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AF chives at College Park

8601 Adelphi Road College Park MD 20740-600/{

February 6, 1998

Ichn Greemarald, It

Drear M. Greenwald:

This 15 1m response to your Freedom of Information Act request of December 8, 1997, Your
request was apparently misdirected, since we did not receive it in this office until Jannary 29,
1998, We have assigned vour request number 98-101. [n your request you ask for a statute or
regulation on the destruction of government documents and all documents pertaming to the
destruction of Naval Research Lab (NRL) notebooks and correspondence.

I am enclosing a copy of NARA regulation 3¢ CFR 1228 Subpart A & B which addresses the
1ssues of scheduling and destroving federal records.

Searching the files of this agency we have discovered between 2500 and 3000 pages responsive to
your request for all documents relating to the destruction of the WRL notebooks and
correspondence.  This includes records disposition plans, old and new Navy records schedules,
conversion documents, SF 133s, hists of notebooks, NARA statements, press releases. ctc. We
would be happy to provide you ¢opies of these documents.

We are not in this request charging either search or review fees and witl make the first one
hundred papes available at no cost. For the other copies NARA charges a standard twenty cents
per page copying fee. You should make vour check for $500 payable to the National Archives
and Records Admimistration. Please send it to the address on the letter head of this Ictter and
mark the envelope Attn: FOTA (Mficer, Room 4400. If there are less than 2600 pages we will
refund the extra money, if there are more we will ask that you send an addigonal check.

Sincerely,

MAR'ZG AN

MWNARA FOILA Officer

Enclosure

Natiapal Arekivoy amd Keeords Adnnmistyation

:



§1228.10

on electronic mail S5ystems, see 3§ CFR
1234 .32,

(55 FR. 27428, July 2. 193, as amended at B
FR 144640, Aug. 28, 1505)

Subpart A—Records Disposition
Programs

$1228.10 Authori ty.

The head of sach agency (ln accord-
arcce with 44 U.5.C. 2904, 3102, and 3301
is required to establisk and maintain a
records disposition program to ensure
elficient, prompt. and orderly reduc-
tion in the guantity of records and to
provide for the proper maintenance of

records desigrated as permanent by
NARA.

{55 FR 27428, July 2, 1990]

§1228.12 PRasic slements of disposition
Programs,

The primary ateps in managing a
records disposition PIOETAm are given
below. Details of each element are con-
talned in the NARA records rnanage-
ment. handbook, Disposition of Fedaral
Records (NSN 1810-01-055-8704).

(a) Issue a program directive assign-
ing authorities and réiponsibilities for
records disposition activities in the
agency and keep that directive up to
date,

(b) Develop, implement, and main-
tain an accurate, carrent, and c¢com-
pPrehensive records schedule.

() Train all agency perscnnel taking
rart ix the agency’s records disposition
activities.

(d) Publiclze the program to make all
agency employees aware of thefr
records disposition responsibilities.

(e} Evaluate tha results of the pro-
gram tQ ansnre adequacy, effective-
ness, and efficiency,

[38 FR 27428, July 2, 1990]

Subpart B—Scheduling Records

SOURCE: 55 FR 27429 July 2, 1990, unless
otheryias noted,

§ 122820 Authorities.

{a) The head of each agency zhall di-
rect the creation and preservation of
rscords containlng accurate and Ccom-
Plete documentation of the organiza-
tion, functions, policies, decisions, pro-

a40

36 CFR Ch. Xil (7-1-97 Edition) §

cedures, and essentia] transactions o¢ 3
the agency (44 U.8.C. 3101). The Na.%
ticnal Archives and Records Adminig.
tration shall establish standards fop 3
the retention of those records hawving 9
continuing value, and assist Fedepa: 3
agenciez in applying the standards tq 3
records in their custody (44 U.8.0¢ ¢
2905). .

(k) No Federal records shall be da- i
strayed or ouherwise alienated frop, 3
the Government &xcept in accordangg -
with procedures described in this parg :
1228 (42 U.S.C. 3314). :

§1228.22 Developing
ules.

The primary steps in developing
agency records schedules are "Eiven
below. Details in each step are con- .
talned In the NARA records Inanage- *
ment bandbook, Disposition of Federa] -
Records (N3N T610-01-055-3704), Tlti- -
mately, all records of an AEQNCY Must
be scheduled, but they need not all he
scheduled at the same time. An Aagency 7
may schedunle the records of one fune- %
Lion, program or organizational elé- 4§
ment at a time. L

{2) Determine the functions and ac ,
tivities documented by the records to 3
be scheduled. B :

(b) Prepars an inveantory of the 4
records including a description of their
medinm, location, volume, inclusive J§
dates, informational content and uge. G

{¢) Evaluate the period of tims tha
agency needs each records serles of
S¥stem by reference to its nses ang 2
value to ageney opsrations or legal ob- g
ligations. RN

(1) Based on agency need, formulate
specific recomumended disposition  in-
3tructions for sach records serles or
each part of an automated information i3
syslem, Including file breaks, retention
periods for temporary records, transfer 3§
periods for permanent records, and in- F
Structions for the retirement of records g
to Federal records centers, when appro- ;
priate. Recommended retention periods A
take into account tae rights of the
Government and the rights of those di-
rectly affected by agency ackiona. -

(e} Assemble into a draft sghedule the
descriptions and recommended disposi-
tion imstructions for logipal blocks of I3
records, i.e., entire agency, organiza-
tional component, or functional area. -

T

records

sched.

et ke




‘¢fy Obtain approval of the records
schedules {rom NARA (and from the
General Accounting Office, when so re-
gaired under title 8 of the GAQ ""Policy
and Procedures Manual for the Guid-
ilé.nua of Federal Agencies'’).

