and operations of the unit. Include copy
of command history, unit originated OP Orders, unit copies of
muster rolls, unit newsletter files, and nonofficial photographs
of construction projects and training exercises. Records are
maintained by Mobile Construction Battalions (MCB),
Amphibious Construction Battalions (ACS), Construction
Battalion Detachments, Underwater Construction Teams, and
Reserve Naval Mobile Construction Battalions.

Forward to NAVFACENGCOM Historian, Bldg. 99,
CBC, Port Hueneme, CA 93041 when 2 years old.
Destroy when no longer required for historical program
use. (N1-NU-89-5)

e. Officer of the Day Battalion Logs.
Destroy when 2 years old. (N1-NU-89-5)

f. Deployment completion reports. Comprehensive
narrative reports of operations. Records accumulated by
Mobile Construction Battalions and Amphibious Construction
Battalions.

Forward originator copy to NAVFACENGCOM
Historian, Bldg. 99, CBC, Port Hueneme, CA 93041 when
1 year old. Destroy when no longer required for historical
program use. (N1-NU-89-5)

g. Monthly reports of operations.
(1) Prepared by deployed units.
Destroy when 2 years old. (N1-NU-89-5)

(2) Prepared by Construction Battalion Detachments
and Reserve Construction Force Units.

Cutoff files annually. Forward to:
NAVFACENGCOM Historian

Bldg. 99, CBC
Port Hueneme, CA 93041

when 2 years old. Destroy when no longer required for
historical program use. (N1-NU-89-5)
h. Logistics records.

(1) Records of brigades and regiments (logistic
divisions) documenting plans and procedures for material
support within advanced base functional components.

Destroy when 4 years old. (N1-NU-89-5)



(2) All other records.
Destroy when 2 years old. (N1-NU-89-5)
i. Construction Maintenance Records.

(1) Records related to construction schedules, project
requirements for material and equipment, technical services,
technical field assistance to naval construction forces, plans
for projects assigned them (brigades and regiments only).
Correspondence related to employment schedules of naval
construction forces (brigades only).

Destroy when 2 years old. (N1-NU-89-5)

(2) Work progress and other reports related to the
operation and performance of plants, power, equipment, and
installations.

(a) When summary reports are made.
1. Battalions.
Destroy when 6 months old. (N1-NU-89-5)
2. All other activities.
Destroy when 1 year old. (N1-NU-89-5)
(b) When summary reports are not made.
1. Permanent units.
Destroy 2 years after plant is closed. (N1-NU-89-5)
2. Mobile units.

Destroy after completion of project, after plant is closed,
or 3 months after deployment, whichever is later. (N1-
NU-89-5)

(3) Records relating to maintenance work such as shop
schedules, progress reports, status reports, and related data.

(a) When summary reports are made.
Destroy when 6 months old. (N1-NU-89-5)
(b) When summary reports are not made
1. Permanent units.
Destroy when 1 year old. (N1-NU-89-5)
2. Mobile units.
Destroy 3 months after deployment. (N1-NU-89-5)
(4) Logs of operations, equipment and installations.
(a) When summary reports are made.
Destroy when 1 year old. (N1-NU-89-5)
(b) When summary reports are not made.
1. Permanent units.
Destroy 2 years after plant is closed. (N1-NU-89-5)
2. Mobile units.

Destroy when project is completed or plant is closed,
whichever is earlier. (N1-NU-89-5)
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(5) Work orders, work requests, and related papers.
(See SSIC 4200 for job purchase orders.)

(a) Permanent units.

Destroy 1 year after completion of project. (N1-NU-89-5)
(b) Mobile units.

Destroy after deployment. (N1-NU-89-5)

(6) Other construction, maintenance, and facility
records not specifically covered in this paragraph.

Retire records under appropriate subsection of SSIC
11200. (N1-NU-89-5)

5. Deck Logs of Commissioned Vessels of the U.S. Navy.

a. Original Deck Log maintained by the Officer of the
Deck on a watch to watch basis on all commissioned vessels of
the United States Navy.

Commanding officer forward daily deck logs monthly to
Naval History and Heritage Command (NHHC) as
directed by OPNAVINST 3100.7B. (N1-38-92-1)

b. Original Deck Logs predating 1 January 1979 in the
custody of the NHHC (OPNAYV (N09BH)).

PERMANENT. Transfer to NARA annually when 30
years old. (N1-38-92-1)

c. Silver halide microform and one diazo copy of Deck
Logs created 1 January 1979 and later in the custody of the
NHHC.

PERMANENT. Transfer to NARA annually when 30
years old. (N1-38-92-1)

d. Second diazo copy of Deck Logs created 1 January
1979 and later and in the custody of the NHHC.

Retain on board. Destroy when no longer required for
reference use. (N1-38-92-1)

e. Original Deck Logs created 1 January 1979 through 31
December 1993.

Destroy when microfilm has been verified for conformity
with archival quality standards and completeness. If log
has not been microfilmed: PERMANENT. Transfer
original to NARA annually when 30 years old. (N1-NU-
98-1)

f. Original Deck Logs created 1 January 1994 and later.

PERMANENT. Transfer to NARA annually when 30
years old. (N1-NU-98-1)

6. Operational Records of Commissioned Naval Vessels.
Logs, Reports, Notebooks, Check off Sheets and Similar
Records relating to Seamanship and Navigation that are
maintained by Commissioned Vessels of the U.S. Navy.

a. Quartermaster's Notebook.

Destroy 3 years after the date of the last entry. (N1-NU-
89-5)

b. Commanding Officer's Night and Day Order Books.



Destroy when 2 years old. (N1-NU-89-5)
¢. Engineering logs and engineer’s bell book.

Destroy 3 years after the date of the last entry. (N1-NU-
89-5)

d. Magnetic compass records.
Destroy 1 year from date of the last entry. (N1-NU-89-5)
e. Navigational timepiece performance certificates.

Destroy when rate for new or replacement instrument has
been established on board ship. (N1-NU-89-5)

f. Navigational timepiece rate books.

Destroy 3 months after book is filled. (N1-NU-89-5)
g. Magnetic compass tables.

Destroy when compass is readjusted. (N1-NU-89-5)

h. Navigator's workbooks and records. Include coastal
books, loran logs, sight record books, direction finder logs,
fathometer readings and soundings.

Destroy when 3 years old. (N1-NU-89-5)

i. Navigational, hydrographic and meteorological charts,
maps, and publications. Include sailing directions, light lists,
and other navigational devices.

Destroy when cancelled, superseded, or no longer needed
for current operations. (N1-NU-89-5)

j. Port clearance records.
Destroy when 1 year old. (N1-NU-89-5)
k. Anchor logs.

Destroy after next regular shipyard overhaul. (N1-NU-89-
5)

I. Condition inspection reports and check off sheets.
Conditions that may affect the safety or operation of the vessel
that are maintained by the First Lieutenant.

Destroy when 3 months old. (N1-NU-89-5)
SSIC 3101

ELECTRONIC/DIGITAL SHIPBOARD OPERATIONS
MONITORING RECORDS

Recordsin this series pertain to ships equipped with
systems capable of capturing (in electronic format)
information gener ated during ship operations and used
either directly or indirectly to monitor ship operations.
Theseinclude shipsthat are originally built with this
technical capability or subseguently have this technical
capability added. Recordsin thisseriesinclude, but are
not limited to audio, communication, video, and event
reconstruction (e.q., AEGI S electronic war diary) records.
This schedule does not include electronic or paper deck
logs found under SSIC 3100.5.

1. Video Monitoring Records. Pertainsto ships equipped
with video camer as/systems capable of capturing and
storing video recordsin electronic format that are used to
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provide monitoring of a ship’s passage ways, equipment
weapons systems, flight decks, manned and unmanned

areas, etc. Video monitoring may be conducted within
numer ous ar eas both within and outside of the ship’s
structure.

a. Routine Monitoring. Records consisting of
electronic video monitoring data captured and stored in
electronic format, of monitored locationsin which no event
has occurred as defined in subparagraphs 1b through 1d of
this SSIC during thetime period in which the monitoring
occurred.

(1) Video framerateslessthan or equal to 5
frames per second.

Destroy when 2 daysold. (N1-NU-10-3)

(2) Video framerates greater than 5 frames per

second.

Destroy after 8 hours. (N1-NU-10-3)

b. Exercise Monitor. Records consisting of electronic
video monitoring data captured and stored in electronic
format during conducted exer cise and/or training events
involved in the exercising of equipment and/or_per sonnel
such as but not limited to firedrills, rescue and assistance
exer cises, main spacefiredrills, flooding drills, oper ational
evaluations and fleet exercises. Thisdataisused to
evaluate events such as exer cise/training events, perform
root causes analysis and establish corrective action and
training reguirements.

Destroy when 10 years old or nolonger required,
whichever islater. (N1-NU-10-3)

c. Ship Operations. Records consisting of electronic
video monitoring data captured and stored in electronic
format during ship operations wher e a significant or
catastr ophic event occur s such as but not limited to fire,
criminal activity, equipment failure, flooding, collision, etc.
or which isidentified at the time as having possible legal,
safety, political or other implicationsto the DON or

National Security.

Destroy when 10 years old or when studies/oper ational
analysisis completed, whichever islater. (N1-NU-10-

3)

d. Armed Conflict. Records consisting of electronic
video monitoring data captur ed and stored in electronic
format during actual direct armed contact between United
States ships and a hostile for ce.

PERMANENT. Pre-accession to National Archives
when studies/oper ational analysis has been completed.
Transfer to National Archiveswhen 10 yearsold in
format mutually agreed to by National Archives and
thetransferring entity at the time of transfer. (N1-

NU-10-3)
NOTE: SeePart V, paragraph 5 of this manual.

2. Communications Records. Pertainsto ships having
eguipment or_systems capable of capturing and recording




electronically various forms of internal and external
communications, both within and outside the structur e of
the ship. Internal communications records ar e electronic
records of communications conducted via electronic means
and within the structure of the ship, such as but not limited

tointernal communication networks (nets), inter nal
telephone, general announcing system, portable intra-ship
radio, sound power ed phones, etc. External
communications records ar e electr onic recor ds of
communications conducted via electr onic means with

sour ces outside the structur e of the ship, such as but not
limited to ship-to-ship, ship-to-shore, shor e-to-ship, ship-
to-aircraft, aircraft-to-ship, ship-to-satellite, satellite-to-
ship, etc.

a. Routine Monitoring. Records consist of electronic
communications data captured and stored in electronic
format in which no event has occurred as defined in
subpar agr aphs 2b through 2d of this SSIC during thetime
period in which the monitoring occurred.

Destroy when 2 daysold. (N1-NU-10-3)

b. Exercise monitoring. Records consist of electronic
communications data captured and stored in electronic
format during conducted exer cises and/or _training events
involved in the exer cising of equipment and/or personnel,
such as but not limited to firedrills, rescue and assistance
exer cises, main spacefiredrills, flooding drills, oper ational

evaluations, and fleet exercises. Thisdataisused to
evaluate exer cise/training events, perform root cause
analyses, and establish corrective action and training

reguirements.

Destroy when 10 yearsold or nolonger required,
whichever islater. (N1-NU-10-3)

c. Event Monitoring. Records consist of electronic
communications data captured and stored in electronic
format during ship operations where a significant or
catastr ophic event occur s such as but not limited tofire,
criminal activity, equipment failure, flooding, collision, etc.
or which isidentified at the time as having possible legal,
safety, political or other implicationsto the United States
Navy or National Security.

Destroy when 10 years old or when studies/oper ational
analysisis completed, whichever islater. (N1-NU-10-

3

d. Armed Conflict. Records consisting of electronic
communications data captured and stored in electronic
format during actual direct armed contact between United
States ships and a hostile for ce.

PERMANENT. Pre-accession electronic fileto
National Archives when studies/oper ational analysis
has been completed. Transfer to National Archives
when 10 yearsold in a format mutually agreed to by
National Archives and thetransferring entity at the
time of transfer. (N1-NU-10-3)

NOTE: Seepart V, para. 5 of thismanual.

SSIC 3103
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NAVAL AIR RESERVE OPERATIONS RECORDS

Retire records under appropriate subsection of SSICs
3700, 3750, or 3760. (N1-NU-89-5)

SSIC 3104
COMBAT CAMERA OPERATIONS RECORDS

1. Visual Information (V1) Materials Files. Motion media;
still photography; and audio; recordings covering air, sea, and
ground actions, contingencies and emergencies of Armed
Forces in combat and combat support operations, including
force deployments and activities before, during, and after
military engagements.

a. VI-materials (films, tapes, discs, still photo or graphic
arts) recorded by Navy and Marine Corps combat camera
activities not duplicated elsewhere and determined to have
continuing general or historical interest to the Navy or Marine
Corps.

Forward immediately to the Defense Imagery Management
Operations Center, Attn: Motion Media Records Center,
23755 Z Street Bldg 2730, Riverside CA 92581-2717.
(N1-NU-89-5)

b. Other VI materials accumulated by Navy and Marine
Corps combat activities including that of local use only.

Destroy when 2 years old or until no longer needed,
EXCEPT destroy immediately rejects, retakes, or un-
reproducible, and destroy duplicate or extra copies when
no longer needed. (N1-NU-89-5)

¢. VI materials accumulated by the Defense Imagery
Management Operations Center for the Navy and Marine
Corps central files.

NOTE: Care must be taken applying these dispositions.
Permanent records are included.

Disposition of VI materials is governed by SSIC 5290 of
this manual. (N1-NU-89-4)

SSIC 3110

ADMINISTRATIVE ASSIGNMENT OF OPERATING
FORCES OF THE NAVY RECORDS

1. Records pertaining to Initial Administrative Assignment or
Changes to the Administrative Organization of the Operating
Forces of the Navy.

a. NDW and CNO Area Coordinators' Files.

Destroy when 4 years old. (N1-NU-89-5)

b. All other files.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3111

HOME PORTS AND YARDS AND PERMANENT DUTY
STATIONS RECORDS

1. General Correspondence, Files, Reports, and Other
Records. Files pertain to the home ports and permanent duty
stations establishment, disestablishment, and modification of
activities of the operating forces of the Navy.



Destroy when no longer needed for reference. (N1-NU-
89-5)

SSIC 3120

OPERATING PROCEDURES, TASKS, AND
EMPLOYMENT RECORDS

1. Correspondence, Reports, and Other Papers of Individual
Field Activities. Files that document internal operating
procedures or tasks and the employment or deployment of
personnel and materials. Exclude Fleet Command (Flag File)
records filed under SSIC 3100 of this manual.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3121
OPERATION PLANS AND ORDERS RECORDS

1. Navy Master Copy of Operations Orders (OP-Orders). One
copy of all Navy Op-Orders forwarded by the originator to the
OPNAV in accordance with current OPNAV directives.

PERMANENT. OPNAYV forward all cancelled and
superseded OP Orders annually to the NHHC OPNAV
(NO9BH). NHHC transfer to NARA when 30 years old.
(N1-NU-89-5)

2. OP-Orders Originated By Navy and Marine Corps Fleet
Commands.

File record copy with Flag Files under appropriate
subsection of SSIC 3100. (N1-NU-89-5)

3. OP-Orders Originated By Navy and Marine Corps Units
Subordinate to the Fleet Command Level.

Destroy 3 years after cancelled or superseded. (N1-NU-
89-5)

4. Copies Of OP-Orders Distributed to Subordinate Units or
Copies Maintained For Information Only.

Destroy when cancelled or superseded. (N1-NU-89-5)

5. Exercise OP-Orders. Operations Orders prepared by the
officer conducting the exercise for fleet, routine, and
specialized training exercises to increase level of Fleet
readiness. Exclude copy included with the final exercise
report.

a. Routine Exercises.
Destroy when 2 years old. (N1-NU-89-5)
b. Fleet Exercises.

Retire to WNRC when 4 years old. Destroy when 15
years old. (N1-NU-89-5)

6. Operating Plans (OP-Plans)

File records under the appropriate subsection of SSIC
3010. (N1-NU-89-5)

SSIC 3122

MILITARY-MEDICAL-DENTAL GUARDSHIP
ASSIGNMENT RECORDS
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1. Correspondence, Reports, and Other Records. Records
related to guardship assignments including the employment of
Marine security guard forces.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3123
MOVEMENT REPORTS RECORDS

1. Correspondence, Orders, and related Records Concerning
the Movement of Aircraft, Ships, and other Craft.

Destroy when 3 years old. (N1-NU-89-5)

2. Movement Reports. Reports of arrival and departure,
vessel operations, or related movement concerning naval craft
including logs and other control or scheduling records relating
to craft movements within an activity's area maintained by
field activities and not specifically covered elsewhere in SSICs
3120-3129. (Exclude MOVREPS in the Navy Operations
Support Systems (SSIC 3092.1.))

Destroy when 2 years old. (N1-NU-89-5)

3. Control of Shipping Offices and Naval Port Control Offices
Movement Records.

Destroy when 2 years old. (N1-NU-89-5)
4. Movement Report Centers and Offices Records.

a. General correspondence files. Files related to the
operations and administration of movement report functions.

Destroy when 2 years old. (N1-NU-89-5)
b. Incoming message reporting movements of the fleet
Destroy when 1 year old. (N1-NU-89-5)

¢. Daily summary message sheets. Summaries prepared
by each movement report center or office for transmission of
information to other centers or offices.

Destroy when transmission to other centers or offices is
completed. (N1-NU-89-5)

d. Ship locator cards. Records showing movement made
by each unit of the fleet.

(1) Temporary cards showing progress of movement
for each fleet unit.

Destroy upon arrival of craft destination. (N1-NU-89-5)

e. Copies of photographs of daily continuous location
plots.

PERMANENT. Retire to WNRC when 1 year old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

SSIC 3124
FLEET AIR OPERATIONS RECORDS

1. Operational Records of Aircraft Squadrons and Subordinate
Units that are not included under SSIC 3100.

Retire to nearest FRC when 2 years old. Destroy when 5
years old. (N1-NU-89-5)



2. Records of Fleet Activities. Files related to the routine
internal operation and administration of air/space traffic.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3125
MARINE AVIATION RECORDS

1. Program Records. Marine aviation plans and programs to
formulate and coordinate plans and to initiate action to fulfill
the requirements of Marine aviation, Regular and Reserve in
matters of organization personnel, operational readiness, and
logistics to ensure Marine aviation is developed and supported
in concert with the overall naval aviation program. Exclude
policy records included in CMC central correspondence file
(SSIC 3000.3) and Fleet Command files (SSIC 3100.1).

Retire to nearest FRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

2. General Correspondence of a Routine Internal Nature.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3126

FLEET EMPLOYMENT SCHEDULES AND CHANGES
RECORDS

1. Records Consist of Employment Schedules, Changes, and
General Correspondence.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3127
EMPLOYMENT OF THE NAVAL RESERVE RECORDS

1. Records Concerning Active Duty for Training, Weekend
Away Training, Temporary Active (TEMAC), and Other
Types of Employment of the Naval Reserve Including Training
and Administration of the Naval Reserve.

Destroy when 3 years old or no longer needed for
reference. (N1-NU-89-5)

SSIC 3128
VISITS OF SHIPS RECORDS

1. General Correspondence, Files, Reports, and Other
Records. Records pertaining to visits by ships, including visits
of U.S. ships to foreign ports and visits of foreign ships to U.S.
ports. Records include policy, procedures and instructions for
coordination of port visits; regulations prescribed by the Navy
or host government; requests, modifications, approvals, and
disapprovals of port visit and diplomatic clearance requests;
reports of conditions experienced or incidents that occurred;
and any post visit reports.