Y 129824 Formulation  of

... records achedules.

'\ (a) Gemeral. Agency records schedules
“‘approved by the Archiviet of the Unit-
> ed States specify the disposition for
"7 ggency records. Records of continuing
P (permanent) value will be scheduled for
; tetention and immediate or eventual
~transfer to the legal custody of NARA.
t.-All other records will be achednled for
;;C destruction cr donation after a specific
- period of time based on administrative,
Efi_*-;ﬁsnal. and legal values.
3 (0)  Characteristics  of schedules.
% ‘Though records dispcsition authority
.- may be requested from NARA on a pro-
T gram-by-program, functlon-by-func-
" tion, or office-by-office basis, all agen-
gy records munst be scheduled. Sched-
C‘ulas must follow the guldelines pro-
vided below:
(1) Schedules shall identify and de-
‘moribe clearly each series or system and
" ‘shall contain disposition lnstructions
‘that can be readily applied. (Additional
. information is required for permanent
. IecorTdes  as specified in §1228.28(b).)
:  Behedules must be prepared sa that
" pach offics will have standing instruc-
. tipns detailing the disposal, trancfer,
* or retention of records.
. . (2) SF 1158 shall include only new
. pecaords not covered by the General
g Records Schedules (GRS) (see subpart
- O), devigtions from the GRE (8Sese
.. §1228.42), or previously. schednled
. pecords requiring changes in retention
periods or substantive chunges in de-
soeription.

(3) All achedules £hall take into ac-
count the physical organization of
records or the flling system so that dis-
posal or transfer can be handled in
Mocks,

{4) The disposition oI nonreccrd ma-
terials 15 controlled by instructions in
the agency's Dprinted or published
racords disposition mannal. TLese in-
structions do not require NARA ap-
proval. Such items shall not be in-
cluded on SF 115s. Non-record mate-
ralg, such as extra copies of docurnenis

agency

A
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. gtional Archives and Records Administrction

§1228.26

preserved solely for reference, and
stocks of processed documents, and
personal materials shall be maintained
separately from official agency files LD
aid in records disposition.

(¢c) Provisions of schedules. Records
sohedules shall provide for:

(1) The destruction of records that
have served thelr statutory, fiscal, or
administrative uses and no longer have
sufficient value to justify further re-
tention. Procedures for obiaining dis-
posed autherizations are prescribed in
§1228.30;

(2) The removal to a Federal racords
center {or t0o AN agency records center
approved under subpart K) of records
not eligitle for immediate destruction
or other disposition but which are no
longer needed in coffice space. These
records are mzaintained by the records
center until they are eligible for fur-
ther disposition action;

{3y The retection of the minimum
volume of current records in office
space consistent with effective and effi-
cient operations; and

(4 The identification of records of
permanent wvalue in gccordance with
§1228.28, and the establishment of cut-
off periods and dates when such records
will be transferred to the legal custody
of NARA.

5122828 Request for records diaposi-
tion authority.

(a) Submission. Requests foT records
disposition authority shall be initisted
by Federal agencies by submitting
Standard Form 115, Request for
Records Disposition Authority, €0
NARA (NIR). An SF 115 is used for re-
gquesting authority to schedile {or es-
tablish the disposition for) permanent
and temporary records, either on a re-
curring or one-time basis.

(1) New Federal agencies shall apply
Gzeneral Records Schedules to eligible
records and shall sabmit to NARA SF
1165 covering all remaning records
within 2 years of their gstablishment.

(2y Agencies shall submit to NARA
schedules for the records of new pro-
grams and of programs that are reoIrga-
nized or otherwise changed in a way
that results in the creation of new Or
different records within 1 year of the
implementation of the change.



§1228.28

(b} Certification. The sigrature of tke
authorized agency repreasentative on
the SF 115 shall constituta certifi-
¢ation that the records recommended
for dispasal do oot or will not have suf-
ficlent administrative, lagal, or fiscal
value to the agency to warrant reten-
tion beyond the expiration of the speci-
fied period and that records described
a8 having permanent value will be
transferred to the National Archives
upon expiration of the stated period.

(c) Ixnsapproval of requests far disposi-
tion quthority. Requests for records dis-
position authority may bte reterned to
the agency if the SF 115 is lmproperly
prepared. The agency shall make the
necessary corrections and resubmit che
form to NARA (NIR). NARA may dis-
approve the disposition request for an
item if, after appraisal of the records,
NARA determines that the proposed
disposition is not consistent with the
value of the records. Inm such cases,

NARA will notify the agency in writ-
ing.

[35 FR 27420, July 2, 1990; 55 FR 28136, July 8,
1950]

§1228.28 Scheduling
recoprda.

(&) fnitiation. Federal agencles pro-
Pose permanent reteéntion of records in
accordance with guidelines contained
in the NARA rcrords managament
handbook, Disposition of Federal
Records (NSN 7610-01-055-8704).

(b) Reguirements. Each item proposad
for permanent retenticn on an SF 115
shall include the following:

(1) Records series title used by agen-
¢y personnel to identify the records:

(2) Complete description of the

records including physical type and in-
formation contenta:

(3) Inclusive dates:

(1) An arrangement statement;

(8} Btatement of restrictions on ac-
cess which NARA should Impoae in
confarmity with the Freedom of Infor-
mation Ack {f the records are proposed
for immediate transfer:

(6) An estimate of the valums of

records accurnulated annually if the
records are current and continuing:

(7) The total volume to date: and

- {8} Disposition inatructions, devsl-
oped using the followlog guidelinea:

permanent
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36 CFR Ch, XlI (?—l—??_E
(1) If the records series or BYSLaT
current and cantinuing, the SF 1330
include a disposition instruction
fying the pericd of time after which%in
records will be transferred to ¢ 28N
tlonal Archives, normally witni
years for paper records, 5-10 yeg ‘i_
audiovisual or microform recordg e
&3 800N as the records becomse ing E;‘-;,‘h."
or the agency cannot mect the ma "9
nance reguirements foond ip § 102K T
of this part for electronic racords S
(i1} If the records series or svat ey o
nonrecurring, ie., Do additige
records will be created or sequireq TS
AEeNncy may propose either immagiy
or future transfer to the Natfopa)l§Q
chives, ..
(¢} Determinction. NARA will ‘doteh
mine whether or not records are of jal
manent value and when the transfasel
the permanent records will take Dlacs
(1) If NARA determines that recomf
are not permanent, It will notify{Tha
agency and negotiate an approprisly
disposition. The disposition instrogting
on the BF 115 will be modified priotil
NARA approval. y
(2) If NARA dstermines that recans
are pormanent, but that the trapsfa
instructions are not appropriate, 1t Wik
negotiate appropriate transfer. . terme
with the agercy. The disposition find
struction on the SF 115 will bs Hodi3
fied prior to NARA epproval, 4

. b
[35 FR 27429, July 2, 1990; 55 FR 31982, A

1990]

Eo

§1228.30 Scheduling temy

records. o

(a) Imitiaiton. Federal agencies x93
quest authority to dispose of reco
either immediately or on a recurr
basis. Requests for immediate disposs
are limited to records slready in exisiz
ence which no longer accumulate.'Fog
recurTing records, approved schednlas
provide continuing autharity F
stroy the records. The retentlon peri
ods appraved by NARA are mandatoryd
and tha agency zhall dispasze ﬁf~iE]£‘?'
records after expiration of the reiehs
tion pericd, except as provided HR
§122B.54, D

(b) Reguirements. Each item on an 8K
115 proposed for eventual destructiol
ghall include the following: e

(1) Records aaries title uzed by agel
C¥ personnal ta identify the rocorda; g

i1
1 p

'
! T
k
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!'_.| Description of the records inciud-
g physical type and {informational
5 'tﬂﬂt:
I(3) 1T the records are contalned in a
vacy Acs systern of records, a cita-
WHon to the agency's alpha-numsaric of
Frameric code designaticn for the sys-
BTamn of records. 1f the system Of records
ks added or deleted since the publica-
:con of the current Offlce of the Fed-
-1 Register compllation of Privacy
Wit Issuances, the agency shall also
*i1ta the date and page of the FEDERAL
BRicISTER on which the new system nc-
tice appears or the deleted system is
nnounced. -
B (4; Disposition instructions, devel-
ared using the following guideiines:
(1) If the records series or syelem is
Eurrent and continuing, the SF 115 will
Nhciude & disposition instruction speci-
Rfving the pericd of time after which the
‘records will be destroyed.
B (if) If the records series or system 1S
fponrecurring, i.e. uo additional
BETécords will be created or acquired, the
Egency may propose either immediate
S destruction or destruction on a future
R date.
E'(c) Determinaiion. NARA may deter-
mine that records proposed as tem-
rporary merit permanent retention and
transfer to the National Archives. In
Fsuch cases, NARA ATTAnges with the
sgency to change the dlsposition in-
%;umm prior to approval of the S8F
- (d) General Accounting Office concut-
¥ rence. Each Federal agency shall obtaln
Rihe approval of the Comptroller Gen-
g.eral for the disposal of program records
B less than 3 years cold and for certain
B classes of records relating to claims
2 and demands by or against the Govern-
fhent, and to accounts in which the
fGovernment is concernsd ir acecord-
ance with the GAD “Policy and Proce-
‘dures Manual for Guidance of Federal
iAgencies,” title 8—Records Manage-
Mment (44 U.3.C, 3309). This approval
[ Intist be obtained before Yhe approval of
Ethe disposal request by NARA, but the
lequest may be submitted concurrently
O GAQ end NARA.
F- (e) Withdrown ilems, Agencies may Te-
quest that items llated on the SF 115 be
¥ithdrawn in order to rid in NARA'S
Jrocessing {appraisal) of the remalning
tems on the schedule.