Destroy when 3 years old. Maintain instructions until
cancelled or superseded. (N1-NU-89-5)

a. Ships visits by Nuclear Powered Warships. Records
pertaining to regulations, instructions, and procedures for
visits. Records include restrictions, environmental monitoring
requirements, and special safety regulations enacted by host
nation government; procedures for safety and security of the
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vessel; procedures and instructions for coordination of port
visits; requests; modifications, approvals, and disapprovals of
port visit and diplomatic clearance requests; and reports during
or after the visit of conditions encountered or incidents that
occurred.

Retire to nearest FRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

SSIC 3129
MARINE AMPHIBIOUS OPERATIONS RECORDS

Retire records under appropriate subsection of SSIC 3100
for actual operations or SSIC 3340 for tactical guides.
(N1-NU-89-5)

SSIC 3130
SEARCH AND RESCUE (SAR) RECORDS

1. Departmental SAR Policy File. Instructions, notices, and
planning papers that document Navy policy for reaction to
vessel and aircraft accidents requiring SAR operations.
Records are accumulated by OPNAV.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

2. Agreements Records. Formal agreements and supporting
papers relating to SAR operations involving foreign, federal,
state, local, and private organizations.

Destroy 1 year after agreement is terminated. (N1-NU-89-
5)

3. SAR Support Control Records. Lists of organizations
participating in SAR operations and locations of facilities.

Destroy when cancelled or superseded. (N1-NU-89-5)

4, Procedure Files. Plans, OP-Order Annexes, Tactical
Publications, Watch Quarter and Station Assignment Bills, and
instructions that detail individual activities response in SAR
missions.

Destroy when cancelled or superseded. (N1-NU-89-5)

5. SAR Exercises and Drills Records. Reports of exercises
conducted by Navy units to test response to emergency
situations.

Destroy when 6 months old. (N1-NU-89-5)

6. SAR Mission and Incident Reports. Exclude reports filed
with Flag files under SSIC 3100.1.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3140-3149

GEOPHYSICAL, OCEANOGRAPHIC,

HYDROGRAPHIC, BATHYMETRIC,

METEOROLOGICAL, AND OTHER
ENVIRONMENTAL SUPPORT

Recordsin this seriesrelate to all phases of oceanographic,
meteor ological, and hydr ographic functions. These
records ar e accumulated by field activities and by
departmental headquarters, major commands and offices




that formulate or prescribe policies and or proceduresto
the Naval M eteor ology and Oceanogr aphy Command.

SSIC 3140
NAVAL OCEANOGRAPHY PROGRAM RECORDS

1. Primary Program Records. Correspondence and other
records of Commander, Naval M eteor ology and

Oceanogr aphy Command (COMNAVMETOCCOM);
Fleet Numerical M eteorology and Oceanography Center ;
Naval Oceanography Operations Command; and Naval

M eteor ology and Oceanogr aphy Professional Development

Center; and other NAVMETOCCOM facilities that
document primary mission responsibilitiesfor the
development and execution of procedures pertaining to
oceanogr aphy, meteor ology, hydrograph, or bathymetry
related operations and to the per for mance of these
operations. Examples of recordsinclude, but are not
limited to, the records and files of Navy offices having
liaison with inter departmental, international, and treaty
or ganizations consisting of reports, minutes, agendas and
supporting papers. Also included are documentation
recordsrelated to electronic records and their format,
information, and use that must accompany each transfer
of permanent records. The official copy of these records
will be preserved and transferred to NARA in har dcopy
form.

PERMANENT. Transfer recordsin hardcopy format
to National Archiveswhen 5yearsold. (N1-NU-07-7)

2. General Records. Files of third echelon and subor dinate
oceanogr aphy commands. Files and recor ds documenting
the organization of the command; accomplishment of
plans, studies, projects; essential transactions of the
command (ship riders guides, procedures, reports, report
templates, logs and specifications, survey technical
specifications, CONOPS, ship schedules, ship parameters,
ship CASREPs, SITREPS survey data, product and
product dissemination transmittals), data/infor mation

product archiving.
Destroy after 2 years. (N1-NU-07-7)

3. Weather Phenomena Records. Files documenting the
history of and research into hurricanes, typhoons, or other
storms, ice formulation, meteorological and other weather or
related phenomena; records related to meteorological
equipment and materials research. Consists of reports,
research data, photographs, and other supporting papers.

PERMANENT. Transfer to NARA when 5 yearsold.
(N1-NU-07-7)

SSIC 3141
OBSERVATIONS/MEASUREMENTS RECORDS

1. Weather Observations (Fleet Numerical Meteor ology and
Oceanography Center). These observationsinclude
monthly observationsthat areroutine observations from
units attached to special missions or_expeditions;

r econnaissance obser vations and other obser vations not
cover ed by specific directives, worldwide unclassified
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observations; NATO classified observations; and satellite
observations.

Destroy when 30 years old unless needed longer for
reference. (N1-NU-07-7)

2. Littoral Survey Records. These surveys ar e conducted
in littoral regions from ship, launch, aircr aft, spacecr aft,
or other platformsusing a variety of electronic survey
equipment. These surveys may include physical, chemical,
optical, and biological oceanogr aphy; multidiscipline
environmental investigations; ocean engineering and
marine acoustics; marine geology and geophysics; and
hydrographic bathymetric, and gravity surveys.

Oceanogr aphic data, in the form of raw observations,
climatologist, databases or (after assimilation into physics-
based numerical models or analyses) predications, can be
used for planning, executing, or analyzing naval oper ations
or exercises. These surveys can be conducted as needs or
opportunities arise, or when it is determined that
environmental conditions have changed enough to warrant
reinvestigation of a particular geogr aphical area.

Records may include setup files areas, line plans, predicted
tide heights, tide zones, obser ved tide files, sound velocity
profiles, ship parameters, raw sensor data, acoustics data,
final field validated data, cruise reports, reports of survey,
airborne surveys and related files, geodetic records,

MC& G records, preliminary temper atur e/salinity data

ar chive (raw/QC/climo/load), analyzed current records,
optics propertiesrecords, bottom char acteristics, geology
and geophysicsrecords, gravity records, magnetic records,
XBT/CTD records, sound velocity profiles, and biology.

Destroy when 30 years old unless needed longer for
reference. (N1-NU-07-7)

3. Deep Ocean Survey Records. These surveysare
conducted in the deep ocean from ship, aircraft,

spacecr aft, or other platforms using a variety of electronic
survey equipment. These surveys may include physical,
chemical, optical, and biological oceanography;
multidiscipline environmental investigations; ocean
engineering and marine acoustics; marine geology and
geophysics and bathymetric and gravity surveys. Data can
be used for surface/subsurface navigations.

Oceanogr aphic data, in the form of raw observations,
climatologies, databases, or (after assimilation into
physics-based numerical models or_analyses) predictions,
can be used for planning, executing, or analyzing naval
operations or_exer Cises.

Recor ds may include set-up files, areas, line plans,
predicted tide heights, tide zones, sound velocity profiles,
ship parameter s, inter mediate collection files, raw sensor
data, intermediate processing files, final field validated
files, field reports, temper atur e/salinity data ar chive
(raw/QC/climo/load), analyzed geophysics records, gravity
records, magnetic records, XBT/CTD records, sound
velocity profiles, satellite records (Ocean Optics, etc.), and

biology.

Destroy when 30 years old unless neede4d longer for
reference. (N1-NU-07-7)




SSIC 3142
DATA COLLECTION RECORDS

1. Correspondence Reports, and Other Papers Documenting
the Makeup, Revisions, and Use of Codes or Formats in
Collecting, Storing, and Transmitting Environmental
Information.

Destroy when 25 years old unless needed longer for
reference. (N1-NU-07-7)

SSIC 3143
DATA ANALYSIS RECORDS

Thisisa qualitative and quantitative analysis function
intended to validate the raw data surveyed from various
survey projects. A working copy of theraw data is made
and then edited and corrected. Once validated, the
corrected copy isthen released for usein providing
productsto various NAVOCEANO customers.

Records may include:

1. Operational Analysis, Office Bathymetry Validation
Area Based Editor files (PFM), SABRE files, Fleder maus/
cubefiles, surfaces, BHPP files, hydrographic product
creation, Carisfiles, Smooth Sheet history report, and
sounding data in various for mats shar ed with other
agencies and used in various NAVOCEANO products
(edited area based editor files (PEM), validated multibeam

GSF files, final thinned XYZ files, Bathymetric Attributed
Gridded Surfaces (BAGS), and Smooth Sheets).

Destroy when 75 year s old unless needed longer for
reference. (N1-NU-07-7)

2. Navigation Database. Track plots, cover age plots.

Destroy data when no longer needed. (N1-NU-07-7)

3. Quality-Controlled Physical Oceanographic Data Sets.
Oceanogr aphic data sets with QC flags set by OcnQC,
NOPEDS, MOODS QC, acoustics, and other quality
control systems and pr ocesses.

Destroy when no longer needed. (N1-NU-07-7)
SSIC 3144

DATA PREDICTION RECORDS

These ar e predications of observable phenomena that can
bedirectly compared with data.

Recor ds may include ocean or atmospheric cir culation
(current or wind speed and dir ection), ocean wave height,
speed and direction, ocean tidal heights and water levels,
ocean temper ature, and salinity structure, etc.

1. Operational Environmental Predictions, Atmospheric/
Weather Predictions, Ocean Predictions (to include waves,

circulation).

Destroy after 30 years old unless needed longer for
reference. (N1-NU-07-7)

2. Tide Analysis. Tide Zonefiles, Tide Height files, Tide
Reports.
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Destroy when 30 years old unless needed longer for
reference. (N1-NU-07-7)

SSIC 3145
INFORMATION PRODUCTS

Operational support products and databases may include
geospatial information and systems (GIS) products, and
environmental analyses, etc. Alsoincluded are
information products disseminated via web interface.

Recor ds may include climatologically infor mation, seafloor
datasets, Digital Bathymetric Data Base (DBDB-V)
Variable resolution, Tactical Electronic Chartsand
Overlays (TECO), other raster products, GI SP database
(storehouse for imagery analysis, Derived Bathymetry,
Terrain Categorization, Geospatial Vector products, Two-
Color Multi-View, AGI Derived Essential Elements of
Information), Shallow Water Bathymetry Collections
Database, Commercial Imagery Callections Database, 3D
Fly-throughs, charts (Geotiff, PDF, Published Chart
Imagery/Internet Viewable/Thinned), other vector
products, Bathymetric Navigation Planning Chart
(BNPC), Tactical Ocean Data— L evel 2 (TOD2), digital
charts, Hydro Reconnaissance Chart Database, SSBN —
Quick L ook Reports, Digital Nautical Chart (DNC)
updates, field charts, (hardcopy, PDF printable images,
GEOTIF images, GIS placeable in decimal degrees, WGS-
84.), Smooth Sheets, and validated field data provided to
other agencies and host countries by prior_agreement.

PERMANENT. Transfer to National Archiveswhen 5
yearsold. (N1-NU-07-7)

SSIC 3146

DATA/INFORMATION DISSEMINATION

Refer to SSIC 3145. (N1-NU-89-5)
SSIC 3147
DATA/INFORMATION QUALITY ASSURANCE

Refer to SSIC 3143 (N1-NU-07-7)
SSIC 3148

DATA/INFORMATION ARCHIVING

Refer to SSIC 3140.2 (N1-NU-07-7)

SSIC 3149
SOFTWARE DEVELOPMENT

Softwar e required for processing, analysis, or viewing of
environmental data or numerical environmental model
output, the sour ce code of numerical environmental
models, and the scripts necessary to manipulatefilesin
complex systems of models and data used for_analyses and

predictions.
Examples of recordsinclude:

1. GOTSIn-House Created Applications. Includes
government sponsor ed and gover nment funded software.
Could include sour ce code, M akefiles, and necessary run-

time scripts.




a. DBDB-V softwar e, by version/date.

Destroy or delete 25 year s after related softwarein
super seded or obsolete. (N1-NU-07-7)

b. BHPP softwar e, by ver sion/date.

Destroy or delete 25 years after related softwareis
super seded or obsolete. (N1-NU-07-7)

c. Data War ehouse softwar e, by version/date.

Destroy or delete 25 year s after related softwareis
super seded or obsolete. (N1-NU-07-7)

d. AreaBased Editor.

Destroy or delete 25 years after related softwareis
super seded or obsolete. (N1-NU-07-7)

€. UNISIPS.

Destroy or delete 25 year s after related softwareis
super seded or obsolete. (N1-NU-07-7)

f. Environmental Modeling and Analysis software.

Destroy or delete 25 years after related softwareis
super seded or obsolete. (N1-NU-07-7)

g._Scripts Supporting Environmental M odeling and
Analyses.

Destroy or delete 25 years after related softwareis
super seded or obsolete. (N1-NU-07-7)

2. GOTSIn-house Created Softwar e Documentation.
Includes documentation needed for product production.

a._Softwar e description usage (to includefile for mat
descriptions.

Destroy or delete 25 years after related softwareis
super seded or obsolete. (GRS 20.11a(1))

b. Processing quides.

Destroy or delete 25 year s after related softwareis
super seded or obsolete. (GRS 20.11a(1))

SSIC 3150-3159
SSIC 3150

DIVING AND HYPERBARIC SYSTEMS OPERATIONS

1. Individual Diving Log Report Forwarded to
NAVSAFECEN by Each Diver After Each Dive of Hyperbaric
Exposure.

Destroy when 20 years old. (N1-NU-89-5)

2. Command Diving Log. Legal record of details of each dive
or hyperbaric exposure conducted.

Destroy after 3 years from date of last entry. (N1-NU-89-
5)

3. Individual Diving Log. Record kept by each Navy diver for
each dive or hyperbaric exposure, including non-Navy
recreational dives.
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Kept by individual as long as he or she is an active Navy
diver. (N1-NU-89-5)

4. General Correspondence Files. Files pertaining to the Navy
diving program including copies of accident reports, safety
surveys, etc.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3151

DIVING AND HYPERBARIC SYSTEMS SAFETY
CERTIFICATION

1. Diving and Hyperbaric Systems Maintenance, Work
Procedures, and Reentry Control (REC) Records.

Destroy after 7 years. (N1-NU-89-5)

2. Hyperbaric Facilities Testing Records. Maintained by
NAVSEASYSCOM, NAVFACENGCOM. Exclude
construction records filed under SSIC 11155.

Destroy after 7 years. (N1-NU-89-5)
3. System Certification Certificate and Letter of Certification.

Retain until subsequent certification received. (N1-NU-
89-5)

4. General Correspondence Files. Files and records pertaining
to system certification including requests for certification and
correspondence on deficiency corrective action.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3160-3168
ASTRONOMICAL AND CHRONOMETRIC SUPPORT

Records in this series relate to all phases of astronomy and
time service carried out at the U.S. Naval Observatory,
including the Astrometry and Time Service Departments, The
Nautical Almanac Office and Flagstaff Station. These records
are accumulated at the Naval Observatory in Washington, DC,
The Flagstaff Station in Arizona, Naval Observatory Time
Service Alternate Station in Richmond, Florida and The Black
Birch Astrometric Observatory near Blenheim, New Zealand.

SSIC 3160

GENERAL ASTRONOMICAL AND CHRONOMETRIC
SUPPORT RECORDS

1. Primary Program Records. General correspondence and
other records of the Superintendent, Scientific Director,
scientific departments, Flagstaff station and other stations that
document primary mission responsibilities pertaining to
astronomy and timekeeping. This includes records relating to
the development and operation of scientific programs, the
establishment of stations and substations; and design,
development and construction of instruments.

PERMANENT. Retire to WNRC when 2 years old.
Transfer to NARA when 10 years old. (N1-NU-89-5)

2. Professional Scientific Papers of Astronomers.

PERMANENT. Retire to WNRC when 2 years old.
Transfer to NARA when 10 years old. (N1-NU-89-5)



3. Incoming and Outgoing Message of a Routine Nature.
Destroy after 2 years. (N1-NU-89-5)
SSIC 3161
OBSERVATIONS/MEASUREMENTS

1. Photographic Plates from All Naval Observatory
Telescopes, including the PZT, 26 “, 40" and 61" as well as
Older Plates from Telescopes No Longer in Operation.

PERMANENT. Transfer to NARA when 10 years old.
(N1-NU-89-5)

2. Computer Hardcopy, Disk and Tape Output from
Astrometric, Photometric, or Spectroscopic Observations,
Containing Original Raw Data acquired through Observation
or Measurement, whether manually or by Data Acquisition
Systems.

DO NOT DESTROQY. Disposition is NOT authorized.
SSIC 3162
DATA COLLECTION

1. Correspondence, Reports and Other Papers Documenting
Procedures for Data Collection in Astronomy and Time
Service, and for Transmitting Astronomical and Chronometric
Information. Exclude primary program records filed under
SSIC 3160.1. File pertinent file layouts, code books, and
procedure documentation with Permanent records transferred
to NARA under SSICS 3161.2, 3163, 3164 and 3168.

Retire to WNRC when 2 years old. Destroy when 5 years
old. (N1-NU-89-5)

SSIC 3163
DATA ANALYSIS

1. Computer Hardcopy, Tape and Disk Output resulting from
Photographic Plate Measurement.

DO NOT DESTROQY. Disposition is NOT authorized.

2. Computer Hardcopy, Tape and Disk Output resulting from
Reduction and Analysis of Transit Circle Observations.

DO NOT DESTROQY. Disposition is NOT authorized.

3. Hardcopy or Computer Records relating to All Other Naval
Observatory Telescopes.

DO NOT DESTRQY. Disposition is NOT authorized.
SSIC 3164
DATA PREDICTION

Correspondence, Reports and Other Papers Documenting
Procedures for Data Prediction, as well as Computer Files
related to Prediction.

DO NOT DESTROQY. Disposition is NOT authorized.
SSIC 3165
INFORMATION PRODUCTS

These are published records of final products, including
publications of the Nautical Almanac Office (such as the
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Astronomical Almanac), time service and astrometry
departments widely disseminated through the government,
scientific community and the public. Publications include
Nautical, Air, and Astronomical Almanacs, Astronomical
Phenomena, The Almanac For Computers, Time Service
Announcements, and Numerous Aids for Navigators,
Astronomers, and Geologists. Exclude scientific papers filed
under SSIC 3160.2 of this manual.

PERMANENT. Retire copy of all publications to WNRC
annually. Transfer to NARA when 5 years old. (N1-NU-
89-5)

SSIC 3166
DATA/INFORMATION DISSEMINATION

Correspondence, Reports and Papers related to Data
Dissemination, especially by The Nautical Almanac Office,
but also Double Star, Time Service, Astrometric and Other
Astronomical Data disseminated to the Public. Exclude
directives, inter-agency agreements and similar records filed as
primary program records under SSIC 3160.1 of this manual.

Retire to WNRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

SSIC 3167
DATA/INFORMATION QUALITY ASSURANCE

Computer Hardcopy, Disks and Tapes containing the
Comparison of Star Catalogues or Other Astronomical or Time
Validation Information.

Destroy 2 years after inactive. (N1-NU-89-5)
SSIC 3168
DATA/INFORMATION ARCHIVING

1. Computer Printouts, Tapes and Disks Containing Final
Data for Astrometry, Time Service, and General Astronomy.

DO NOT DESTROQY. Disposition is NOT authorized.
SSIC 3170
GENERAL PORT OPERATIONS RECORDS

1. General Correspondence Files and Reports. Records
related to the internal operation and administration of port
operations at naval activities, including the operation of
anchorage and berthing facilities and service craft and ships.
Include liaison files with Coast Guard Port Control Officers.

Destroy when 2 years old. (N1-NU-89-5)
2. Naval Port Control Offices' Records.

a. General correspondence files that document Naval Port
Control Offices' programs, policies, procedures, and essential
transactions.

Destroy when 5 years old. (N1-NU-89-5)

b. General correspondence files related to the routine
internal operation and administration of the office. Files
include those of operating divisions and other organizational
units, such as those of the operations officer, the officer in
charge of service craft, and the ordnance officer.



Destroy when 2 years old. (N1-NU-89-5)

c. Daily shipping report files. Records prepared by port
control officers or senior officers afloat. Records contain
shipping data regarding naval and merchant marine ships in the
area, such as information on arrivals, departures, and
scheduled departures, port schedules, ships present, and other
information regarding naval and merchant marine ships in port.

Destroy when 1 year old. (N1-NU-89-5)

d. Periodic statistical reports reflecting the nature and
volume of ship movements.

Destroy when 3 years old. (N1-NU-89-5)

e. Movement files. Files of naval port control offices
containing operating and movement data on ships whose
operations are of interest to the naval base or the naval port
control officer.

(1) Official record copies.

Retire to nearest FRC 3 years after last briefing of ship in
the area. Destroy when 7 years old. (N1-NU-89-5)

(2) Duplicate copies of reports.

Destroy 6 months after the official record copies are
forwarded to the operations division of the associated fleet
command. (N1-NU-89-5)

f. Logs or similar records of harbor services. Files
indicate services provided by the naval port control officer to
non-naval vessels and activities.

Retire to nearest FRC when 3 years old. Destroy when 7
years old. (N1-NU-89-5)

g. Service craft reports. Related memoranda and
correspondence concerning the cleaning, inspection and
maintenance of service craft and the care of equipage and
stores.

Destroy when 1 year old. (N1-NU-89-5)

h. Operational performance records of engines of service
craft.

Destroy when 6 months old. (N1-NU-89-5)
i. Machinery and engine service records.

Destroy when entry is made on material history card, upon
completion of overhaul, or machinery is surveyed,
whichever is earlier. (N1-NU-89-5)

J. Inspection records. Copies of ships inspections, tests,
and check-off sheets, including records of air tests. (See SSIC
4730 for records of boards of inspection and survey.)

Destroy when superseded by new inspection record. (N1-
NU-89-5)

3. Naval Control of Shipping Offices' Records.

a. General correspondence files. Files related to the
routine internal operation and administration of the naval
control of shipping offices.

Destroy when 3 years old. (N1-NU-89-5)
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b. Ship data cards.

Destroy upon disestablishment of the office. (N1-NU-89-
5)

c. Ship cards or other log records of serial numbers of
routing instructions.

PERMANENT. Retire to nearest FRC upon
disestablishment. Transfer to NARA when 25 years old.
(N1-NU-89-5)

d. Commodores Analysis Sheets. Official analysis sheets
held by originating naval control of shipping office.

PERMANENT. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 years old. (N1-NU-89-5)

e. Convoy Master Sheets. Records held by originating
naval control of shipping office.

PERMANENT. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 years old. (N1-NU-89-5)

f. Sailing Orders Folders. Official record copies held by
originating naval control of shipping office.

PERMANENT. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 years old. (N1-NU-89-5)

g. Routing Instructions. Official record copies of routing
instructions convoy formation diagrams and routing instruction
envelopes maintained by originating naval control of shipping
office.

PERMANENT. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 years old. (N1-NU-89-5)

h. Secret Naval and Merchant Vessel Logs.

PERMANENT. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 years old. (N1-NU-89-5)

i. Naval Control of Shipping Reserve Program Records.
Correspondence, reports, orders, mobilization plans, and
similar records relating to the administration of the Naval
Reserve Naval Control of Shipping Program. Exclude Primary
Program Records of Commander Military Sealift Command
filed under SSIC 4620.1 and Commander Naval Reserve Force
filed under SSIC 1001.1.

Destroy when 3 years old. (N1-NU-89-5)
j. Peacetime exercise records

(1) Exercise case file. Operations-Orders, critique
sheets, final exercise report, evaluation and analysis
documents, and lessons learned. Records are maintained by
the Officer Conducting the Exercise (usually Fleet Commander
or Commander Military Sealift Command).

Retire to WNRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

(2) Participating unit files. Exercise message traffic,
logs, and similar records relating to the conduct of exercises.
Include copies of exercise reports and OP-Orders.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3171



ANCHORAGE AND BERTHING RECORDS

1. Anchorage and Berthing Reports. Monthly or other
periodic reports of ships anchored or berthed in the area,
including ships of the inactive reserve fleet.

Destroy when 2 years old. (N1-NU-89-5)

2. Berthing Records. Cards, lists, or other records of berthing
assignments for ships and other craft anchored in the local
area.

Destroy 1 year after craft is reassigned or leaves the area.
(N1-NU-89-5)

SSIC 3172
VESSEL BOARDING RECORDS

1. Boarding Reports. Reports of boarding of merchant vessels
by Navy Port Control Officers for purposes of inspection for
compliance with U.S. and local laws.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3173
SHIP'S BOATS RECORDS

1. General Correspondence pertaining to Boats.
Destroy when 10 years old. (N1-NU-89-5)

2. Correspondence related to Individual Boats (By Hull
Number). Files include authorization documents, issue
documents, inspection reports, and disposition documents.

Destroy when 10 years old. (N1-NU-89-5)
SSIC 3180
REPLENISHMENT RECORDS

1. General Correspondence Files of a Routine Internal Nature.
Records include underway replenishment group schedules,
load lists, message requests from fleet units for supplies.

Destroy when no longer needed. (N1-NU-89-5)
SSIC 3190
LAW ENFORCEMENT RECORDS (HARBOR PATROL)

1. Counter Narcotics Support Records. Reports, planning and
coordination papers that document Navy's participation in
government wide interdiction and counter narcotics support
operations. Include correspondence and liaison meetings
records with Coast Guard and Drug Enforcement
Administration. Records are maintained by the DCNO (Plans,
Policy, and Operations) (N3/N5).

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3200-3299
CRYPTOLOGY RECORDS

Records in this series relate to general Cryptology Records
(Cryptologic Architecture and Total Systems Integration;
Cryptologic Support Group Operations (Concept, Policy);
ADP Support to Cryptologic Systems; Cryptology and
Command, Control, and Communications (C3); Marine Corps
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Cryptologic Policy and Operations; and Naval Reserve
Security Group (NAVRESSECGRU) Cryptologic Policy And
Operations); General Signals Intelligence (SIGINT) Records
(SIGINT Policy and Procedures (USSID)); Navy
Compartmented SIGINT Programs, Allied Efforts, SIGINT
Equipment Resources, and SIGINT Equipment Installation
And Configuration Control; National SIGINT Operations
Records (Collection, Processing and Reporting, Evaluation,
Field Station Operations, SIGINT Systems Support (E.G.,
Flexscope, IATS), SIGINT Direct Service, and Target
Communications Systems); Fleet Cryptologic Support Records
(Surface Direct Support Operations, Air Systems, Cryptologic
Shore Airborne Direct Support Operations, Air Systems,
Cryptologic Shore Support Activities, and Shore Systems;
Electronic Warfare Support Records (Technical Guidance Unit
Operations and Signal Characteristics Identification Systems;
Electronic Intelligence (ELINT) Operations Records (ELINT)
Collection Systems, ELINT Systems Processing and
Reporting, ELINT Systems Data Base, and ELINT Technical
Support; General Signal Security (SIGSEC) Records (SIGSEC
Fleet and Afloat Operations, SIGSEC Land Based Operational
Surveillance Systems, SIGSEC Tactical Application Programs
(E.G., HULTEC), Communication Security (COMSEC)
Telephone Monitoring, SIGSEC Equipment Resources,
SIGSEC Training Program (Include COMSEC Training
Visits), COMSEC Advice and Assistance Program, And
COMSEC Briefing And Films Programs); High Frequency
Direction Finding (HFDF) Operations Records (Ng HFDF
Operations and WB ACO/HFDF Operations; and Advanced
Cryptologic Systems Development (Cryptologic R&D).

SSIC 3200
CRYPTOLOGY GENERAL RECORDS

1. Primary Program Records. Correspondence, reports,
studies, directives, and other records created and maintained by
SECNAYV, CNO, CMC and Commander US Fleet Cyber
Command/US Tenth Fleet that reflect Navy implementation of
policy established by the Director of the National Security
Agency (NSA) relating to the military function that deals with
encrypted or otherwise disguised or hidden
telecommunications of foreign entities.

PERMANENT. Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road

Suite 6585

Fort George G. Meade, MD 20755-6586

when 2 years old. Transfer entire series or 5-year blocks
thereof to NARA, if unclassified or declassified, when 50
years old. Records for which special protection has been
extended beyond 50 years will be reviewed for
declassification every 10 years thereafter until releasable.
The series will then be transferred to NARA in 5-year
blocks through appropriate channels. (N1-NU-89-5)

2. General Correspondence. Correspondence, reports, and
other records relating to cryptology maintained by commands
subordinate to CNO, CMC, and US Fleet Cyber Command/US
Tenth Fleet.



Destroy when 2 years old. (N1-NU-89-5)
SSIC 3202

CRYPTOLOGIC ARCHITECTURE AND TOTAL
SYSTEMS INTEGRATION

Records relating to the Planning, Development and
Implementation of Cryptologic Systems and Related Systems
Architectures. Records accumulated by US Fleet Cyber
Command/US Tenth Fleet HQ.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3203

CRYPTOLOGIC SUPPORT GROUP OPERATIONS
(CONCEPT, POLICY)

Records relating to the Cryptologic Support Group (Concept,
Policy) Worldwide.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3205
ADP SUPPORT TO CRYPTOLOGIC SYSTEMS

Apply appropriate disposition under SSICs 3230 to 3239.

(N1-NU-89-5)
SSIC 3206

CRYPTOLOGY AND COMMAND, CONTROL AND
COMMUNICATIONS (C3)

1. Program Records. Records relating to management of
architecture and communications, including directives, policy
implementation letters maintained by US Fleet Cyber
Command/US Tenth Fleet HQ.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. General Files. Records include resource allocation
documents, budget and funding files, and management files
maintained by 3rd echelon and subordinate activities.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3208

MARINE CORPS CRYPTOLOGIC POLICY AND
OPERATIONS

1. Operational Records. Records relating to all aspects of
Marine Corps cryptologic operations including Field Station,
Afloat, and Radio Battalion Operations.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. General Records. Organizational and administrative
records maintained by Marine Corps Units.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3209
NAVRESSECGRU OPERATIONS AND POLICY
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1. Naval Reserve Policy Records. Mobilization and
operational plans and organizational records maintained by US
Fleet Cyber Command/US Tenth Fleet HQ.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Reserve Unit Records. Training records and
correspondence files maintained by NAVRESSECGRU Units.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3210
SIGINT GENERAL

Signals Intelligence is A General Category referring to
Intercepting and Analyzing Any Type of Electromagnetic
Signal. File all records under SSICS 3211-3227.

Apply appropriate disposition under SSICs 3211-3227.
(N1-NU-89-5)

SSIC 3211
SIGINT POLICY AND PROCEDURES (USSID)

Records relating to the U.S. Signals Intelligence Directives
System (USSID).

Destroy when no longer required for reference. Record
copies are maintained by NSA. (N1-NU-89-5)

SSIC 3212
NAVY COMPARTMENTED SIGINT PROGRAMS

Records relating to all Information pertaining to
Compartmented Program Administration, Operations and
Support.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3215
SIGINT EQUIPMENT RESOURCES

Records relating to Current Equipment Inventories,
Capabilities and Funding Data.

Destroy when no longer required. (N1-NU-89-5)
SSIC 3216

SIGINT EQUIPMENT INSTALLATION AND
CONFIGURATION CONTROL

Records relating to Installation Planning, BESEP, Engineering
and Technical Support, Site surveys and related information.
Exclude architecture and systems integration records retired
under SSIC 3202.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3220
NATIONAL SIGINT OPERATIONS

DON Implementation of NSA Policy for Source Identification,
Collection, Processing, Evaluating and Reporting SIGINT
Operations. Include directives, studies and other records
specifying techniques employed.



PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3221
COLLECTION

1. Records relating to the Management of National SIGINT
Mission, Requirements and Methods Employed. Records
accumulated by US Fleet Cyber Command/US Tenth Fleet.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Personnel Records. Training forms, performance
evaluations, suitability records and other records relating to
individuals assigned to SIGINT collection function.

Destroy when individual is transferred. (N1-NU-89-5)
SSIC 3222
PROCESSING AND REPORTING

Records relating to SIGINT Processing, Reporting and
Dissemination Methods and Manpower. Exclude directives
and procedural instructions filed under SSIC 3220.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3223
EVALUATION

Records relating to Information which evaluates the
Effectiveness of Any Aspect of the National SIGINT Effort.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3224
FIELD STATION OPERATIONS

1. Commanding Officer/Officer in Charge Correspondence
Files and Other Records relating to the Mission of the Site.
Exclude command histories filed under SSIC 5757.1.

Destroy when 5 years old. (N1-NU-89-5)
2. General Administrative and Housekeeping Records.
Destroy when 2 years old. (N1-NU-89-5)
SSIC 3225
SIGINT SYSTEMS SUPPORT

Apply disposition under SSIC 3220. (N1-NU-89-5)
SSIC 3226
SIGINT DIRECT SERVICE

TEXTA (Technical Extracts from Traffic Analysis)

Destroy when evaluated and reported or when 1 year old,
whichever is earlier. (N1-NU-89-5)

SSIC 3227
TARGET COMMUNICATIONS SYSTEMS
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Case files relating to information that is Foreign
Communications System Specific. Exclude reports submitted
to Commander US Fleet Cyber Command/US Tenth Fleet and
filed under SSIC 3200.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3230
FLEET CRYPTOLOGIC SUPPORT

1. Lessons Learned Reports maintained by US Fleet Cyber
Command/US Tenth Fleet HQ. Include final exercise reports.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Reports of Training Visits, Technical Assistance and
Similar Supporting Operations.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3231
SURFACE DIRECT SUPPORT OPERATIONS

Records relating to SIGINT Mission Ship Deployments
including Cryptologic Letters of Instruction (LOI'S), Other
Tasking Instructions, and Special Annexes to Operations
Orders.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3232
SURFACE SYSTEMS

Records relating to Surface Specific Cryptologic
Equipment/System Information. Includes carry-on equipment.
Exclude record copies of software, operating instructions, and
configuration drawings maintained by NSA.

Destroy when equipment is removed from surface vessel.
(N1-NU-89-5)

SSIC 3233
SURFACE CARRY-ON SYSTEMS

Apply disposition under SSIC 3232. (N1-NU-89-5)
SSIC 3234
SUBMARINE SUPPORT OPERATIONS

Records relating to Submarine Cryptologic Deployment,
Tasking and Operations. Include cryptologic LOI's and post
deployment reports.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3235
SUBMARINE SYSTEMS

Records relating to Submarine Specific Cryptologic
Equipment/System Information. Includes carry-on equipment.
Exclude record copies of software operating instructions and
configuration drawings maintained by NSA.



Destroy when system/equipment is removed from ship.
(N1-NU-89-5)

SSIC 3236
AIRBORNE DIRECT SUPPORT OPERATIONS

Records relating to VQ-1/2, VPU and all other Navy Airborne
Cryptologic Operations. Include cryptologic LOI's and other
tasking instructions.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

SSIC 3237
AIR SYSTEMS

Records relating to Air Specific Cryptologic
Equipment/System Information. Exclude record copies of
software, operating instructions, and configuration drawings
maintained by NSA.

Destroy when equipment is removed from aircraft. (N1-
NU-89-5)

SSIC 3238
CRYPTOLOGIC SHORE SUPPORT ACTIVITIES

Records relating to Operational Information pertaining to
Central Security Service Activities (CSSA'S) worldwide.

1. US Fleet Cyber Command/US Tenth Fleet Liaison to CSS
Files. Primary program records relating to CSS files. Primary
program records relating to US Cyber Command/US Tenth
Fleet as Naval Element Commander. Includes Navy comments
on directives, policy matters, operations and technical support.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200. (N1-NU-89-5)

2. Policy Directives, Procedural Instructions, and Technical
Support Directives.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3239
SHORE SYSTEMS

Records relating to Cryptologic Shore-Based Systems.
Exclude record copies of software, operating instructions, and
configuration drawings maintained by CSS/NSA.

Destroy when no longer required. (N1-NU-89-5)
SSIC 3240
ELECTRONIC WARFARE SUPPORT

1. Conceptual and Policy Records maintained by Commander
US Fleet Cyber Command/US Tenth Fleet and Commander,
Space and Naval Warfare Systems Command
(COMSPAWAR).

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Implementing Directives and Instructions issued or
maintained by Subordinate Commands.
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Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3241

TECHNICAL GUIDANCE UNIT (TGU) OPERATIONS
(AND EQUIPMENT)

Records relating to All TGU Operations and Equipment.
Include operating, maintenance, and installation instructions
pertaining to Beaconry, specific frequencies used and other
active EW devices.

Destroy when cancelled or superseded or when 2 years
old, whichever is later. (N1-NU-89-5)

SSIC 3242

SIGNAL CHARACTERISTICS IDENTIFICATION
SYSTEMS

Publications/Instructions Listing the Signal Characteristics of
Friendly and Hostile Radars and Other Electronic/
Electromagnetic Equipment.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3250
ELECTRONIC INTELLIGENCE (ELINT) OPERATIONS

1. Conceptual and Policy Papers relating to Navy and Marine
Corps ELINT Operations maintained by US Fleet Cyber
Command/US Tenth Fleet and COMSPAWAR.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. ELINT Operating Instruction and Procedures Provided to
Operating Force Units.

Destroy when cancelled and superseded. (N1-NU-89-5)
SSIC 3251
ELINT COLLECTION SYSTEMS

Operating and Maintenance Instructions for ELINT related
Hardware Items.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3252
ELINT SYSTEMS PROCESSING AND REPORTING

Records relating to ELINT Processing, Reporting,
Dissemination, and Evaluation. Include parametric data.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3253
ELINT SYSTEMS DATA BASE

Navy input To, and Extracts From, the Data Base. Data base
is maintained by NSA.

Destroy when no longer required. (N1-NU-89-5)
SSIC 3254
ELINT TECHNICAL SUPPORT




Records relating to Repair Services and Specialized Training
Provided to Fleet Units with ELINT Mission Capabilities.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3260
SIGNALS SECURITY (SIGSEC) - GENERAL

Policy, Procedural, and Conceptual Records maintained by US
Fleet Cyber Command/US Tenth Fleet that relate to DON
Policy for Security of Electronic Emissions.