" isnol Archives and Records Adminisirafion

§1228.32

(13 If, during the course of the ap-
praisal process, NARA determines that
records described by an item{s) on the
proposed schedule do not exist or are
not arranged as stated on the BF 115,
NARA may request the agency to with-
draw the item(s) from consideration, if
the agency is unable Lo OfteT snfficient
clarification.

(%) If NARA and the agency cannot
agree on the retention pericd for an
jitam(s), the items(s) may brc with-
drawn. In these cases, the agency will
submit an SF 115 with a revised pro-
posal for disposition within & months of

the aate of the approval of the original
SF 115.

[56 FR 27429, July 2, 13%. &5 amended at 37
FR 22432, May Z8, 159Z]

§1228.32 Request to change disposi-
tion authority.

(a) Agencies desiring o change the
approved retention period of a gorjes or
system of records shall submit an SF
115. Disposition authorities contained
jn an approved 8F 1156 are antomati-
cally superseded by approval of o 1ater
SF 115 applicabie ta the same records
anless the later SF 115 specified an ef-
factive date. Apencies submitiing re-
vized schedules shall jodicate on the
S¥ 115 the relevant schednle and item
numbers to he superseded, the citation
to the current printed records disposi-
tion schednle, if any, and'or the Gen-
aral Records Schedules and item oum-
bers that cover the records.

(b) Agencies proposing to change the
retention period of a series or system
of records shall submit with the SK 115
ap explenation and justification for the
change. The need to retain records
longer than the retention period gpeci-
fled in the disposition instructions on
an approved SF 115 for purposcsd of
audit, coart order, investigation, liti-
gation, study, or any other pdministra-
tive purpose that justifles the tem-
porary extension of the retention pe-
riod shall be governad by the proce-
dures aet forth 1n §1228.04. Agencies
shall npt submit an SF 115 to change
the retention period in such casea,

[61 FR 19554, May 2, 1996, 61 FR 24702, May 16,
1996)
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DEPARTMENT OF THE NAVY
GFFICE OF THE CHIEF OF NAVAL OFERATIONS
2000 NAVY PENTAGON
WASHINGTOMN. D.C. 24350 2000

M REPFLY REFER TO

5720
Ser NOSB30P/8UUL12569
February 17, 1598

Mr. John Greenewald, Jr.

Dear Mr. Greenewald:

This refers Lo your Freedom of Information Act (FOIA) reguest
of December #, 1297, in which vou seek copies of all documents
pertaining to the inadvertent destruction of Naval Research
Laboratory documents by the National Archives. Your request

was received by this Department on January 20, 1938, oOur file
number for your request is 8800349,

In an effort to assist you, we have forwarded your request to
the Head, Navy Directives and Records Management Branch (NOSB35),
2000 Navy Pentagon, Washington, DC 20350-2000, for action and
direct response to vyou.

Should you require further assistance, please contact Ms., Tracy
Ross of my staff at ([202) &685-6546.

Sincerely,

(s . Jina

DORIZ M. LAMIA

Head, DON BA/FQIA Policy Branch
By direction of the

Chief of Naval Operations



DEFPARTMENT OF THE NAVY
OFFICE OF THE CHIEF OF NAVAL OPERATIONS
2000 NAYY PENTAGON
WASHINGTON, D.C. 20353-2000

IHN REFLY REFER TO

5720
NO9B3I5/16
12 March 1998

Mr. John Greenawald, Jr.

Dear Mr. Greenewald:

This refers to vour 8 December 1997 Freedom of Information
Act (FOIA) reguest for copies of all records pertaining to the
inadvertent destruction of Naval Research Laboratory (NRL)
documents and for a copy of the regulation or directive that
governs the destruction of government records.

During our regearch we learned that the Nationhal Archives
and Records Administration (NARA) has notified you that they
identified between 2,500 and 3,008 pages of documents as
responsive to your reguest. Any records maintained in Navy files
regarding the destruction of the NRL documents duplicate those
identified by NARA. Therefore, we are not referring your reguest
to NRL t¢ conduct a separate search of their files.

NARA advises that they have provided you with a copy of the
regulation governing records disposition by government agencies,
36 CFR 1228 Subparts A and B. The directives governing records
disposition within the Department of the Navy is Secretary of the
Navy Instructicn (SECNAVINST) 5212.5C, entitled "Navy and Marine
Corps Records Dispesition Manual”. The Manual is availahle on
the internet at www.dodssp.daps.mil/usndirs.htm.

Because SECNAVINST 5212.5C has been made available on the
internet and because is contains several hundred pages, we are
not providing you a copy ¢f the entire documant. To assist yeou
we are preoviding a copy of the sections from the current and
former Manual that contain disposition schedules for HRL
documents.

211 fees incurred by this office during the processing of
your request are waived in this instance. 1 can be reached at
the above address or by phone at (202) 433-2434.

Sincerely,
=2

. S Jansen
Head, Navy Directives

and Regcords Management
Enclosure:;

Disposition Schedules




SECHAVINST 5212.5C CH-§
11 JANUARY 1996

SSIC 3501

ACGUSTIC PRODUCTION RECORDS

Retire records ynder the appropriate subsection of
S51C 3890.