PERMANENT. Transfer to NARA in accordance
with SSIC 3200.1. (N1-NU-89-5)

SSIC 3261
SIGSEC AFLOAT OPERATIONS

Records relating to SIGSEC Operations Afloat. Included are
operating instructions, routine inspections records, and specific
and General Tactical Application Program Guidance.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3262
SIGSEC LAND BASED SYSTEMS

Records relating to SIGSEC Operations at Field Sites.
Destroy when 3 years old. (N1-NU-89-5)
SSIC 3263
SIGSEC TACTICAL APPLICATION PROGRAMS

Apply disposition guidelines under SSIC 3261. (N1-NU-
89-5)

SSIC 3264

COMSEC TELEPHONE MONITORING (TELMON)
PROGRAM

Logs, Reports and Other Related Records that Document
Monitoring of Telephone Lines to Determine Vulnerabilities in
COMSEC Systems and Procedures.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3266
COMSEC TRAINING PROGRAMS

Records relating to COMSEC Training.

Retire records under appropriate subsection of SSIC 1500
of this manual. (N1-NU-89-5)

SSIC 3267
COMSEC ADVICE AND ASSISTANCE PROGRAM

Reports of Technical Assistance Visits conducted by US Fleet
Cyber Command/US Tenth Fleet.

Destroy upon completion of next visit or when 3 years old,
whichever is sooner. (N1-NU-89-5)

SSIC 3268
COMSEC BRIEFING AND FILMS
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1. Films Produced and Briefings Conducted by US Fleet
Cyber Command/US Tenth Fleet That Relate to Navy's
COMSEC Program.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Briefings Conducted by Subordinate Units and Operational
Commanders.

Destroy when no longer required. (N1-NU-89-5)
SSIC 3270

HIGH FREQUENCY DIRECTION FINDING (HFDF)
OPERATIONS

1. Conceptual, Planning and Policy Records Concerning Navy
HFDF Operations Issued By US Fleet Cyber Command/US
Tenth Fleet.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Procedures and Operating Instructions for Narrow Band
(NB) and Wide Band (WB) HFDF Operations conducted at
field sites.

Destroy when cancelled or superseded. (N1-NU-89-5)

3. Log Sheets, Frequency Assignments, Tracking/Plot Sheets
and Similar Records Maintained at Field Sites.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3271
NB HFDF OPERATIONS

Apply disposition under SSIC 3270. (N1-NU-89-5)
SSIC 3272
WB ACO/HFDF OPERATIONS

Apply disposition under SSIC 3270. (N1-NU-89-5)
SSIC 3280

ADVANCED CRYPTOLOGIC SYSTEMS DEVELOPMENT
(CRYPTOLOGIC R&D)

RDT&E Records for Cryptologic Systems are Highly
Classified and Require Specialized Handling Procedures and
Storage Conditions. Cryptologic Systems RDT&E Records
should not be retired under SSIC 3900 authorities.

1. Project Case Files. As defined under SSIC 3900.5 of this
manual.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

2. Program Managers Case Files. As defined under SSIC
3900.6 of this manual.

Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585

Fort George G. Meade, MD 20755-6586



when system becomes operational or when project is
terminated. Destroy when 10 years old. (N1-NU-89-5)

3. Technical Laboratory Working Papers. As defined under
SSIC 3900.11 of this manual.

Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road, Suite 6585

Fort George G. Meade, MD 20755-6586

upon termination of the project. Destroy when 5 years
old. (N1-NU-89-5)

4. Operational Test and Evaluation Project Case File. File
maintained by Operational Test and Evaluation Force
(OPTEVFOR) as defined under SSIC 3980.2.

PERMANENT. Transfer to NARA in accordance with
SSIC 3200.1. (N1-NU-89-5)

5. Test Data. Interim and final reports, working papers, and
testing data developed during developmental testing and
production acceptance test and evaluation. Include
unevaluated data collected during operational testing and
evaluation.

Retire to:

Commander, US Fleet Cyber Command/US Tenth Fleet
Attn: OPS3

9800 Savage Road

Suite 6585
Fort George G. Meade, MD 20755-6586

upon completion of testing. Destroy when 5 years old.
(N1-NU-89-5)

SSIC 3300-3499
WARFARE PROCEDURES RECORDS

SSIC 3300
GENERAL WARFARE PROCEDURES RECORDS

1. Primary Program Naval Warfare Records. Files concern
centralized coordination of planning and requirements for fleet
readiness, modernization, and force levels associated with the
conduct of tactical warfare by general purpose naval forces;
responsibilities for assessment, integration, and coordination of
tactical warfare programs at the battle and amphibious force
level; for general tactical development and training; and for
special management of selected programs. Records are
maintained by DCNO (Resources, Warfare Requirements &
Assessments) (N8).

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. General Correspondence Files. Routine internal
correspondence, background papers, working papers, and
reference material.

Destroy when 3 years old. (N1-NU-89-5)
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SSIC 3301
EMERGENCY ACTION RECORDS

1. Primary Program Files. Policies and procedures used for
initiating emergency action for shipping control and
instructions for neutral vessels entering U.S. waters.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

SSIC 3302
NAVY SPECIAL WARFARE OPERATIONS RECORDS

1. Primary Program Files. Files documenting the development
and direction of special warfare-related programs as
coordinated by the OPNAYV Principal Officials or their
component offices and divisions; and systems commands
managing programs.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

2. General Files. Routine internal memorandums and
correspondence, working papers, and background material.

Destroy when 4 years old. (N1-NU-89-5)
SSIC 3305
EVASION AND ESCAPE RECORDS

1. Primary Program Records. Correspondence, staff papers,
reports, and similar documents relating to departmental policy
and specific techniques for evading capture by hostile forces
and, if confined, techniques and procedures for escape.
Include documentation concerning the training of operating
force personnel. Records are maintained by SECNAV, CNO,
and CMC.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

2. General Files. Routine internal correspondence and
memorandums.

Destroy when 4 years old. (N1-NU-89-5)
SSIC 3310
AERIAL RECORDS

Records created and maintained under SSIC 3311 (Tactical Air
Records), SSIC 3312 (Antisubmarine Records), SSIC 3213
(Patrol Records), SSIC 3314 (Helicopter Records), SSIC 3315
(Reconnaissance Records), and SSIC 3116 (Airborne
Electronic Countermeasures Records) should be retired to
WNRC under SSIC 3310.

1. Primary Program Records. Files pertaining to the
preparation of plans, tactical doctrine, and the definition of the
requirements to provide for naval aviation forces (including the
Naval Air Reserve) and their logistic support. They include
files on the preparation of budgets and their sponsorship and
coordination with pertinent offices to provide for integration
into the overall Navy Program Planning System. Records are
maintained by the DCNO (Resources, Warfare Requirements,
and Assessments) (N8).



PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. R&D Case Files for aviation-related equipment maintained
by Program Managers.

Retire records under SSIC 3900.6 of this manual. (N1-
NU-89-5)

3. General Correspondence. Internal correspondence, working
papers, informal staff studies, and reference files.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3320
AIR DEFENSE RECORDS

1. Primary Program Records. Files related to the determining
of requirements, assessing the readiness and training, and
planning for the defense of U.S. forces against hostile air
attack. Records are maintained by the DCNO (N8).

PERMANENT. Retire to WNRC when 3 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. General Correspondence Files. Internal correspondence,
working papers, informal staff studies, and reference files.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3330
SURFACE RECORDS

1. Primary Program Records. Files that concern planning, and
requirements for fleet readiness, modernization, and force
levels associated with the conduct of tactical warfare by
surface force units. Records are maintained by the DCNO
(N8).

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. Program Managers R&D Case Files for ship equipment and
ship mounted ordnance equipment.

Retire records under SSIC 3900.6 of this manual. (N1-
NU-89-5)

3. General Correspondence Files. Routine internal
correspondence, working papers, informal staff studies, and
reference files.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3340
AMPHIBIOUS RECORDS

1. Amphibious Bases Records

a. General correspondence files of the commanding
officer and of the liaison and logistic office. Files related to
the overall function and execution of the mission and program.

Retire records under SSIC 3000.5a. (N1-NU-89-5)

b. General correspondence files of departments, divisions,
and offices of amphibious bases. Files related to their office or
division functions and essentially duplicated in the
commanding officer's file covered in SSIC 3340.1a. Files
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include reports made to higher authority and not specifically
authorized elsewhere in this paragraph for other disposal.

Destroy when 2 years old. (N1-NU-89-5)

¢. Engineering and Repair Officer's Records. Files
related to maintenance and repair work on vessels and crafts.

Destroy when 4 years old. (N1-NU-89-5)
d. Logs of incoming and outgoing craft
Destroy when 1 year old. (N1-NU-89-5)

e. Tug files of the operations department. Files comprise
repair and other data relating to district tug craft assigned to
the base.

Return to tug when the tug leaves base cognizance. (N1-
NU-89-5)

f. Boat Assignment Records. Files show issuance of
boats to major craft for shipboard operation use.

Destroy 6 months after boat is returned. (N1-NU-89-5)

g. Authorization for release of boats from the amphibious
base.

Destroy when 1 year old. (N1-NU-89-5)

h. Status Cards. Cards or other similar records showing
status of boats under the cognizance of the amphibious base.

Destroy when disposal action on craft is completed or
craft leaves the amphibious base, whichever is earlier.
(N1-NU-89-5)

i. Boat Engineering and Repair Survey Reports.
Destroy when 1 year old. (N1-NU-89-5)

j. Work and job order files.

Destroy when 3 years old. (N1-NU-89-5)

k. Availability lists. Files show overhaul schedules for
craft and daily shop work records.

Destroy when 1 year old. (N1-NU-89-5)

I. Shop files. Files related to jobs assigned and completed
and to the administration of the shop including job jackets.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3350-3359
SUBMARINE MISSIONS RECORDS

The records in this series relate to Submarine Missions
Records and include Approach and Attack Procedures,
Tactical Weapons Employment, Search Procedures, Tracking
Procedures, Tactical Security, Acoustic Sensor Employment,
Electronics/Optic Sensor, Coordination, and Special
Operations Records.

SSIC 3350
SUBMARINE MISSIONS RECORDS

1. Primary Program Records. Files relating to requirements
and readiness assessment for submarine missions including



approach and attack procedures, tactical weapons employment,
search procedures, tracking, acoustic sensor employment, and
special operations.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

2. Submarine Patrol Reports forwarded via the Chain of
Command to OPNAV.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

3. General Correspondence Files. Files pertain to submarine
missions and include copies of submarine patrols not covered
in SSIC 3350.1.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3360-3369
ANTISUBMARINE RECORDS

The records in this series relate to Antisubmarine Records and
include Surface ASW, Air ASW, Subsurface ASW, and Non-
Acoustic ASW Records.

SSIC 3360
ANTISUBMARINE RECORDS

1. Primary Program Files. Files document plans, policy and
programs.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. General Correspondence, Records and Reports.
Destroy when 2 years old. (N1-NU-89-5)
SSIC 3361
SURFACE ANTISUBMARINE WARFARE (ASW)

1. Surface ASW Records and Files. Records and files
documenting the development and direction of specific Surface
ASW related programs as coordinated by DCNO (N8),
platform sponsors and by cognizant Systems Commands.

a. Primary program records.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3362
AIR ANTISUBMARINE WARFARE (ASW)

1. Air ASW Records and Files. Records and files
documenting the development and direction of specific Air
ASW related programs as coordinated by DCNO (N8),
platform sponsors and by cognizant Systems Commands.

a. Primary program records.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)
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b. General correspondence records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3363
SUBSURFACE ANTISUBMARINE WARFARE (ASW)

1. Subsurface ASW Records and Files. Records and files
documenting the development and direction of specific
Subsurface ASW related programs as coordinated by DCNO
(N8), platform sponsors and by cognizant Systems Commands.

a. Primary program records.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3364
NON-ACOUSTIC ANTISUBMARINE WARFARE (ASW)

1. Non-Acoustic ASW Records and Files. Records and files
documenting the development and direction of specific Non-
acoustic ASW related programs as coordinated by DCNO
(N8), platform sponsors and by cognizant Systems Commands.

a. Primary program records.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3370
MINE (SEA AND LAND) RECORDS

1. Primary Program Records. Files relating to requirements,
and assessment of readiness of tactical mine warfare.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. Mining Operations Reports Copies. Files accumulated by
the operating forces or other actions relating to actual mining
operations or to potential implementation of a mining
operation. (Exclude fleet command and Department of Navy
copies covered in SSIC 3100.)

Destroy when 2 years old or after reports are duplicated in
files of higher authorities, whichever is later. (N1-NU-89-
5)

SSIC 3380
HARBOR DEFENSE RECORDS

1. General Correspondence Files. Files consist of external
communications related to warfare techniques.

Destroy when 5 years old. (N1-NU-89-5)



2. Internal Correspondence Files. Files related to routine unit
administration and general files.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3390
GUIDED MISSILE INSTALLATION DEFENSE RECORDS

1. Activities Copies of Guided Missile Reports submitted to
CNO.

Destroy when 1 year old. (N1-NU-89-5)

2. Records, Drawings, Plans, Technical Manuals, Ordnance
Alterations, Field Changes, Maintenance Records, Etc. Files
related to individual ship modifications, and improvements.

a. System peculiar records such as Field
Change/ORDALT, etc.

Transfer with de-installed equipments. (N1-NU-89-5)
b. All other records.

Destroy when superseded, transferred to other control, or
equipment disposal/scrapping is carried out. (N1-NU-89-
5)

SSIC 3400-3403

GENERAL NUCLEAR, BIOLOGICAL AND CHEMICAL
WARFARE RECORDS

SSIC 3401
NUCLEAR RECORDS

1. Primary Program Records. Records implement the
responsibilities of the DCNO (Plans, Policy, and Operations)
(N3/N5) with regard to strategic and theater nuclear warfare;
planning and policy functions for SECNAV and CNO in
matters relating to strategic and theater nuclear warfare,
including nuclear capable forces; development of concepts,
requirements, objectives and doctrines for nuclear weapons
systems and authoritative planning guidance on such matters;
coordination of the development of planning within the
strategic and theater nuclear warfare task areas and warfare
task sponsors for strategic nuclear forces; development of
Navy positions on all matters concerning strategic arms
limitations and other nuclear warfare-related negotiations,
including strategic ASW; provisions for the analytic basis for
the appraisal of existing, programmed, and potential nuclear
weapons systems as to their effectiveness, capabilities,
employment, and application; and assessment, in cooperation
with other warfare and program sponsors, of the ability of
naval forces to fulfill missions in a nuclear war.

PERMANENT. Transfer to NARA when 20 years old.
(N1-NU-89-5)

2. General Correspondence of a Routine Internal Nature.
Destroy when no longer needed. (N1-NU-89-5)
SSIC 3402
BIOLOGICAL RECORDS
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1. Records Address Adequacy of Assigned Warfare Programs
with regard to Associated Biological Warfare Requirements
(Created at Headquarters Level).

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

2. General Correspondence of a Routine Internal Nature.
Destroy when 3 years old. (N1-NU-89-5)
SSIC 3403
CHEMICAL RECORDS

1. Records Addressing the Adequacy of Assigned Warfare
Programs with regard to Associated Chemical Warfare
Requirements (Created at Headquarters Levels).

PERMANENT. Transfer to WNRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

2. General Correspondence of a Routine Internal Nature.
Destroy when 3 years old. (N1-NU-89-5)
SSIC 3410 — 3430

GENERAL PSYCHOLOGICAL OPERATIONS,
CAMOUFLAGE, DIM-OUT/BLACKOUT AND
ELECTRONIC WARFARE RECORDS

The records in this series pertain to a diverse range of matters
concerning special operations and security matters. They
include records pertaining to Psychological Operations
(PSYOPS), camouflage, dim-out and blackout, and electronic
warfare records.

SSIC 3410
PSYCHOLOGICAL OPERATIONS RECORDS

1. Psychological Operations (PSYOP) Systems Acquisition
Records. Files document operations originated by CNO, fleet
commanders in chief, and a commander of a systems
command.

a. Originals.

Retire to WNRC 3 years after the initial operational
concept (I0C). Destroy when 10 years old. (N1-NU-89-
5)

b. Other copies.
Destroy when no longer needed. (N1-NU-89-5)

2. PSYOP Policy Correspondence Primary Program Records.
Files document plans, policies, and operations originated by
CNO, fleet commanders in chief, and a commander of a
systems command.

a. Originals.

PERMANENT. Forward to WNRC 1 year after policy is
superseded. Transfer to NARA when 20 years old. (N1-
NU-89-5)

b. Other copies.
Destroy when no longer needed. (N1-NU-89-5)



3. General Correspondence Files. Files related to the routine
administration of PSYOP matters.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3420
CAMOUFLAGE RECORDS

Apply SSIC 3490. (N1-NU-89-5)
SSIC 3421
DIM-OUT AND BLACKOUT RECORDS

Apply SSIC 3490. (N1-NU-89-5)
SSIC 3430
ELECTRONIC WARFARE RECORDS

1. Electronic Warfare Records. Files document all matters
pertaining to plans, policies, programs, and training in the area
of electronic warfare originated by CNO.

a. Primary program records.

PERMANENT. Retire to WNRC when 5 years old or
files become inactive, whichever is earlier. Transfer to
NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3440-3449
DISASTER CONTROL RECORDS

The records in this series relate to navy disaster control
matters. Specifically, they address Nuclear, Biological, and
Chemical Disaster Preparedness Planning and Procedures as
they pertain to both the Civil and Military Communities in
peacetime or warfare environments. In addition, the records
contain information regarding planning and procedural
functions and interface with other services and agencies of the
federal government that are essential in providing military
assistance to local or state governments in their response to a
natural disaster caused by an Act of God (i.e., earthquake,
flood, etc.)

SSIC 3440
DISASTER CONTROL RECORDS

1. Primary Program Records.

a. CNO Files. Files document the establishment,
development, and implementation of policies, plans, and
programs for Navy disaster preparedness. Exclude Emergency
Planning records retired under SSIC 3005.1.

PERMANENT. Transfer to WNRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. Disaster preparedness organization and activity files.
Files document the organizational establishment, history and
the development of plans, special programs, studies, or
projects that deal with disaster preparedness.
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Retire to FRC when 4 years old. Destroy when 10 years
old. (N1-NU-89-5)

2. General Correspondence Files. Files of disaster
preparedness functions involving nuclear materials or
biological or chemical substances and natural disasters.
(Exclude records covered in SSIC 3440.1.)

Destroy when 2 years old. (N1-NU-89-5)

3. Disaster Preparedness (Nuclear, Biological, Chemical and
Act of God) Instructions.

Destroy when cancelled or superseded. (N1-NU-89-5)

4. Disaster Preparedness Assistance Reports, Claims and
Expenditure Reports. Copies of reports forwarded to CNO and
not covered elsewhere in this chapter.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3450
SHIPPING CONTROL RECORDS

1. Policy Files. Files designed to discharge planning and
coordinating responsibilities for the control of merchant
shipping, including the review of plans for the U.S. Naval
Control of Shipping Organization and the maintenance of
publications pertaining to naval control of shipping. (See also
SSIC 3170.)

PERMANENT. Retire to FRC when 4 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. General Correspondence of a Routine Internal Nature.
Destroy when 2 years old. (N1-NU-89-5)
SSIC 3460-3469

CAPTURED PERSONNEL, MATERIAL, AND
DOCUMENTS RECORDS

The records in this series relate to Captured Personnel,
Material, and Documents Records and includes Prisoners of
War and Defectors Records.

SSIC 3460

CAPTURED PERSONNEL, MATERIAL, AND
DOCUMENTS RECORDS

1. Captured Documents. Documents captured or confiscated
during periods of armed conflict. Included are records of
foreign governments, military, or private institutions.

PERMANENT. Transfer to NARA after intelligence
evaluation or 25 years after cessation of hostilities,
whichever is later. Exclude material returned to originator
by competent authority. (N1-NU-89-5)

2. Records of Captured Material. Case files relating to
military weapons, strategic supplies, or any other items of
value captured from the enemy during periods of armed
conflict. Files contain a complete description of the property
seized or captured, reports of operations or engagements
attendant to the capture, photographs of the captured property,
reports of technical analysis and/or intelligence exploitation of



the material, and documentation of the ultimate disposition of
the captured material.

PERMANENT. Transfer to NARA 5 years after final
disposition of property or when 20 years old, whichever is
later. (N1-NU-89-5)

3. Prisoner of War (PW) and Civilian Internee (Cl)/Detainee
Records. Includes records relating to enemy military personnel
and civilians captured or interned by, or in the custody of U.S.
Forces.

a. Administration of Navy and Marine Corps Detention
Facilities Files. Records include Departmental policy
directives, command implementing instructions, facility
routine, rules of conduct for detainee, and similar records.

Retire to nearest FRC when facility disestablished.
Destroy when 30 years old. (N1-NU-89-5)

b. PWICI Roster Lists and strength records. Roster lists
identifying PW'S and Cl's assigned and attached to Navy or
Marine Corps detention facilities and documentation
concerning personnel gains or losses to population.

PERMANENT. Retire to WNRC when facility is
disestablished. Transfer to NARA when 20 years old.
(N1-NU-89-5)

¢. PWI/CI Detention Facility Logs. A watch to watch
chronological account of significant events of the facility.
Included are PW/CI complaints, incidents, deaths, injuries,
investigations and final action taken on PW/CI complaints,
inspection visits, escapes, and attempted escapes.

PERMANENT. Retire to WNRC when facility is
disestablished. Transfer to NARA when 20 years old.
(N1-NU-89-5)

d. Individual PW/CI Jackets. Individual personnel jackets
maintained by detaining authority on enemy PW's and CI's.
Record includes questionnaires, correspondence, clinical
records, records of impounded personal effects and currency,
and reports of injury, escape, apprehension, death and
punishments.

Retire to WNRC when detention facility is disestablished.
Destroy when 50 years old. (N1-NU-89-5)

SSIC 3461
PRISONERS OF WAR (POW) RECORDS

1. Individual U.S. Prisoner of War Jackets. File includes
reports of capture and interment received from foreign power;
reports of injury, death, escape, apprehension and location;
official change of status reports, e.g., from MIA to POW;
intelligence reports; and inspection reports received from the
International Committee of the Red Cross or other neutral
agency.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

2. Status Inquiry Files. Letters and other forms of
communications requesting information on the status of U.S.
POWSs and MIAs received from next of kin, Government
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agencies, Protecting Powers, and the International Committee
of the Red Cross.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

3. POW/MIA Intelligence Files. Reports and other documents
relating to or containing information about personnel
designated as Missing In Action or recovered from hostile
control. Included are intelligence and counterintelligence
debriefings.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

SSIC 3462
DETAINEES RECORDS

This series pertain to records (video, audio, and written)
related to theinterrogation or debriefing of detaineesfor
foreign intelligence collection purposes. Written records
may consist of transcribed interrogator notes, memor anda
for therecord, tactical interrogation reports, summary
interrogation reports, contact memos, and all other related
records of intelligence interrogations or detainee
debriefings, herein referred to as* Reports.”

1. Intelligence Interrogation and Detainee Debriefing
Recordings and Reports-Routine. Files contain video and
audio recordings and reports of intelligence interrogations
and debriefings of detainees who have not been identified
as“High Value.” Theserecordings and reportsare no
longer needed for the purposesfor which they were
created, are not subject to any internal, legislative, or
judicial inguiries, and have not been released to a foreign

gover nment.
Privacy Act: Not Applicable

Cutoff 6 months after case closure and transfer to
WNRC. Destroy 6 years 3 months after cutoff. (N1-
330-09-8)

2. Intelligence Interrogation and Detainee Debriefing
Recordings and Reports-High Value I ndividuals. Files
contain video and audio recordings, interrogator’s work
files, and reports of intelligence interrogations and
debriefings of detaineesjudged to be of extremely high
intelligence value due to their prominent leader ship
positionsin terrorist organizations or their close
connection to leading terrorists. This seriesincludes “ most
wanted” individuals being followed closely by the National
Counterterrorism Center, but may include individuals who
suddenly achieve notoriety asterrorists. Thisseriesalso
includesthefiles of all detainees who weretried by a court.

Privacy Act: Not Applicable

PERMANENT. Cutoff at case closure and transfer to
WNRC. Transfer to National Archivesin 5-year
blocks 10 years after cutoff. (N1-330-09-8)

NOTE: Permanent electronic records may be pre-
accessioned to National Archives upon cutoff and
transferred to National Archives custody when 10 years




old. A migration plan must be established for the proper
long-term maintenance of these records.

3. Interrogator Working Files. Hand written notes,
drafts, and other similar working papers accumulated for
preparation of communications, “ Reports’ (as defined in
the series description of thisseries), or other actions.
These working papers are no longer needed for the
purposes for which they wer e created, are not subject to
any internal, legislative, or judicial inquiries, and have not
been released to a foreign gover nment. This excludes
interrogator working filesfor high-value detainees
maintained under para. 2 of thisseries.

Privacy Act: Not Applicable

Destroy upon incor por ation into final communication,
report, or other action. (N1-330-09-8)

SSIC 3470

COLD WEATHER RECORDS

1. Special Equipment Operating Procedures for Use in
Arctic/Cold Weather Operating Areas. Records consist of
Navy and manufacturers manuals, field change Kits, bulletins,
cold weather alert notices, and similar material.

Destroy when cancelled or superseded. (N1-NU-89-5)

2. Protective Clothing Records. Logs, ledgers, receipts, and
similar records relating to the issue of foul weather or wet
weather protective clothing to shipboard personnel.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3480
COMBAT AND ACTION REPORTS RECORDS

1. Navy Units Combat and Action Reports. Narrative
accounts and other files accumulated by operating forces or
other activities relating to actual combat or alerts or to
potential combat-type situations.

a. Original combat and action reports and supporting
documentation.

Transfer to the NHHC (NO9BH) upon completion of all
required operational reports. (N1-NU-89-5)

b. Original combat and action reports and supporting
documentation maintained by the NHHC.

PERMANENT. NHC transfer to NARA when 50 years
old. (N1-NU-89-5)

c. Final combat and action report maintained by fleet
commanders.

Incorporate into Flag Files and retire as a PERMANENT
record under SSIC 3100.1 of this manual. (N1-NU-89-5)

2. Marine Corps Action/After Action/Combat After Action
Reports. Reports prepared by Marine Corps organizations and
others at the direction of higher authority and which enumerate
events, participants, casualties, and other specified data
concerning a particular combat operation.
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PERMANENT. Transfer to CMC (C40CA) when 1 year
old. CMC (C40CA) transfer to NARA when 30 years
old. (N1-NU-89-5)

3. Marine Corps Units Command Chronologies. Activity
reports submitted by Regular and Reserve units that document
the administrative and operational experiences of the activity
on a continuing basis. Included are missions and tasks
assigned, status of readiness of the command, its goals,
accomplishments, significant programs, and similar records.

a. Originating unit.

NOTE: Permanent records are included. Content of each
document must include clear and appropriate
classification markings to eliminate entir e packages from
being classified above originally intended classification
level in accor dance with references (q) and (h).

Forward non-electronic command chr onologies
(classified and unclassified) to the Commanding
General MCCDC, ATTN CMCC Security Manager,
3300 Russell Road, Room 310, ATTN: Command
Chronologies, Quantico, VA 22134-5129. For
unclassified electr onic command chronologies or to
addr ess questions, send e-mail to

ar chives@ar c.usm.edu. (N1-NU-89-5)

b. Command chronologies in the custody of the
Commanding General MCCDC, CM CC Security

Manager .

PERMANENT. CMC Security Manager - transfer to
NARA when 20 years old. Significant entries may be
copied for inclusion in the Marine Corps Command
Historical Summary File (SSIC 5757.2 of this manual).
(N1-NU-89-5)

4. Marine Corps Special Reports. Reports documenting
missions of mercy, Marine Corps participation in state
ceremonies, unusual employment of Marines, and unusual
incidents during major operations.

PERMANENT. Forward to the Director of Marine Corps
History and Museums CMC (C40CA) when 1 year old.
CMC (C40CA) transfer to NARA when 30 years old.
(N1-NU-89-5)

5. War Diaries. Special narrative accounts prepared at the
direction of Fleet Commanders by Navy afloat units engaged in
prolonged periods of combat operations. War Diaries are
narrative accounts in chronological order of the unit's day to
day operations including major changes in disposition of the
unit and important changes in formation and composition of
the unit and the purpose of these changes together with enemy
contacts and brief mention of operations of other units as they
contribute to a clear account of those of the reporting unit.
Information contained in Combat and Action Reports should
be incorporated by reference. Include summary of significant
command changes and administrative developments as well as
reporting ordnance expended in action, in training, or by
destruction.

PERMANENT. Forward via Fleet Commander to NHHC
NO9BH. NO09BH transfer to NARA when 50 years old.
(N1-NU-89-5)


mailto:archives@grc.usm.edu�

6. Originator and Information Copies of Warfare Reports.
Reports submitted to higher authority as prescribed in Chapter
1 of NWIP 10-1.

Destroy when 2 years old. (N1-NU-89-5)

7. Marine Corps Peacetime Exercise Reports. Records consist
of final reports and documents used in planning, conducting
and evaluating major Marine Corps peacetime exercises.

Forward to Director of Marine Corps History and
Museums CMC (C40CA). CMC (C40CA) destroy when
no longer required. (N1-NU-89-5)

SSIC 3490
COVER AND DECEPTION RECORDS

1. Deception Policy and Operations Directives and Plans.

a. Directives and plans issued by 3rd Echelon and above
Operating Force Commands.

PERMANENT. Originator forward one copy to CNO
(N6) under tight control (TICON) procedures when
superseded, cancelled, or no longer required. N6 will
retain on board and transfer to NARA when 50 years old.
(N1-NU-89-5)

b. Directives and plans issued by 4th Echelon and
subordinate commands.

Retain on board. Destroy when cancelled, superseded or
no longer required. (N1-NU-89-5)

2. Deception Tactical Development and Evaluation. Records
consist of studies, reports, risk and threat analysis documents,
and pilot project evaluations.

Retire to WNRC 2 years after tactics and techniques are
incorporated into Naval Warfare Publications. Destroy
when 10 years old. (N1-NU-89-5)

3. Unit and Personnel Training for Tactical Deception.
Records consist of training curricula, texts, and lesson plans
originated by CNO, Fleet Commanders, and Naval Education
and Training Command as well as individual training records
for tactical deception techniques.

Destroy 3 years after training is completed. (N1-NU-89-
5)

4. General Correspondence Files. Files relating to the routine
administration of deception matters.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3500-3599
TRAINING AND READINESS RECORDS

SSIC 3500
GENERAL TRAINING AND READINESS RECORDS

1. Exercise and War Games Reports. Operations orders,
letters of instructions, post exercise analysis, interim and final
reports.
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a. Records of fleet level exercises and war games
maintained by the Fleet Tactical Library
(NAVTACSUPPACT).

PERMANENT. Retire to WNRC when 12 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. Fleet level exercise records maintained by all other
activities.

Destroy when no longer required. (N1-NU-89-5)

¢. Records of exercise scheduled by commands
subordinate to the fleet command level.

(1) Records used in support of the Fleet Tactical
Development and Evaluation (TAC D&E) Program.

Destroy when approved doctrine publication is issued.
(N1-NU-89-5)

(2) All other copies of exercise records.

Destroy 1 year after completion of exercise. (N1-NU-89-
5)

2. Air Reserve Readiness Reports. Reports show units, state
of readiness, personnel strength, qualifications, and aircraft
data.

a. Summary physical readiness reports. Summary Report
prepared by the Commanding Officer Naval Air Reserve
Force.

PERMANENT. Retire to FRC Fort Worth when 2 years
old. Transfer to NARA when 20 years old. (N1-NU-89-
5)

b. Feeder reports from units and activity copies of reports.
Destroy when 1 year old. (N1-NU-89-5)
SSIC 3501

OPERATIONAL READINESS AND CAPABILITIES
RECORDS

1. General Correspondence Files. Reports, correspondence,
studies, and similar records concerning the operational
readiness and capabilities of combat, combat support, and
combat service support units of the Navy.

Destroy when 2 years old. (N1-NU-89-5)

2. Operational Readiness Inspections (ORI) Records. Final
reports of operational readiness inspections.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3502
TRAINING PLANS AND REQUIREMENTS RECORDS

1. Command Training Plans. Individual command's training
records, include schedules, results of practice exercises, and
reports identifying weaknesses.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3503



NAVY STATUS OF FORCES/CONSOLIDATED HISTORY
Files

1. Navy Status of Forces/Consolidated History File. System
tracks the employment and movements of naval units and
changes of material and operational readiness status. The
system includes employment schedules provided by the
operational commanders, movement reports (MOVREPS) of
vessels and other naval units, Casualty Reports (CASREPS),
essential data on port visits, and changes to the conditions of
readiness under which the units operate. The system is
maintained by the Navy Command Center in the Office of the
Chief of Naval Operations (OPNAV).

PERMANENT. Transfer annually to NARA when 5 years
old. (N1-NU-89-5)

2. Input Data Tapes and Paper Records.

Retain on board. Destroy when no longer required and
after transactions have been recorded and verified on
Consolidated History File. (N1-NU-89-5)

3. On-Line Master File.
Destroy after third systems back up. (N1-NU-89-5)

4. Systems Documentation to include Description of Data
Elements, File Layout, Code Books, and Operators and Users
Manuals.

PERMANENT. Transfer full documentation with first
transfer of Consolidated History file to NARA. Transfer
any updates to documentation with subsequent transfers of
the Consolidated History File. (N1-NU-89-5)

SSIC 3504
OPERATIONAL REPORTING RECORDS

1. Unit Copies of Operational Reports. Unit copies of OP-
Reps and SITREPS.

Destroy when 6 months old. (N1-NU-89-5)
SSIC 3505
SEAMANSHIP RECORDS

1. Seamanship Qualifications Records. Training syllabus,
practical and written test, and similar training records for
individual qualifications relating to seamanship.
Qualifications may include coxswain, assault boat coxswain,
deck watch standers, and similar. Exclude letters of
qualification filed in individual's service record.

Destroy when 3 years old. (N1-NU-89-5)

2. Officer Of The Deck Qualifications Records. Training
materials, written and practical examinations, evaluations of
indoctrination watches, and similar records leading to
qualification. Exclude letter of qualification as Officer of the
Deck Underway filed in service record and Official Personnel
File.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3510
TACTICAL DOCTRINE RECORDS
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1. Navy Lessons Learned. Fleet Tactical Development and
Evaluation Program (TAC D&E) publications of lesson
learned from exercises or actual combat and operating
experiences.

a. Copy maintained by the Fleet Tactical Library
(NAVTACSUPPACT).

PERMANENT. Retire to WNRC when 12 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. Distributed copies of Navy Lessons Learned.

Destroy when cancelled, superseded, or when 10 years
old, whichever is sooner. (N1-NU-89-5)

2. Tactical Memoranda (TACMEMOS) and Tactical Notices
(TACNOTES). Formal issuances of the Navy TAC D&E
Program that relate to informal testing of tactics or minor
variations in tactics not incorporated into an NWP.

a. Copy maintained by the Fleet Tactical Library.
Destroy when 12 years old. (N1-NU-89-5)

b. Distributed copies.

Destroy when cancelled or superseded. (N1-NU-89-5)

3. Operational Tactics Guides (OTGs). Tactical Doctrine
developed by Commander Operational Test and Evaluation
Force (COMOPTEVFOR) during operational testing.

a. Master copy maintained by COMOPTEVFOR.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. Copy maintained by Fleet Tactical Library.
Destroy when 12 years old. (N1-NU-89-5)
c. Distribution copies.

Destroy when cancelled, superseded, or no longer
required. (N1-NU-89-5)

4. Marine Corps Center for Lessons Learned — Joint Lessons
Learned (MCCLL-JLLIS) Information System. The purpose
of this electronic system is to provide the Marine Corps the
capability to collect, analyze, manage, and disseminate
knowledge gained through operational experiences, exercises,
and supporting activities. It also provides information and
analysis on past, present and emerging issues and trends in
support of operational commanders and the Commandant of
the Marine Corps.

a. Electronic files accumulated by the Marine Corps
Center for Lessons Learned

(1) Master files consist of initial observations,
briefings, interviews, lessons, interpretations, tactics,
techniques, procedures, photographs, surveys, after action
reports, and standard operating procedures collected from
exercises and operations; topical papers and executive
summaries written by MCCLL analysts from 1965 and
ongoing.

PERMANENT. Transfer to NARA in 5 year blocks when
30 years old and in accordance with 36 CFR 1235.44, 46,



48, 50 (electronic records) and/or current NARA
guidance. (N1-NU-07-15)

NOTE: The Center for Marine Corps Lessons Learned may
retain a copy of all data transferred for reference purposes.

(2) Systems documentation including but not limited
to, user manuals, systems descriptions, data dictionaries,
baseline requirements reports, report listings, and the record
layout/file structure and codes for each data file. The
documentation for each data file will include any additional
information about the content of the data file and/or the context
in which the data file was created.

PERMANENT. Transfer the documentation to NARA
with each transfer of the master files. (GRS 20.11)

(3) Input data and paper records consisting of but not
limited to OPREP-3 reports, lessons learned papers, studies,
electronic legacy systems and after action reports that are used
as data input for this system.

Destroy/delete when data has been incorporated into
system and verified. (GRS 20.2b)

(4) Output information from the master files used to
develop reports.

(a) Information reports to the Commandant of the
Marine Corps (CMC), Assistant Commandant of the Marine
Corps (ACMC) used as reference material to create documents
such as briefings, summaries, and policies.

Destroy when no longer needed for reference purposes.
(N1-NU-07-15)

NOTE: Apply SSIC 3000.3 to the record copy of the Final
Report.

(b) All other copies of output reports and distributed
reports.

Destroy when 2 years old or no longer needed for
reference purposes, whichever is later. (N1-NU-07-15)

SSIC 3511
NAVAL WARFARE PUBLICATIONS RECORDS

1. Naval Warfare Publications (NWPs/NWIPs). Warfare
publications containing ready reference to current tactics,
doctrine, and procedures. Exclude NWP 55 series.

a. Source File copy. Master copy of NWP's except NWP
55 series.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

b. Cancelled.

Destroy when no longer required for historical program
use. (N1-NU-89-5)

¢. Copy maintained in Fleet Tactical Library.
Destroy when 12 years old. (N1-NU-89-5)
d. Distribution copies.

Destroy when cancelled or superseded. (N1-NU-89-5)
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e. Reproducible copies. Original artwork, charts,
graphics, negatives, and other printed material.

Destroy when publication has been superseded, declared
obsolete, or when no longer needed for further
reproduction, whichever is later. (N1-NU-89-5)

2. Background Material. Paper records used in the
preparation, development, review, usage, and distribution of
NWPs. Include copies of letters of issuance, printing
instructions, agenda correspondence, status reports, cost
estimates, and similar records.