1C 3900-299%
RESEARCH., DEVELOPMENT, TEST. AND

EY ATTON &F CORDS

RECORDS IN THIS SECTION (S5IC 3500-3999) ARE
CREATED BY ACTIVITIES IN CONNECTION WITH
TECHNICAL AND SPECIFIC RESEARCH AND
DEVELOPMENT PROGRAMS RELATING TO THE
DEVELOPMENT OF NEW CONCEPTS,
TECHNIQUES, WEAPONS, EQUIPMENT, AND
MATERIALS, OR THE IMPROVEMENT,
MODIFICATIONS, OR REFINEMENT OF EXISTING
TECHNIGUES, WEAPONS, OR MATERIALS. THEY
INVOLVE ALL PHASES OF RESEARCH AND
DEVELOPMENT, INCLUDING PLANNING AND THE
ESTARLISHMENT OF REQUIREMENTS AND
PRELIMINARY CHARACTERISTICS,
EXPERIMENTATION, DESIGN, ENGINEERING,
MODIFICATION, TESTING, AND ACCEPTANCE.
THEY ARE ACCUMULATED BY RESEARCH
LABORATORIES, TEST AND DEVELOPMENT
CENTERS, STATIONS OR UNTTS, PROVING
GROUNDS, FACILITIES, AND OTHER RESEARCH
AND DEVELOPMENT OR TESTING ACTIVITIES GR
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; THE RESEARCH
ACTIVITY'S OVER-ALL ORGANIZATION,
FUNCTIONS, PROCEDURES, AND OPERATIONS; OR
THE QONDUCT OF INDIVIDUAL PROJECTS AND
SCIENTIFIC AND TECHNICAL RESULTS AND
CONCLUSIONS THAT MAY BE USEFUL FOR
FUTURE RESEARCH. SCIENTIFIC DATA
ACCTIMULATED DURING THE ACCOMPLISHMENT
OF A SPECTFIC PROJECT GEMERALLY ARE
REFLECTED IN LABORATORY NOTEEOOKS AND
N PROGRESS REPORYS, THE REPORTS REFLECT
THE PROGRESS AND FINAL RESULTS OF THE
RESEARCH EFFORT. WHEN SPECIFIC RESEARCH
PROJECTS ARE OF LONG DURATION, MUCH DATA
OF A REFETITIVE, CONTINUING NATURE MAY
ACCUMULATE FROM SUCH PROCESSES AS TESTS
OR EXPERIMENTS. THE DATA ARE USUALLY
RECORDED EN ROUGH NOTES, ON PENCHED
CARDS, ELECTRONIC TAPES, COMPUTER PRINT

I1I-3-53

OUTS, OR COMPARABLE MEDIA, AND THEM
CONDENSED IN PUBELISHED REPORTS OR
STATISTICAL SUMMARIES SO SCIENTISTS MAY
USE IT FOR COMPARATIVE OR QTHER PURPOSES.
WHEN THE DATA IS THUS RETAINED IT¥
CONDENSED FORM, THE SOURCE MATERLAL
MAY BE CONSIDERED DISPOSABLE, TECHNICAL
REPORTS AND OTHER DATA ACCUMULATED BY
PRIVATE COMMERCIAL OR RESEARCH
URGANIZATIONS PERFORMING RESEARCH
FUNMCTIONS UNDER NAVY CONTRACT ARE
INCLUDED IN THE 3%00-3%6% SERIES. THE TERM
"FROJECT™ AS USED HERE APPLIES TO
PROJECTS, SUBPROJECTS, TASKS, OR PROJECT
PHASES. WHERE FEASIBLE, IT MAY RE
DESIRAEBLE TO CONSOLIDATE RELATED
RECORDS INTO A SINGLE PROJECT FILE. BUT IF
PROJECTS ARE OF LONG DURATION AND THE
VOLUME OF RECORDS 1S LARGE, RECORDS
RELATING TO INDIVIDUAL SUBPROJECTS, TASKS,
OR FHASES MAY BE CUT OFF AND RETIRED TO
FEDERAL RECORDS CENTERS OR LOCAL
INTERIM STORAGE UPON COMPLETION OF THE
SUBFROMECT, TASE, OR PHASE AND IN THE SAME
MANNER AS FOR CONTRACT CASE FILES
COVERED UNDER SSIC 4200 OF THIS

INSTRUCTION.
INH-3915
RESEARCH AND DEVELOPMENT RECORDS

RELATED EECORDE UMDER S5SIC M1 - RDT&E
PLANS, SSIC 3M2 -RDTEE FROGRAMS, SSIC 3903 -
RIOTEE PROJECTS, S51C 3904 - RDTEE FUNDING,
S5IC 3%05 - RDT&E REPORTS, S5IC 3% - RDTXE
FLEET RESQURCES SUPPORT, SSIC 337 - OTHER
RDT&E SUPPORT, S351C 3910 - GENERAL
RESEARCH AND DEVELOPMENT, S5iC 3911 - R&D
PLANS, §5IC 3912 - R&D PROGRAMS, S50 3913 -
R&D PROJECTS, SSIC 3914 - RED FUNDING, AND
S51C 305 - R&D RETORTS SHOULD RE RETIRED
TO FEDERAL RECORLS CENTERS UNDER THE
APPROPRIATE SUBSECTION OF SSIC 3900 OF THIS
INSTRUCTION,

SSIC 3008
GENERAIL RDTEE RECORDS

1. PRIMARY PROGRAM RECORDS

a. Files and other records of the Secretary of the
Navy, the Office of the Chief of Naval Operations,
Commandant of the Marine Corps. Oflce of Naval

Research and S ot Command Headooartess.