Destroy when publication has been printed and
distributed. (N1-NU-89-5)

SSIC 3512
ALLIED TACTICAL PUBLICATIONS RECORDS

1. Allied Tactical Publications (ATPs). Tactical doctrine
publications containing procedures and/or experimental tactics
used by NATO forces in joint maneuvers and operations.
Publications consist of manuals, training and recognition
material, instruction books, pamphlets, and technical manuals
relating to NATO tactics.

a. Source File copy. Master copy of ATPs.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

b. Cancelled.

Destroy when no longer required for historical program
use. (N1-NU-89-5)

¢. Copy maintained in Fleet Tactical Library.

Destroy when 12 years old. (N1-NU-89-5)

d. Distribution copies.

Destroy when cancelled or superseded. (N1-NU-89-5)

e. Reproducible copies. Original artwork, charts,
graphics, negatives, and other printed material.

Destroy when publication has been superseded, declared
obsolete, or when no longer needed for further
reproduction, whichever is later. (N1-NU-89-5)

2. Background Material. Paper records used in the
preparation, development, review, usage, and distribution of
ATPs. Include copies of letters of promulgation, printing
instructions, agenda correspondence, status reports, cost
estimates, and similar records.

Destroy when publication has been printed and
distributed. (N1-NU-89-5)

SSIC 3514
INTER TYPE TAC D&E RECORDS

1. Source Material. Reports, exercise evaluations and other
records used in the development of Battle Group level tactics.
Tactics deal with the employment of multiple ships of diverse
types together with submarines, aircraft and other assets.
Records are accumulated by Fleet Commanders in Chief.



Destroy when 2 years old. (N1-NU-89-5)
SSIC 3515
SUBMARINE WARFARE TAC D&E RECORDS

1. Source Material. Reports, tests and evaluations, and other
records used in the development of individual submarines
procedures for optimum employment of personnel, equipment,
and systems to provide an effective fighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine Command,
and Fleet Commander in Chiefs (CINCS).

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3516
SURFACE WARFARE TAC D&E RECORDS

1. Source Material. Reports, tests and evaluations, and other
records used in the development of individual surface ship
procedures for optimum employment of personnel, equipment,
and systems to provide an effective fighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine Command,
and Fleet CINCS.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3517
AIR WARFARE TAC D&E RECORDS

1. Source Material. Reports, tests and evaluations, and other
records used in the development of individual aircraft
procedures for optimum employment of personnel, equipment,
and systems to provide an effective fighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine Command,
and Fleet CINCS.

Destroy when 2 years old. (N1-NU-89-5)

2. Air Warfare Publications. Aircraft tactical publications
(NWP 55 series), Naval Air Training and Operating
Procedures Standardization Program (NATOPS),
NAVAIRSYSCOM Manuals and TAC AIDS.

a. Source File copy. Master copy of Air Warfare
Publications.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

b. Cancelled.

Destroy when no longer required for historical program
use. (N1-NU-89-5)

¢. Copy maintained in Fleet Tactical Library.

Destroy when 12 years old. (N1-NU-89-5)

d. Distribution copies.

Destroy when cancelled or superseded. (N1-NU-89-5)

e. Reproducible copies. Original artwork, charts,
graphics, negatives, and other printed material.

Destroy when publication has been superseded, declared
obsolete, or when no longer needed for further
reproduction, whichever is later. (N1-NU-89-5)
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3. Background Material. Paper records used in the
preparation, development, review, usage, and distribution of
NWPs. Include copies of letters of promulgation printing
instructions, agenda correspondence, status reports, cost
estimates, and similar records.

Destroy when publication has been printed and
distributed. (N1-NU-89-5)

SSIC 3518
EXERCISE DATA COLLECTION RECORDS

1. Messages and Correspondence relevant to Collection of
Exercise Data and Its Reconstruction and Analysis.

Transfer to WNRC when 4 years old. Destroy when 10
years old. (N1-NU-89-5)

SSIC 3519
EXERCISE RECONSTRUCTION RECORDS

1. Exercise Source Data, Data Collection Sheets, Summary
Sheets, Logs and Similar Exercise Reports used in
Reconstruction and Analysis.

Transfer to WNRC when 4 years old. Destroy when 10
years old. (N1-NU-89-5)

SSIC 3520

ELECTRONICS (OTHER THAN NAVIGATIONAL AIDS)
RECORDS

1. Fleet Airborne Electronics Training Units Records.
a. General Correspondence (Subject) Files.

(1) Files related to the execution and accomplishment
of the activity's mission and programs.

Destroy when 5 years old. (N1-NU-89-5)

(2) Files related to the routine internal operation and
administration of the unit.

Destroy when 2 years old. (N1-NU-89-5)

b. Officer Flight Training Folders. Folders consist of
examination sheets, flight check sheets, and other papers used
in qualifying pilots in the use of specialized electronic
equipment.

Destroy 3 months after information is recorded in officer
jackets (qualification or other) and in pilot log books.
(N1-NU-89-5)

SSIC 3521
RADAR RECORDS
Apply SSIC 3520. (N1-NU-89-5)
SSIC 3522
SONAR RECORDS

1. General Correspondence pertaining to Submarine Sonar
Training and Readiness.

Destroy when 2 years old. (N1-NU-89-5)
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SSIC 3523
COMMUNICATIONS RECORDS

1. General Correspondence related to Training and Readiness.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3530
NAVIGATION RECORDS

1. General Correspondence related to Training and Readiness.

a. Shore-based and headquarters activities records.
Destroy when 3 years old. (N1-NU-89-5)
b. Active ships records.
Destroy when 2 years old. (N1-NU-89-5)
SSIC 3531
AIDS TO NAVIGATION RECORDS

1. General Correspondence, Instructions, and related Records
at Headquarters Activities.

Transfer to FRC when 2 years old. Destroy when 6 years
old. (N1-NU-89-5)

2. Charts, Oceanographic Office Publications, Notices to
Mariners, Etc., at Shore Activities, on Board Ships, Aircraft
Squadrons, and Operational Staffs.

Destroy when obsolete, superseded, or no longer needed
for reference. (N1-NU-89-5)

SSIC 3540
ENGINEERING RECORDS

1. General Correspondence pertaining to Training and
Readiness of Engineering.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3541
DAMAGE CONTROL RECORDS

1. Records Created at Headquarters Level Directing the
Overall Navy Effort in Ship Damage Control Readiness.

Destroy when 3 years old. (N1-NU-89-5)

2. General Correspondence pertaining to Training and
Readiness of Damage Control.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3550
TRAINING RANGES

1. Records relating to the Design, Development, Test and
Evaluation, Production and Support of Navy Range
Instrumentation Systems.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3551
TRAINING RANGE INSTRUMENTATION

111-3-36

SECNAV M-5210.1 (1% Revision)
January 2012

1. Correspondence, Reports, and Messages used to Support
Fleet Readiness and Test and Evaluation Ranges.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3560
COMBAT INFORMATION CENTER LOGS

1. Combat Information Center Logs.
Destroy when 3 years old. (N1-NU-89-5)
2. Dead Reckoning Traces (DRT) for Routine Operations.
Destroy when 3 months old. (N1-NU-89-5)
SSIC 3561

RECOGNITION AND VISUAL IDENTIFICATION
RECORDS

1. General Correspondence pertaining to Training and
Readiness of Recognition and Visual Identification.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3570
ORDNANCE AND GUNNERY RECORDS

1. Ordnance Disposal Training; General Correspondence,
Messages, Etc.

a. Headquarters Activities.

Transfer to WNRC when 2 years old. Destroy when 5
years old. (N1-NU-89-5)

b. Field and Operational Activities.
Destroy when 3 years old. (N1-NU-89-5)

2. Ordnance Disposal Training Records, Logs, Etc., at
Operational Activities.

Destroy when 3 years old. (N1-NU-89-5)
3. Gunnery Training General Correspondence, Messages, Etc.
a. Headquarters activities and fleet and command staffs.

Transfer to nearest FRC when 2 years old. Destroy when
5 years old. (N1-NU-89-5)

b. On board ships and other operational activities.
Destroy when 3 years old. (N1-NU-89-5)

4. Gunnery Training; Logs, Records, Etc., on Board Ships and
other Operational Activities.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3571
ORDNANCE HANDLING AND DISPOSAL RECORDS

Messages, Records and Correspondence related to the
Operation and Administration of Activities who receive Store,
Segregate, Issue and Dispose of Ordnance and Ammunition
Items.

Destroy when 3 years old. (N1-NU-89-5)



SSIC 3572

BOMBING RECORDS FOR TRAINING AND EXERCISE
OPERATIONS

Apply SSIC 3570. (N1-NU-89-5)
SSIC 3573
LANDING PARTY AND INFANTRY RECORDS

1. General Correspondence Files relating to Training and
Readiness of Landing Parties and Infantry.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3574
SMALL ARMS RECORDS

1. General Records relating to the Joint Service Small Arms
Program (JSSAP).

Destroy when 3 years old. (N1-NU-89-5)

2. Files relating to the Routine Internal Operation and
Administration of the Unit. Records and reports relating to
marksmanship training and readiness with individual small
arms to include copies of awards made to individuals. Exclude
copies of awards filed in individual official military personnel
file.

Destroy when 2 years old. (N1-NU-89-5)

3. Practice and Testing Records. Records include
reorganization reports, rifle and pistol line sheets and scoring
sheets.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3590
COMPETITION AND AWARDS RECORDS

1. Records, including Reports, relating to Training and
Readiness Competitions and Awards. Files include copies of
awards made to individuals. (Exclude copies filed in
individual's service records.)

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3591
MARKSMANSHIP RECORDS

1. Marksmanship Practice and Testing Records. Files include
organizational reports and rifle, pistol line, and pit score
sheets.

Destroy when 1 year old. (N1-NU-89-5)
SSIC 3593
WEAPONS RECORDS

Retire records under SSIC 3590. (N1-NU-89-5)
3600-3699
GUIDED MISSILES/ELECTRONIC WARFARE RECORDS

SSIC 3600
GUIDED MISSILE (GENERAL) RECORDS
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1. General Correspondence of a Routine Internal Nature.
Destroy when 3 years old. (N1-NU-89-5)
SSIC 3610-3613
ELECTRONIC WARFARE RECORDS

The records in this series relate to Electronic Warfare Records
and include Electronic Surveillance Measures (ESM),
Electronic Countermeasures (ECM), and Electronic
Counter/Countermeasures (ECCM) Records.

SSIC 3610
ELECTRONIC WARFARE RECORDS

1. Primary Program Files. Files document the development
and direction of electronic warfare policy and programs as
established by the Director of Space and Electronic Warfare
(N6) and provide assistance in the evaluation of the
effectiveness and adequacy of planned electronic warfare
capabilities relative to warfare tasks and specialties.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. General Correspondence of a Routine Internal Nature.
Destroy when 5 years old. (N1-NU-89-5)
SSIC 3611
ELECTRONIC SURVEILLANCE MEASURES (ESM)

1. ESM Records and Files. Records and files document the
direction and development of specific ESM related programs
as coordinated by the Director of Space and Electronic
Warfare (N6).

a. Primary program records.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 3 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3612
ELECTRONIC COUNTERMEASURES (ECM)

1. ECM Records and Files. Records and files document the
development and direction of specific ECM-related programs
as coordinated by the Director of Space and Electronic
Warfare (N6) and Systems Commands managing the systems.

a. Primary program records.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 3 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3613
ELECTRONIC COUNTER COUNTERMEASURES (ECCM)




1. ECCM Records and Files. Records and files document the
development and direction of specific ECCM related programs
as coordinated by the Director of Space and Electronic
Warfare (N6).

a. Primary program records.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

b. General correspondence records.

Destroy when 3 years old or no longer needed for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3700-3799
FLIGHT/AIR SPACE RECORDS

SSIC 3700
GENERAL FLIGHT/AIR SPACE RECORDS

1. Primary Program Records of Naval Air Stations and Marine
Corps Air Stations.

Apply disposition guidelines under SSIC 3000.6a. (N1-
NU-89-5)

2. General Correspondence Files of Naval Air Stations and
Marine Corps Air Stations.

Apply disposition guidelines under SSIC 3000.6b. (N1-
NU-89-5)

3. Correspondence Files of Naval Auxiliary Air Stations
(NAAS) and Naval Air Facilities (NAF).

Apply disposition guidelines under SSIC 3000.7. (N1-
NU-89-5)

4. Correspondence, Copies of Reports, and Other Records.
Files related to the internal operation and administration of air
and space traffic and servicing facilities for locally based or
transient craft.

Destroy when 2 years old. (N1-NU-89-5)
5. Auviation Medicine Research Records.

Retire records under appropriate section of SSIC 6410 of
this manual. (N1-NU-89-5)

SSIC 3710
GENERAL OPERATING INSTRUCTIONS

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3720
ALL WEATHER FLYING RECORDS

1. Instrument Approach Procedures Charts and Pilot's
Handbook.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3721
NAVIGATIONAL AIDS RECORDS
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Charts, Tables, Frequency Designations and Technical
Specifications of Electronic Aids to Navigation.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3722
TRAFFIC CONTROL RECORDS

1. Traffic Control Records. Files related to the internal
control of air and space traffic, including arrival and departure
logs and records relating to the supervision of clearance ad
other traffic control functions.

Destroy when 6 months old. (N1-NU-89-5)
2. Aircraft Clearance and Arrival Reports.

a. Local clearance notices.

Destroy when 6 months old. (N1-NU-89-5)

b. All other reports.

Destroy when 3 months old. (N1-NU-89-5)

3. General Correspondence Files. Files pertain to Air Defense
Identification Zone (ADIZ) and Department of Defense Flight
Information Publications (FLIPS).

Destroy when superseded or no longer required for
reference, whichever is earlier. (N1-NU-89-5)

SSIC 3730
EMERGENCY PROCEDURES RECORDS

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3740
PILOT QUALIFICATIONS RECORDS

Course Completion Certificates, Certifications. Exam results
and similar records relating to qualifications of Naval
Auviators.

Destroy when record of qualification has been entered in
Aviator's NATOPS Training and Qualifications Jacket
(SSIC 3760.11). (N1-NU-89-5)

SSIC 3750
FLIGHT SAFETY AND ACCIDENT ANALYSIS RECORDS

1. Aircraft Accident Reports (Class A and B).

a. Original reports and endorsements. Reports required by
OPNAVINST 3750.6 series maintained by the Navy Safety
Center, Norfolk, VA.

PERMANENT. Navy Safety Center transfer in microform
to NHHC when 20 years old. NHHC transfer to NARA
when no longer required for reference use. (N1-NU-89-5)

b. Copies of accident or incident reports maintained by all
other organizations.

Destroy when 2 years old. (N1-NU-89-5)
2. Aircraft Mishap Reports (Class C Reports).



a. Original reports. Reports of minor accidents and
incidents that do not result in injury, death, or significant
damage. Reports are maintained by the Navy Safety Center,
Norfolk, VA.

Destroy when 10 years old. (N1-NU-89-5)
b. Copies maintained by all other organizations.
Destroy when 2 years old. (N1-NU-89-5)

3. Aircraft Hazard Reports.

a. Original reports. Reports of observed unsafe
conditions or procedural violations. Reports maintained by the
Navy Safety Center, Norfolk, VA.

Destroy when 7 years old. (N1-NU-89-5)
b. Copies maintained by all other organizations.
Destroy when 1 year old. (N1-NU-89-5)
SSIC 3760
FLIGHT RECORDS AND REPORTS

1. Aircraft Inspection and Acceptance (AlA) Record.
Recorded on OPNAYV 4970/141 the AIA identifies the aircraft
Bureau number (BUNO), type, model, series, and reporting
custodian. Report certifies aircraft readiness for flight by
maintenance personnel and records fuel, oil, oxygen, and
expendable ordnance on board.

Destroy upon safe completion of flight. (N1-NU-89-5)

2. Master Flight Files. The original of the Naval Aircraft
Flight Record (OPNAYV 3710/4). The data collected include a
statistical description of the flight pertaining to the aircraft and
crew members, a record of all logistics actions performed
during the flight, a record of weapons proficiency, a record of
training areas utilized, and other miscellaneous data. Master
Flight Files shall be securely bound in hard binders and labeled
as Master Flight Files of (squadron designation) and period
covered.

a. Routine operations and training flights.

Cutoff file annually in November and retire to nearest
FRC. Destroy when 7 years old. Units being
decommissioned retire files to FRC upon
decommissioning. (N1-NU-89-5)

b. Master flight files for units in a combat status.
NOTE: Combat statusisany unit that isinvolved in
operationsin a combat zone. Ensurethat the SF-135

accompanying theserecordsis clearly marked asrecords
created while air craft wasin a combat status.

PERMANENT. Cutoff at end of calendar year.
Transfer to National Archives 7 years after cutoff.
(DAA-NU-2011-0124)

3. Naval Aircraft Flight Record (OPNAYV 3710/4).

a. Original (copy 1) filed as Master Flight File under
SSIC 3760.2. (N1-NU-89-5)

b. Copy #2 maintained by operations departments.
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Destroy after monthly reports have been verified. (N1-
NU-89-5)

c. Copy #3 maintained by maintenance departments.
Destroy when 3 months old. (N1-NU-89-5)

4. Aviators Flight Log Book (OPNAV 3760/31). A flight by
flight record maintained by all aeronautically designated
officer personnel and student aeronautical officers.
Information recorded in the log includes qualifications and
achievements, personnel status changes, summary of total
flights, flight record summary for 12 months preceding current
log, flight by flight record, flight clothing issue, and mishap
and flight rule violations.

Record is personal properly of the aviator. Handle as
personal effects upon death of aviator. (N1-NU-89-5)

5. Daily Flight Logs and Logs of Visiting Aircraft.
Destroy 6 months after date of last entry. (N1-NU-89-5)

6. Operations Logs. Logs accumulated by operations
departments of flight activities, including control tower
records.

Destroy when 6 months old. (N1-NU-89-5)
7. Flight Plans.

Destroy when 6 months old. (N1-NU-89-5)
8. Squadron Flight Schedules.

Destroy when 6 months old. (N1-NU-89-5)

9. Flight Certificates and Records of Completed Flight Time
used to substantiate the Issuance of Flight Certificates.

Destroy when 3 years old. Units scheduled to be
decommissioned or deactivated, retire records to nearest
FRC until eligible for destruction. (N1-NU-89-5)

10. Aviation Training Reports. Reports of training received
by aviators and flight personnel. Includes squadron training
records.

Destroy when 2 years old. (N1-NU-89-5)

11. NATOPS Flight Personnel Training and Qualifications
Jacket (OPNAYV 3760/32). A consolidated record of the
training status and readiness of flight personnel. Jacket
includes a current annual flight time summary, a record of all
aircraft mishaps and flight violations involving a pilot cause
factor, record of flight equipment issue, mission qualification
record, school course attendance record, and Operational
Physiology and Survival Training Record. Jacket is
maintained by the aviator's current commanding officer and
certified annually for accuracy.

Destroy when aviator is no longer in an active or reserve
flight status. Record may be given to aviator as a personal
record upon termination of flight status. (N1-NU-89-5)

12. Auviation Training Jackets (ATJ's). A comprehensive
record of Basic and Advanced Training of Naval Aviators.
Records are maintained by the Chief of Naval Air Training
(CNATRA) at headquarters in Corpus Christi, TX.



NOTE: Pre 1977 ATJ's have been retired to FRC Atlanta, GA.

Retire to FRC Fort Worth, TX 2 years after completion of
advanced training. Destroy when 50 years old. Navy may
transfer jacket to individual aviator when he/she retires or
is released from active/reserve duty. Inactive aviators
must submit requests for their ATJ's in writing to
CNATRA. (N1-NU-89-5)

13. Copies of Flight Orders, Logs, and Other Records of
Orders Issued.

Destroy when 2 years old. (N1-NU-89-5)
14. Squadron Logs.
Destroy when 3 years old. (N1-NU-89-5)
SSIC 3770
CIVIL AVIATION RECORDS

1. Clearance and Arrival Reports of Non Government Aircraft
using Navy Facilities.

Destroy when 6 months old. (N1-NU-89-5)
SSIC 3800-3899
INTELLIGENCE RECORDS

Records in this series are accumulated by the Director of Naval
Intelligence (CNO (N2)), The Office of Naval Intelligence
(ONI), and by other activities and offices concerned with
intelligence matters.

SSIC 3800
GENERAL INTELLIGENCE RECORDS

1. Primary Program Records. Files, reports, and other records
of the Director of Naval Intelligence (N2) that document the
development and execution of plans, policies, programs, and
procedures relative to the primary intelligence function.

PERMANENT. Retire to WNRC when 2 years old.
Transfer to NARA when 25 years old. (N1-NU-89-5)

2. Intelligence Offices' Primary Program Records. Final
Intelligence Products generated in response to Tactical
Intelligence and related Activities (TIARA) requirements as
designated by CNO. Operational Intelligence Programs, and
Sword, Spear and Sabre Programs. Records are accumulated
by ONI Directorates, Divisions/Centers of the former Naval
Intelligence Command. Exclude Intelligence products
coordinated with, registered or disseminated by Defense
Intelligence Agency (DIA).

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old. (N1-NU-89-5)

3. Intelligence Offices' General Correspondence Files. Files,
reports, and other records of intelligence offices that relate to
intelligence collection, evaluation, and dissemination within
the DON and to plans, programs, and transactions pertaining to
the overall administration of the office. Included are records
of the Directorates of the ONI. Exclude records of Joint
Intelligence Offices filed under SSIC 3860 of this manual.
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Retire to nearest FRC (WNRC for ONI Directorates) when
2 years old. Destroy when 10 years old. (N1-NU-89-5)

4. Administrative Files. Files relating to the routine internal
operation and administration of the intelligence office.

Destroy when 2 years old. (N1-NU-89-5)

5. Intelligence Card Index Files. Card indexes or similar files
of ships, corporations, suspects, and other special categories
that are of intelligence or counterintelligence interest. Records
were maintained by Naval District Intelligence Offices and the
Intelligence Offices of Force Commanders prior to 1961.

PERMANENT. Transfer to NARA immediately. (N1-
NU-89-5)

6. Survivor Reports. Intelligence Offices' information copies.
Destroy when 1 year old. (N1-NU-89-5)

7. Vessel Files. Records include boarding reports, crew lists,
and cargo manifests.

Destroy when 2 years old. (N1-NU-89-5)

8. Intelligence Center Logs. A watch to watch record of the
daily intelligence events occurring during each watch at
intelligence centers. The logs also serve as a security register
of on board personnel and visitors. Logs include the watch
commander, personnel matters concerning the watch team, and
an hourly listing of events.

Retire to nearest FRC when 2 years old. Destroy when 5
years old. (N1-NU-89-5)

9. Coastal Information Files. Reference files of intelligence
offices consisting of information on coastal areas such as
codes and signals, distress calls, aids to navigation, signal
lights, and related commerce and travel reports.

Destroy when 1 year old. (N1-NU-89-5)

10. Shipwreck and Marine Archaeology Files. Reports,
surveys, charts, contact confirmations, reports of salvage
activity, and similar documentation relating to sunken ships or
Navy sponsored marine archaeological projects.

PERMANENT. Forward to the NHHC (CNO (NO9BH)).
NHHC transfer to NARA when 50 years old. (N1-NU-
89-5)

11. Intelligence Reference Records. Finished intelligence
documentation published by a member of the intelligence
community other than Navy. Include printed reports or
processed materials, photographs, and maps accumulated by
intelligence offices as a reference file or for library research
purposes.

Destroy when cancelled or superseded. (N1-NU-89-5)

12. Copies of Reports of Data. Reports, studies, evaluations,
and supporting information that was prepared locally and
submitted or forwarded to higher authority.

Destroy when 5 years old or no longer needed for
reference in connection with the activity's mission,
whichever is sooner. (N1-NU-89-5)

13. Defense Attaches Records.



File records under the appropriate subsection of SSIC
5710 of this manual. (N1-NU-89-5)

14. Aerospace Technical Intelligence Reports. Information
copies of reports and studies produced by the Foreign
Aerospace and Technology Center, Wright Patterson Air Force
Base, Dayton, OH.

Destroy when obsolete. (N1-NU-89-5)
SSIC 3810

INTELLIGENCE PLANNING AND MANAGEMENT
RECORDS

1. Defense Wide Intelligence Plans. Published plans on
Continuity of Operations Plans (COOP), Crisis Management
Plan (CRIMP) and related Navy background papers.

Destroy when superseded or obsolete. (N1-NU-89-5)

2. Intelligence Planning Records. Studies, plans and
correspondence reflecting the development and establishment
of DOD, Joint, DIA, and Navy operational immediate and
long-range intelligence plans; war gaming; liaison with the
Unified and Specified Commands.

a. File maintained by the Director of Naval Intelligence
(DNI).

PERMANENT. Retire to WNRC when cancelled,
superseded, or no longer required. Transfer to NARA
when 30 years old. (N1-NU-89-5)

b. Files maintained by all other offices.
Destroy when cancelled or superseded. (N1-NU-89-5)

3. Project Assignment Records. Files of major actions
assigned to fulfill intelligence production requirements, for use
in preparing reports, internal capabilities studies, manpower
utilization, and to reflect the scope of the production effort.

Destroy when 5 years old. (N1-NU-89-5)

4. Intelligence Requirements Records. Guidelines, standards,
and comments from, National Level, Presidential, DOD, OSD,
JCS, DIA, Unified and Specified Commanders, and DNI
regarding requirements for intelligence matters.

Destroy when superseded, obsolete, or no longer required
for planning purposes. (N1-NU-89-5)

SSIC 3811
ESTIMATES AND STUDIES RECORDS

1. Intelligence Estimates Records. Analyses of the intentions,
capabilities, and vulnerabilities of foreign powers, developed
for use in operational planning. File includes published
estimates as well as estimate requirements, reviews of war
plans, and correspondence relating to the improvement of
intelligence support.

a. Formal Intelligence Estimates Originated by
ONI/MCIA.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA in 5-year blocks when 25 years old.
(N1-NU-89-5)
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b. Background File. Records include requirements
studies, review documents, correspondence, and published
estimates distributed by other intelligence agencies.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3820
INTELLIGENCE COLLECTION RECORDS

1. Proposals Files. Correspondence and related records
relating to the presentation of proposals for the collection of
intelligence not developed into collection requirements.

Destroy when 2 years old. (N1-NU-89-5)

2. Intelligence Collection Records. Records pertaining to the
review, validation, coordination, analysis, and evaluation of
raw intelligence.

Destroy when 2 years old. (N1-NU-89-5)

3. Collection Requirements Records. Correspondence,
messages and other documents pertaining to levy and
collection action.

Destroy when 3 years old. (N1-NU-89-5)
SSIC 3821
HUMAN RECORDS

1. Biographic Records. Biographic information on foreign
military service personnel of intelligence interest.

Destroy when no longer needed to support current
requirements. (N1-NU-89-5)

2. Human Source Records. Raw, unprocessed intelligence
information received from human sources. Include
information obtained from emigre phase of naval intelligence.

Destroy when Intelligence Report has been produced.
(N1-NU-89-5)

SSIC 3822
PHOTOGRAPHIC RECORDS

1. Collection Operations Photography. Photographs produced
or assembled during specific intelligence collection operations.

Destroy when Intelligence Report has been produced.
(N1-NU-89-5)

2. Target Jackets. Photographs and other material
accumulated on specific targets such as shipyards, bridges,
railroads, terrain, ordnance depots, ships, installations, etc.

Retire to WNRC when not needed for active reference.
Destroy when 20 years old. (N1-NU-89-5)

SSIC 3823
ELECTRONIC RECORDS

1. General Correspondence. Files relating to the collection of
non-communications electronic intelligence (ELINT) and to
specific ELINT operations. Included is documentation on
sensors and their placement. Excluded communications-
related ELINT records filed under SSIC's 3250-3254.



Retire to WNRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

SSIC 3824
SPECIAL RECORDS

1. General Files. Raw unprocessed intelligence information
accumulated from special intelligence collection operations.

Destroy when Intelligence Report has been produced.
(N1-NU-89-5)

SSIC 3825
ACOUSTIC RECORDS

1. General Files. Raw unprocessed intelligence information
collected from acoustic sensors or as a product of acoustic
collection operations. Exclude acoustic information collected
under programs sponsored by COMNAVMETOCOM and filed
under SSIC's 3140-3148.

Retire to WNRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

SSIC 3830
INTELLIGENCE DISSEMINATION RECORDS

1. General Correspondence Files. Correspondence, messages,
reports and other records accumulated incident to
disseminating intelligence reports, publications, and other
records; supporting agreements; interpreting general release
policies; and substantiating requirements or the recipients of
intelligence products. Exclude dissemination records for
special intelligence filed under SSIC 3834 and dissemination
of Acoustic intelligence filed under SSIC 3835.

Destroy 2 years after requirement is cancelled. (N1-NU-
89-5)

2. Foreign Disclosure Files. Navy policy documents that
reflect, substantiate, and implement international or bilateral
negotiations, arrangements, and agreements on exchange or
release of classified military intelligence information to foreign
governments or international organizations. Included are
records of the Navy Representative to the National Military
Information Disclosure Policy Committee (NDPC).

Destroy when 10 years old. (N1-NU-89-5)
SSIC 3831
HUMAN RECORDS

Apply guidance under SSIC 3830. (N1-NU-89-5)
SSIC 3832
PHOTOGRAPHIC RECORDS

Apply guidance under SSIC 3830. (N1-NU-89-5)
SSIC 3834
SPECIAL RECORDS

1. General Correspondence File. Messages, correspondence,
agreements and similar records relating to the dissemination of
Special Intelligence information within the Naval Operating
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Forces. Records are accumulated by ONI and Commander
Naval Special Warfare Command, Coronado, CA.

Destroy when 5 years old. (N1-NU-89-5)
SSIC 3835
ACOUSTIC RECORDS

1. Procedural Files. Special procedures for the internal
dissemination of information derived from ocean sensors and
other acoustic devices to the Navy Operating Forces.

Destroy when cancelled or superseded. (N1-NU-89-5)
SSIC 3840
OPERATIONAL INTELLIGENCE RECORDS

General Correspondence Files. Plans, orders, studies, and
related documents concerning intelligence support and
interface with current operations in a tactical environment.
Included are pertinent defense-wide plans applicable to the
theater or area of operations. Records are accumulated
Fleet/Force Commanders.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3841
INDICATIONS AND WARNINGS RECORDS

1. General Correspondence Files. Copies of correspondence,
issued by higher authority and dealing with possible strategic
warnings or predictions of the likelihood of imminent
hostilities/any impending threat activity which may adversely
impact on the United States. Include copies of formal
Indications and Warnings studies issued by DIA.

Destroy when cancelled or obsolete or when 2 years old,
whichever is sooner. (N1-NU-89-5)

SSIC 3850

COUNTERINTELLIGENCE (CI)/COUNTERTERRORISM
(CT) RECORDS

1. Counterintelligence (Cl)/Counterterrorism (CT) Files.
Working files containing information on individuals,
companies, associations, and other collective groups of
individuals that may be involved in hostile foreign intelligence
and terrorist activities. Exclude investigative and other Naval
Criminal Investigative Service (NCIS) records filed under
SSIC 3850.2 of this manual.

Transfer to NCIS upon initiation of investigation,
otherwise destroy when 10 years old. (N1-NU-98-2)

2. NCIS Counterintelligence/Counterterrorism Records.
Consists of information on non-combat activities threatening
the security or involving the disruption or subversion of DoD
military and civilian personnel, functions, activities,
installations, information, communications, equipment, and
supplies; counterintelligence operational material; and
investigative and informational data documenting other types
of investigations or activities consistent with NCIS' mission.

a. Counterintelligence/Counterterrorism
investigations/reports of a routine nature. Reports of CI/CT
investigations (including requests for and results of polygraph



and forensic laboratory examinations, technical investigative
techniques such as oral, wire and electronic intercepts, copies
of evidence custody documents and other related material),
informational reports and special inquiries into actual,
potential or suspected violations of laws, regulations, and
directives (excluding investigations covered under SSIC
5580.4a-b) and defections by DON personnel. Also includes
security violations, to include investigations that reveal
compromise, but not espionage, and reports and investigations
of subversion and espionage resolved favorably.

Privacy Act: N05520-4
(1) Case files.

Cutoff at case closure. Destroy 25 years after case
closure. (N1-NU-98-2)

(2) Other copies.

Destroy 1 year after case closure. Early destruction is
authorized if records are no longer needed. (N1-NU-98-2)

b. Major CI/CT investigations. Investigation of actual,
potential or suspected espionage, subversion, sabotage,
treason, terrorism, defections by DON personnel involving
collaboration or security issues or other major investigations or
special inquiries of a counterintelligence nature. Includes
requests for and results of polygraph examinations, forensic
lab examinations, technical investigative techniques such as
oral, wire and electronic intercepts, copies of evidence custody
documents and other related material.

Privacy Act: N05520-2
(1) Case files.
(a) Paper records:

PERMANENT. Cutoff at case closure. Retire to NCIS
Records Management Division. If space is not available,
retire to WNRC. Transfer to National Archives 50 years
after case closure. (N1-NU-98-2)

(b) Paper copy records that have been converted to
microform:

1. Paper copy:

Destroy upon verification that the record copy information
has been fully and accurately converted to microform.
(N1-NU-98-2)

2. Microform copy:

PERMANENT. NCIS will convert microform images to a
medium (paper, magnetic tape, 3480-class tape cartridge
or any other medium) and a format that meet the
standards specified in Subchapter B or 36 CFR Chapter
XI1 before the transfer of the records to the National
Archives’ legal custody, which will take place 50 years
after case closure. Prior to the transfer National Archives
and NCIS representative will determine the medium and
format in which records will be transferred. (N1-NU-98-
2)

(c) Paper copy and microform records that have
been converted to electronic/optical images:
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1. Paper copy and microform images copy:

Destroy upon verification that the record copy information
has been fully and accurately converted to
electronic/optical images. (N1-NU-98-2)

2. Electronic/optical image copy:

PERMANENT. Transfer to the National Archives 50
years after case closure. At the time of transfer, NARA
and NCIS will determine medium and format in which
records will be transferred as well as their arrangement.
Every effort will be made to transfer records electronically
in accordance with the standards for permanent electronic
records contained in 36 CFR 1235.44, 46, 48, 50
(electronic records) or standards applicable at that time. If
transfer in an electronic medium is not feasible, prior to
transfer, with NARA concurrence, records will be
converted to paper or to microform. (N1-NU-98-2)

(2) Other copies.

Destroy 1 year after case closure or, if extended retention
is required, when no longer needed. (N1-NU-98-2)

c¢. Counterintelligence/Counterterrorism sources.
Information containing data about individuals who have been
used as sources of CI/CT information by Navy; details on use
or activities of source which are necessary to confirm
operational use of source, or future claims against Navy by
source or heirs of source. Included are agreements, contract,
information reports, financial reports, audiovisual products and
related information.

Privacy Act: N05520-4
(1) Case files.

Cutoff at case closure. Destroy record copy of case file 75
years after case closure. (N1-NU-98-2)

(2) Other Copies.

Destroy 1 year after case closure or when no longer
needed, whichever is earlier. (N1-NU-98-2)

d. Counterintelligence/Counterterrorism Special
Operations. Information on requests and results of special
operations such as counterespionage, counter subversion and
counter sabotage or programs conducted by or with the Navy.
Information is generally filed under the project indicator for
specific operation or program. Included are correspondence,
reports, plans and similar or related information and
audiovisual products and requests for and results of oral, wire,
and electronic intercepts. (Actual identity of source is in
records contained under SSIC 3850.2c.)

Privacy Act: Not Applicable
(1) Case files.
(a) Paper records:

PERMANENT. Cutoff upon completion of operation or
program. Retire to NCIS Records Management Division.
Transfer to National Archives 50 years after end of
operations or program. (N1-NU-98-2)



(b) Paper copy records that have been converted to
microform.

1. Paper copy:

Destroy upon verification that the record copy information
has been fully and accurately converted to microform.
(N1-NU-98-2)

2. Microform copy:

PERMANENT. NCIS will convert microform images to a
medium (paper, magnetic tape, 3480 class tape cartridge
or any other medium) and a format that meets the
standards specified in Subchapter B of 36 CFR Chapter
XII before the transfer of the records to the National
Archives’ legal custody, which will take place 50 years
after end of operation or program. Prior to the transfer
National Archives and NCIS representative will determine
the medium and format in which records will be
transferred. (N1-NU-98-2)

(c) Paper copy and microform records that have
been converted to electronic/optical images:

1. Paper copy and microform image copy:

Destroy upon verification that the record copy information
has been fully and accurately converted to
electronic/optical images. (N1-NU-98-2)

2. Electronic/optical image copy:

PERMANENT. Transfer to the National Archives 50
years after end of operation or program. At the time of
transfer, NARA and NCIS will determine medium and
format in which records will be transferred as well as their
arrangement. Every effort will be made to transfer records
electronically in accordance with the standards for
permanent electronic records contained in 36 CFR
1235.44, 46, 48, 50 (electronic records) or standards
applicable at that time. If transfer in an electronic medium
is not feasible, prior to transfer, with NARA concurrence,
records will be converted to paper or to microform. (N1-
NU-98-2)

(2) Other copies.

Destroy 1 year after end of operation or program or when
no longer needed, whichever is later. (N1-NU-98-2)

e. Reciprocal investigative files. Files related to requests
from other Federal agencies (Federal Bureau of Investigation,
Department of State, etc.) for investigative assistance.

Privacy Act: N05520-4

(1) The basis for the request is a Cl matter regarding
individuals or organizations under the investigative jurisdiction
of the requesting agency.

Apply appropriate sub-item from SSIC 3850.2-a-b. (N1-
NU-98-2)

(2) The basis for the request is a Cl personnel security
matter regarding DoD affiliated or non-DoD affiliated
individuals.

Destroy when 1 year old. (N1-NU-98-2)

111-3-44

SECNAV M-5210.1 (1% Revision)
January 2012

f. Cl defensive briefings. Requests for and records of
briefings of Naval personnel who intend to travel or have
traveled, either officially or unofficially, to denied areas.

Privacy Act: N05520-4

Cutoff at case closure. Transfer to NCIS Records
Management Division. If space is not available, transfer
to WNRC. Destroy 15 years after case closure. (N1-NU-
98-2)

g. CI/CT briefings. Consists of requests for, records of
and copies of CI briefings covering topics such as threat,
technology transfer and counterterrorism.