Correspondence, memoranda, repoerts, studies, record
copies of instructions and notices, and other records that
document the establishment, developtnent, and
accomplishment of the Navy's overall research and
development program. Exclude reporis and project case
fites for specific RAD prajects that are maintained hy
Program and Project Manayers.

Permanent. Retire to WNRC when 4 years ofd.
Transfer to NARA when 20 years old.

b. Fliles and cther records of major laboratories and
other activities whose primary function is research and
development or testing. Correspondence, reporis,
stadies, and similar records that document the overall
project operations and administration of the RDT&E
function at major laboratories and other RDT&E field
facilities responsihle for the performance, development,
review, appraisal, or analysis of research and
development projects. Exclude Annual Command
History prepared in accordance with OPNAY Instruction
5750.12E and Marine Corps Historicai Summaries filed
under SSIC 5757 of this instroction.

Retire to npearest FRC when 5 years oid, Destroy
when 10 years obd.

2. GENERAL CORRESPONDENCE FILES. Files of
activities and officey parforming research and
developiment fanctions that relate to the rooline interoal
operation amd adminittration of the activity.

Destroy when 2 years old.

3. NAVAL RESEARCH ADVISORY COMMITTEE
NRAC) FILES. Records comsist of minotes of guarteriy
meetings, letters of nomination attd appointment to the
committee, mission definilion statements, and formal
reparts submitted to the Secratary of the Navy.

Permanent. Transfer annnally when 5 years oid o
the Director of Naval History, Naval Historical
Center. Director of Naval History transfer to NARA
in S-year bocks when most necent records i the
block are 50 years old.

4. TECHNICAL BOARDS AND COMMITTEE’S
FILES. Records of hoards and committees studying
agsipned technical research and development problems,
inchuding requirerments for or the aothorization of
projects, the scheduling and phasing of prejects or
programs, and the control and coordination of varjous
research and development project phases or programs.
Records congist of apendas, divectives, mintrtes of
mectings, papers relating to the establishment, revision,
or terminalion of projects, and other papers reflecting
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the boards or cOMumECHees actions, recomumendations, and
accomplishments. Exclude interim and final reports on
specific prajects, and material included in the Project
Case File.

a. Official Board ar Commitiee Files,

Permanent. Retire to nearest FRC in 5-vear hlocks
when 5 to 10 years old. Transfer to NARA when 30
years old.

b. Other copies of board and committee files
accurnulated by members in the execution of their duties.

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

5. PROJECT CASE FILES. Files maintained by Praject
Managers at laboratories, and other actrities responsible
for research and development functions. The file is a
compiete history of each project from initiation thraugh
research, development, design and testing, to completion,
Inciuded are project authorization documents; project
cards; technicad characteristics; test and trial resuits;
drawings, specifications and photographs considered
sscential to docoment deslon, modification and
engineering development: all technical and pregress
reports {including reports received from coniractors):
notices of completion; and eorvespondence infloenciog the
directicn or course of action taken on a project.

Permanent. Place in inactive project file apon
completion or termination. Retre inactive file fo
nearest FRC when 5 years old or bo longer needed
for reference, whichever iz later. Transfer to NARA
when 235 years old.

b. PROGRAM MANAGERS CASE FILES. Case files
for RDT&E projects maintaimed by Systems Command
or other Headquarters Program Manapers. The records
contained in this file are similar in nahrre io the Project
Cage file oiaintained by the Project Manager at
laboratories and other R&D actvitias onder SSIC 3900.5.

Cut off file when item becomes operational or at
termination of the project and retire to nearest FRC.
Destroy when 140 years old.

7. PROGRESS PEPORT RECORDS, Reporis on
ongoing and recently completed R&D projects that are
submitted by research facilities, laboratories, or project
managers to higher authority. Reports generatly show
initiation, chjectives, appraach, progress, and degree of
completion forr RED projects. Files include feeder
reparts and related papers.
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Cut off [ile when item becomes operational or at
termination of the project and retire to nearest FRC,
Destroy when 10 vears old.

a. Research and Technology Work Unit Summary
{0 1498}, Summary progress report on all ongoing
R&D projects,

(1) Uriginal report prepared by lahoratory or
research Gaciity,

Submit semizanually to Defense Technical

Information Center (DTIC) fer incitusion in R&T
Work Unit Information System {WLI%) database.

{2} Reporting Offlce Capy. Paper copy or in
tnachine readahle form.

Destroy when 2 years old.

b. Progress Reports Submitted to Program Manager
on Specifle Projects.

File with Project Case File under 55IC 39005 of this
instruction.

¢. Feeder Reports Used for Compilaten of
Consolidated Reports.

Destroy upon subitission of consolidated report.

3. PROJECT WORKING ANI} CONTROL FILES.
Copies of documents essentially duplicated fn project case
files; preliminary and intermediate skeiches, drawings,
specifications, charts, graphs, photographs; other
working papers deterthined oot to be of sufficient valne
to incarparate in the project case Be; and related project
contrel and propress comirol records.

Ratire to nearest FRC npon completion of project.
Desiroy 5 years aiter completion,

9. LABORATORY NOTEROOKS. Notehooks used to
record and preserve engineering, scientific, and technical
data for R&D profects reflecting progress and how
result; were achieved.

4. Formal Laboratory Notebooks. Numhbered bound
volumes issued by the laboratory and containing serial
numbered pages. Maintained by an imdividual assigned
to the project under recognized scientific conventions, all
eniries are dated, sipned by the person maintaining the
notebovk, and witnessed By a colleapue familiar with the
experiment or scientifle principle involved.

Permanent. Retire to nearest FRC when 6 years ald.

Transfer to NARA when 30 years old.

b. Informal Labora Notebooks that do not meet
the criteria established for Formai Laboratory

Notebowoks.

{1} Inmformal Laboratory Notebooks containing
data essential for establishing patent rights.

Retire to nearest FRC when 6 years old. Destroy
when 25 vears ald.

(1) Informa] Laboratory Notebooks containing
technical data which is routine, fragmentary, or
egsentially duplicated n tachnical reports ar papers.

Fetire 10 nearest FRC when 5 years old. Destroy
when 1} years oid.

10, TECHNICAL WORKING DATA. Data
accumutaied duning research and development and
testing operations that do not pertain to individual
projects. (Summory and usable data having continuing
value are contained in tachnical reports or retained
[aboratory notehooks).

Destroy when 5 years old, saperseded, or ohsoleta,
whichever ic earlier.

11. TECHNICAL LABORATORY WORKING
PAPERS. Techmical notes and daia, measurements,
formulag, syaphs, drawings, and other sinnlar material
accumulated in connection with specittc research,
development, and testing projects. These essentially are
surnngarized in or used as the basis for preparation of
technical reports, bart contime to have temporary
rescarch valoe after a project’s completion. Exclode
laboratory notebooks.

Retire to oearest FRC £ years after completion or
termination of project. Desiroy when 10 years old.
Activities retiring records indicate project
terminaiion date om SF 135. )

12. TECHNICAL BREPORT FILES. Published

~ Technical Reporis {TR), Technical Notes (TIV), Technical
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Memorandum {TM), {or unpablished manuscript of these
reports) prepared in connection with a praject or task.
These reparts suninarize the progress, findings, and
conciusions veached relative to specific projects. They
uxay also clarify and suppiement information contained in
laberatory notebooks and other source data. Include
published bibliogyaphaes and reports received from
COOLractors.

a. CHficial Record Capy.




File with Project Case File under SSIC 39045 of this
instrinction.

b. Distribetion Copy.

Send one copy of each publication to DTIC Central
Depogitory for Research Recoeds.

c. Laboratory Reference Copy. Maintaiged in
laboratory or research activity’s library.

Destroy when no longer needed for reference.

i1, TECHNICAL REFERENCE FILES. Copies of
technical reparts, publications, specifications, drawings,
and other technical or scientific data received from other
sources and osed as a reference source in the
performance of research and development functions.

Destroy when superseded, cancelled, or no longer
peeded for reference.

14. DRAWINGS AND SPECIFICATIONS FILES.
Drawings and specifications design, test procedures, and
technical characieristics of itents developed. The
drawings show, in visual form, the mechanical and
physical characteristics of the items developed and the
specilications explzin these charactaristes in detail.
These are essentiat for prodoction and servicing of the
item developed and for modification, redesign, or
continuing research on the iteme or related items.

a, st of arigl drawin related
specifications.

Transfer to Product Life Cycle Manager or Systems
Command as directed by project sponsor upaon
completion of project.

b. capy of Mnal prodoce drawd and
sperifications.

File with Project Case File nnder SSIC 3900.5 of this
ipstructon.

c. All other copies of drawings and specifications.

Destroy when no longer reguired for refereuce,

15. FEASIBILITY STUDY FILES. Files relating to
expioration of the feasibility of unsolicited proposals for
projects received from individoals.

a. Approved Proposals

Fila in related yroject case Fle.
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b. Reiected Proposals

Destroy 1 year after completion of investigation.

16. CONTRACTOR INDEPENDENT RESEARCH AND
DEVELOPMENT PROGRAM RECORDS. Records
created by contractor-funded research and development
not otherwise spongored by a contract or grant and
falling under ome of three broad categories; basic and
applied research, development, or systems and concept
farmutation,

1. Techmiral evaluation summary reporte, potential

DON relationship determinations, cost classification
determinations, contractor technical plans determined to

lrave Navy technical lead. Records accamuiated by MNavy
[R&D technical Manager,

Retire to nearest FRC wher 3 years old. Destroy
when 11 years old.

b. Technical svaluation forms. technical evaluation
summaAry reports and relaied documents accemuiated by

ev¥alnaring sctivities.
Destroy when 3 years old.

€. Contractor techmical plans not containing Navy
lead responsibilities.

Destroy when 1 year old.

d. Navy IR Policy Council rds. Inctude
announcemenis of mestings, agendas, background
material, hriefing packages, and minutes.

Hetire to WNRC when 3 years old. Destroy when 25
vears old.