Destroy after 1 year or when no longer needed, whichever
is later. (N1-NU-98-2)

h. Threat Assessment (General). Contains reports on
collection and assessment of threat information pertaining to
naval operations or geographic locations.

Destroy when superseded, obsolete or no longer needed.
(N1-NU-98-2)

i. OPSEC support surveys. Information on investigative
or collection activities in support of operations security
management when the circumstances do not include a specific
criminal act to be investigated.

Destroy after next comparable survey, discontinuance of
facility or after 3 years, whichever is sooner. (N1-NU-98-
2)

J. CI/CT studies. Contains all-source information on
various Cl and CT topics of interest to the Department of the

Navy.
(1) Records copy of study (paper or electronic).

Destroy (delete) when superseded or obsolete. (N1-NU-
98-2)

(2) Information (paper or electronic) furnished to
NCISHQ by field elements for use in making study.

Destroy (delete) after 2 years. (N1-NU-98-2)
(3) Other copies (paper or electronic) of study.

Destroy (delete) when superseded, obsolete, or no longer
needed for reference. (N1-NU-98-2)

k. Foreign national marriages. Investigations involving
marriage between DON personnel and foreign nationals.

Privacy Act: N05520-4

(2) Investigations containing significant derogatory
material.

Cutoff at case closure. Transfer to NCIS Records
Management Division. Destroy 5 years after case
closure. (N1-NU-98-2)

(2) Al other cases.

Cutoff at case closure. Destroy 1 year after case closure.
(N1-NU-98-2)



I. Visa applicants. Investigations to determine the
eligibility for a visa to enter the United States of foreign
national spouses of DON employees.

Privacy Act: N05520-4

(1) Investigations containing significant derogatory
material.

Cutoff at case closure. Transfer to NCIS Records
Management Division. Destroy 5 years after case closure.
(N1-NU-98-2)

(2) All other cases.
Cutoff at case closure. Destroy 1 year after case closure.
(N1-NU-98-2)

m. Technical inspections and surveys. Inspections to
determine the efficiency of security measures and surveys to
determine the measures necessary to protect a command,
installation, or site from penetration for purpose of technical
surveillance. Also includes related information such as
requests for inspections and surveys.

Destroy when 5 years old. (N1-NU-98-2)

n. Espionage hotline records. Information,
correspondence, preliminary inquiries, audiotape recordings
and memoranda of telephone conversations relating to
information received by NCIS Espionage Hotline.

Privacy Act: N052220-4

(1) Information not referred. Records of vague or
other allegations not warranting investigation or further
documentation.

Destroy after 2 years. (N1-NU-01-5)
(2) Information referred.
(a) Records of allegations warranting investigation.

NOTE: Care must be taken when applying these dispositions.
Records may be Permanent.

File under SSIC 3850.2a or 2b as appropriate. (N1-NU-
01-5)
(b) Records of allegations warranting further
documentation, but not investigation.

NOTE: Care must be taken when applying these dispositions.
Records may be Permanent.

File under SSIC 3850.2a. (N1-NU-98-2)
0. Local Security and Special Inquiries.

Files documenting inquiries conducted concerning US persons
and foreign nationals for base access or employment purposes.

Destroy 5 years after inquiry closure. (N1-NU-02-2)

p. Case administrative documents. Includes administrative
documents associated with the case or the administration of the
case (SSIC 3850.2a(l) and 2b(2)) retained at the creating
office. These records may be retained in either hardcopy or
electronic/imaged format.
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Privacy Act: N05520-4.
(1) Case file copy and administrative documents.

Destroy/delete 1 year after case closure. Early destruction
is authorized if records are no longer needed. (N1-NU-06-
6)

(2) Case tracking and file management form.

Destroy/delete 90 days after the case file copy is
destroyed/deleted. (N1-NU-06-6)

g. Special Analytical Reports. Consists of products
requiring less detailed analysis than assessment products (SSIC
3850.2h) and analytical products tailored to meet specific
questions from senior decision-makers. Projects include items
such as the Criminal Intelligence Briefs, Special Analytical
Reports, Technology Protection reports, and other similar
reports.

Privacy Act: Not Applicable.

Delete when 4 years old, or when no longer needed,
whichever is longer. (N1-NU-08-3)

r. Analytical Summaries. Consists of one-time and
recurring reports, typically of a perishable nature, which are
typically designed to provide customers with timely CI/CT
information. Includes products such as the Security Bulletins,
NCIS Items of Interest, Daily Suspicious Incident Summary
(DSIS), NCIS Daily Threat Summary, Current Threat Streams
Matrix, and other similar summaries.

Privacy Act: Not Applicable.

Delete when 4 years old, or when no longer needed,
whichever is longer. (N1-NU-08-3)

s. Targeting Package Records. Consists of analytical
products that provide as much information as may be available
on a particular topic, typically an individual or facility.

Privacy Act: Not Applicable.

Delete when 4 years old, or when no longer needed,
whichever is longer. (N1-NU-08-3)

t. Collections Support Products. Consists of a collection
of products designed to drive collection activities in order to
fill information gaps. Includes Intelligence Information Report
(IIR) (NCIS copy), Reports (NCIS copies), IR Evaluations,
Collection Emphasis, Source Directed Requirements (SDR),
Notices of Intelligence Potential (NIP) and similar products.

Privacy Act: Not Applicable.

Delete when 4 years old, or when no longer needed,
whichever is longer. (N1-NU-08-3)

u. Special Products. Consists of products that cover a
wide variety of products not covered in the other categories.
Includes senior management briefings (Director’s Briefs,
MTAC Briefs, COAT Briefs, Pre-Deployment Briefs, and
Force Protection Briefs), Spot Reports, Blue Darts, NCIS
Country Referent Handbooks and other similar products.

Privacy Act: Not Applicable.



Delete when 4 years old, or when no longer needed,
whichever is longer. (N1-NU-08-3)

3. Polygraph Examination Records.

a. Polygraph Examinations conducted in support of
counterintelligence activities. Copies of examination records
created in support of Cl activities. Includes statistical and
technical data sheets, question sheets, charts, numerical
evaluation forms, subject statements, consent forms, medical
waivers, interview logs, personal data sheets and related
documents.

Privacy Act: N05520-4

NOTE: Care must be taken when applying these dispositions.
Records may be Permanent.

Retain on board until completion of final quality assurance
review. File and dispose of with associated Cl files, such
as SSIC 3850.2a and 2b. (N1-NU-98-2)

b. Counterintelligence Security Polygraph (CSP) Program
Records. Information created in support of the CSP Program.
A CSP package includes CSP briefing form, Report of
Investigation (ROI), statistical and technical data sheet,
question sheets, charts, numerical evaluation form, consent
form, medical waiver, personal data sheet, interview log,
audiotape recordings and other similar documents necessary to
ensure a complete CSP package. These records may be
retained in either hardcopy or electronic/imaged format.

Privacy Act: N05520-4

(1) All CSP Packages after final quality control
reviews are forwarded to NCISHQ.

Destroy/delete when 35 years old. (N1-NU-07-04)

(2) When a criminal investigation is generated as a
result of CSF Polygraph, incorporate CSP Package into
criminal investigation case file.

Dispose of in accordance with guidance for case file using
appropriate paragraph under SSIC 5580.4a or 5580.4b.
(N1-NU-07-4)

(3) Audio tape/video recordings of routine CSP
examinations.

(a) Recordings with No Significant Response
(NSR).

Erase after 90 days. Early destruction is authorized if
records are no longer needed. (N1-NU-98-2)

(b) Recordings referred for further investigations.

Incorporate into investigative case file. Dispose of in
accordance with guidance for dossier. (N1-NU-98-2)

(4) Other copies of records created by 3850, 3b(1).

Destroy when 2 yearsold. (N1-NU-09-2)

SSIC 3860
JOINT AND COMBINED INTELLIGENCE
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1. Administrative Records. Files relating to the routine
internal operation and administration of the Navy sections of
joint and combined intelligence centers.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3870
INTELLIGENCE TRAINING RECORDS

1. Administrative Files. Records of the day to day
administration and operations of training institutions sponsored
by ONI and records of training conducted at the local level by
commands and activities with an intelligence mission.

Included are class lists, rosters, records of attendance and
completion, instructor reports, attrition reports and similar
records.

Destroy when 2 years old. (N1-NU-89-5)

2. Training Materials. Course syllabi, lesson plans,
examinations, instructional materials, and reference
publications used in general intelligence training. Exclude
records for specialized training under SSIC's 3871-3879.

Destroy when superseded or obsolete. (N1-NU-89-5)
SSIC 3871
GROUND RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to Ground Order of Battle Training.

Destroy when superseded or obsolete. (N1-NU-89-5)
SSIC 3872
AIR RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to Air Order of Battle Training.

Destroy when superseded or obsolete. (N1-NU-89-5)
SSIC 3873
PHOTOGRAPHIC RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to imagery interpretation training.

Destroy when superseded or obsolete. (N1-NU-89-5)
SSIC 3874
ELECTRONICS RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to Electronics Order of Battle Training. Include
recognition profiles in any form provided from the national
ELINT database.

Destroy when no longer required. (N1-NU-89-5)
SSIC 3875
COUNTERINTELLIGENCE RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to training for specific counterintelligence
operations or special intelligence operations. Exclude
investigator training.



PERMANENT. Retire to nearest FRC when cancelled or
superseded. Transfer to NARA when 20 years old. (N1-
NU-89-5)

SSIC 3876
INTERROGATION/TRANSLATION RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to the training in interrogation of prisoners of war
and defectors. Exclude records of DOD sponsored Language
Schools.

PERMANENT. Transfer to NARA when 10 years old.
(N1-NU-89-5)

2. Language Training Logbooks. Logbooks maintained by
Marine Corps interpreters.

Destroy 2 years after last entry. (N1-NU-89-5)
SSIC 3877
SENSOR RECORDS

1. Training Materials. Records described under SSIC 3870.2
that relate to theory, fundamentals, and operation of all-source
Sensors.

Destroy when superseded or obsolete. (N1-NU-89-5)
SSIC 3878
SPECIAL RECORDS

File records under other SSICs 3870-3879, as appropriate.
SSIC 3879
ACOUSTIC RECORDS

1. Briefing Files. Command briefings and supporting
materials used in familiarization training of operating force
units in all phases of acoustic intelligence.

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3880
INTELLIGENCE SUPPORT FUNCTIONS RECORDS

1. Intelligence Reference Data Base Records. A collection of
intelligence reference materials maintained to support
intelligence analysis and/or planning and to aid in the
development of finished intelligence products. Records may
consist of photographic collections, biographic files,
collections of commercially published materials, sensor
calibration data, reference electronic databases, and similar
records.

Destroy when 10 years old. Retention in excess of 10
years is authorized for continuing programs upon approval
of DNI. Retention in excess of 10 years will be reviewed
every 5 years. (N1-NU-89-5)

2. Management Support to Intelligence Detachments and
Liaison Activities. Correspondence, messages, and reports
relating to management support to Navy and Marine Corps
detachments and liaison activities in the areas of manning,
personnel assignment, security, administration, and logistics.
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Destroy when 2 years old. (N1-NU-89-5)

3. Intelligence Support to Operational Commanders.
Correspondence, messages, agreements, and similar documents
that relate to intelligence support provided to operational
commanders.

Destroy when superseded or obsolete. (N1-NU-89-5)
SSIC 3882
SCIENTIFIC AND TECHNICAL SUPPORT RECORDS

Retire records under the appropriate subsection of SSIC
3880. (N1-NU-89-5)

SSIC 3883
RESEARCH AND DEVELOPMENT SUPPORT RECORDS

1. Contract Monitoring Records. Correspondence and reports
relating to performance monitoring of contractors performing
research and development work for DON intelligence
activities. Records are accumulated by program managers.

Destroy 6 years and 3 months after final payment on
contract. (N1-NU-89-5)

2. All Other Research and Development Records.

Retire records under the appropriate subsection of SSIC
3900. (N1-NU-89-5)

SSIC 3884
SYSTEMS SUPPORT RECORDS

Retire records under the appropriate subsection of SSIC
3880. (N1-NU-89-5)

SSIC 3885
PROGRAMS SUPPORT RECORDS

Retire records under the appropriate subsection of SSIC
3880. (N1-NU-89-5)

SSIC 3886
SPECIAL SUPPORT RECORDS

Retire records under the appropriate subsection of SSIC
3880. (N1-NU-89-5)

SSIC 3890
INTELLIGENCE PRODUCTION RECORDS

1. Intelligence Reports. Intelligence Reports (IR's) and
Unevaluated Intelligence Information Reports (IIR's) received
from military/defense attaches and other intelligence gathering
activities.

a. Navy-produced IR's and Naval Attaché Reports
predating 1 January 1961 under the custody of ONI.

PERMANENT. Retire to WNRC when 5 years old.
Transfer to NARA when 35 years old. (N1-NU-89-5)

b. Information copies of pre 1961 Navy IR's and Naval
Attaché Reports maintained by other activities.

Destroy when no longer required. (N1-NU-89-5)



¢. lIR’s and Attaché Reports from naval activities, DIA,
or other Service Intelligence components accumulated by the
ONI dated 1 January 1961 or later. The record copy
maintained by the Defense Intelligence Agency (DIA) will be
transferred to NARA as a permanent record.

Destroy when 2 years old. (N1-NU-89-5)

d. Information copies of IIR's dated 1 January 1961 or
later maintained by other Navy and Marine Corps offices and
activities.

Destroy when 2 years old or when no longer required,
whichever is sooner. (N1-NU-89-5)

2. Specialized Intelligence Products. Specialized intelligence
publications such as appraisals, analyses, estimates, studies,
and surveys that have been produced, issued, or coordinated
through DIA.

NOTE: Record copy maintained by DIA.
Destroy when no longer required. (N1-NU-89-5)

3. Production Records. Records reflecting the record of
actions taken in and for the fulfillment of specific requests for
information on any phase of intelligence operations. Records
include correspondence, evaluations and progress reports.
Exclude primary program records filed under SSIC 3800.1.

Retire to WNRC when 2 years old. Destroy when 10
years old. (N1-NU-89-5)

4. Production Schedule Records. Correspondence and reports
relating to the annual schedule of programmed and intelligence
products. Include Navy input to Defense Intelligence
Production Schedule (DIPS).

Destroy when 2 years old. (N1-NU-89-5)
SSIC 3891
ACOUSTIC PRODUCTION RECORDS

Retire records under the appropriate subsection of SSIC
3890. (N1-NU-89-5)

SSIC 3900-3999

RESEARCH, DEVELOPMENT, TEST, AND EVALUATION
(RDT&E) RECORDS

Records in this section are created by activities in connection
with Technical and Specific Research and Development
(R&D) Programs relating to the development of new concepts,
Techniques, Weapons, Equipment, and Materials, or The
Improvement, Modifications, or Refinement of Existing
Techniques, Weapons, or Materials. They involve all phases
of Research and Development, including planning and the
establishment of requirements and preliminary characteristics,
experimentation, design, engineering, modification, testing,
and acceptance. They are accumulated by research
laboratories, test and development centers, stations or units,
proving grounds, facilities, and other research and
development or testing activities or offices. They include basic
records created by research and development activities that
have lasting scientific or research values, such as those that
document program direction, review, and appraisal or analysis;
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the research activity's over-all organization, functions,
procedures, and operations; or the conduct of individual
projects and scientific and technical results and conclusions
that may be useful for future research. Scientific data
accumulated during the accomplishment of a specific project
generally are reflected in laboratory notebooks and in progress
reports. The reports reflect the progress and final results of the
research effort. When specific research projects are of long
duration, much data of a repetitive, continuing nature may
accumulate from such processes as tests or experiments. The
data are usually recorded in rough notes, on punched cards,
electronic tapes, computer print outs, or comparable media,
and then condensed in published reports or statistical
summaries so scientists may use it for comparative or other
purposes. When the data is thus retained in condensed form,
the source material may be considered disposable. Technical
reports and other data accumulated by private commercial or
research organizations performing research functions under
Navy contract are included in the 3900-3969 series. The term
"project™ as used here applies to projects, subprojects, tasks, or
project phases. Where feasible, it may be desirable to
consolidate related records into a single project file. But if
projects are of long duration and the volume of records is
large, records relating to individual subprojects, tasks, or
phases may be cut off and retired to federal records centers or
local interim storage upon completion of the subproject, task,
or phase and in the same manner as for contract case files
covered under SSIC 4200 of this manual.

SSIC 3900-3915
RESEARCH AND DEVELOPMENT RECORDS

RELATED RECORDS UNDER:

SSIC 3901 - RDT&E Plans

SSIC 3902 -RDT&E Programs

SSIC 3903 - RDT&E Project
SSIC 3904 - RDT&E Funding

SSIC 3905 - RDT&E Reports

SSIC 3906 - RDT&E Fleet Resources Support

SSIC 3907 - Other RDT&E Support

SSIC 3910 - General Research and Development

SSIC 3911 - R&D Plans

SSIC 3912 - R&D Programs

SSIC 3913 - R&D Project
SSIC 3914 - R&D Funding

SSIC 3915 - R&D Reports

Should be retired to FRCs under the appropriate
subsection of SSIC 3900 of this manual. (N1-NU-89-5)

SSIC 3900
GENERAL RDT&E RECORDS

1. Primary Program Records.



a. Files and other records of SECNAV, OPNAYV, CMC,
ONR and Systems Command (SYSCOM) Headquarters.
Correspondence, memoranda, reports, studies, record copies of
instructions and notices, and other records that document the
establishment, development, and accomplishment of the Navy's
overall Research and Development Program. Exclude reports
and project case files for specific R&D projects that are
maintained by Program and Project Managers.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old. (N1-NU-89-5)

b. Files and other records of major laboratories and other
activities whose primary function is research and development
or testing.

(1) Official laboratory correspondence filed by Navy
Filing Manual accumulated prior to 1959.

PERMANENT. Transfer to NARA when 25 years old
after declassification review. (N1-NU-05-1)

(2) Official laboratory correspondence filed by SSIC
code accumulated after 1959.

(a) SSIC 3900-3999

PERMANENT. Retire to nearest FRC when 5 years old.
Transfer to NARA when 25 years old after
declassification review. (N1-NU-05-1)

(b) All other SSIC codes

Retire to nearest FRC when 5 years old. Destroy when 10
years old. (N1-NU-05-1)

(3) Program correspondence and subject files
maintained by laboratory officials, divisions, staff and
researchers.

Review annually for records to be filed under SSIC’s
3900.1b(4) below or SSIC 3900.5 (Project case files) of
this manual. Destroy remaining records when superseded,
obsolete or no longer needed for reference, whichever is
later, not to exceed 30 years. (N1-NU-05-1)

NOTE: No lab correspondence described by sub-item (3) and
retired to FRCs will be destroyed before 2011 to allow Navy 5
years to review for permanent records to be included in
historically significant Project Case Files or sub-item (4).

(4) Historically valuable files of scientists and lab
administrators. Those materials collected by an individual
scientist and considered to document the significant
achievements of an individual scientist who is the recipient of
national or international recognition for his work and files
maintained by high ranking lab administrators (Division
Directors and above) that contain unique information
concerning significant activities and accomplishments of the
lab. Selection is to be made by the Laboratory Director of
Research or other knowledgeable Navy Officials. All non-
selected materials are covered by SSIC 3900.1b(3) of this
manual.

P