17. RESEARCH CONTRACT OR AGREEMENT
FILES. Farmal contracts or agreements with
umivergities, commercial concerns, individuals, and sthers
for researck and development work and related papers.
{Exciude techpical or scientific data furnished DON
under the terms of contracts or agresments. )

a. Case Files of Contracts and Apreements Relating
ta Basic or Applied Research Which can be Identified as

Involving Subject Matter Having Potential for a2 Patent
Infringement Claim,

Destroy when 25 years old.  (NC1-NU-81.3)

b, All Other Files
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Retire under appropriate section of S51C 4200 of this
Instryction.

18. LGS OR OTHER CONTROL RECORDS.
Records for project task assipnments, praoject approvals
ar disapprovals, or research procurement justifications
and approvals.

Destroy when 2 years old or upon compleiion of
praject, whichever 15 Eater.

19. ONR BRANCH OFFICES' RECORDS

a. GENERAIL CORRESPONDENCE FILES AND
REPORTS OF ONR Branch OfTices.

Destroy when 2 years old.

bh. ONR Periadic Reports. Copies of reports
submitted to ONR, Washington DX or to other higher

authority and copies of reports received from other
branch offices.

Destroy when 1 year old.

¢. Status Reports. Reports snbmitted periodically by
contractors to report on pragress of scientific projects.

Destroy when 2 years old or after technical report
has been issued, whichever is Laker.

d. Technical Reparts. Reporis submitted by
contractors upon compietion of 2 partieular contract or
of a project, contract phase, or when signifiant resaits
are to be reported. {Exclude master copies of reports
accumulated by ONR, Washington DC, and covered in
S5IC 390, para. 1.}

Destroy when repori or subject areas of reports are
no longer needed for reference.

¢. Disapproved Proposals for Research Projects or
Contracts. Correspondence and aother doctmenis relating

to rejected or disapproved propesals for research
prajects. Proposals may be received from individoals,
comniereial Orms, povate mstitutions, aod olbers.

Destroy when 2 years oild, provided the propasal is
still in a "rejected” status.

{. Correspondence Periaining to General Naval

Research or Scientific Matters, (Exclude files oot
relating to a specific project, comtract, or propasal,

Destroy when 2 years old.

g. ONR Research Contract or Project Order Record
Cards and Subsidiary Contracts Control Cards, Index or
control record of each cask, project order, or coniract.
{See alsa SSIC 4200.)

Retire under appropriate section of SSIC 420H) of this

h. Contract and Purchase Order {(Caseb Files.
Original proposals, project justifications, correspondence,
and other documents pertaining to the award and
administration of contracts or orders, bids, receipt and

inspection papers.

Retire onder appropriate secdon of S51C 4208 of thic

1. Cormespondence and Papers Pertaining (o License
Maiters [Inder Specific Ca - Includes patent
clagses thereunder, assignments, license approvals, and
agrecments obtained.

Retain on board until 2 years after termination of

contract or of patent involved in agresment,
whichever is sarlier, then retire to nearest FRC,

Destroy when 25 years nld.

j- Patent Clamse (Contract} Records. Card or othar
index record of desipnated contsacts containing patenot
clanses, and of inveniions reported, agreements nhiained
and assipnments and licenses approved theremmder,

Retain 2 yeary after termination of contract or 2
years after termination of patent agreement,
whichever Is carlier.

k. General Correspondence Files Acoumulated by
ONR Branch Offices. Files pectaining to naval contract
matters and related fumctions. (Exclude correspondence
relsring to specific contracts and filed in conract case
fileg.)

Destroy when 2 vears cld.

1. Oiber Records Relaiing to Patents, Copvrights,

Tovettions, and Trademarks.

II-3-62

BEefire records under appropriate section of SSIC
=870 of this instruction.

SSIC 3960

GENERAIL TEST AND EVALUATTON RECORDS

1. TEST AND EVALUATION FOLICY FILES.
Records congist of correspondance files containing T&F

—
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{16} AEROSPACE TECHNICAL IN-
TELLIGENCE REPORTS OR 5TUDITS pro-
duced by Asrospace Technical Intelligence
Center, Wright Patterson Air Force Base,
Ohio: infermatien capies accuwmulated by
naval activities,

Hetention period: until ohsolete {de-
leted irom latest ATIC cumulative jp-
dex of current publicational.

3830 STRATEGIC INTELLIGENCE REC-
CRDS

{11 STRATEGIC INFORMATION
FILES: records containing war strategic
data,

Retention pariod: permanent,
3850 COUNTERINTELLIGENCE RECDORDS

(1} COUNTERINTELLIGENCE FILES:
working files comprising data on individuals,
companies. issociations, and other collec-
tive groups of individyals.

Retentian period: 1 yvear after file is

closec, then theck with Director of

Naval Intelligence to determine com-

pleteness of file; destroy when it is

determined that informatian is com-
pletely duplicated,

3900 RESEARCH AND DEVELOFMENT
RECORDS - GENERAL

These records are created by activities in
connecticn with technical and scjentific re-
search and develnpment programs relating
to the development of new concepts, tech-
niques, weapons, equipment, and materials,
or the improvement, modification. or re-
finement of existing techniques, WeApGns,
Or maieriala, They involve all phases of
rescarch and development, ineluding plan-
ning and the establishment of requirements
and preliminary characteristics, CXPETis
mentation. design. engineering, maodifica-
tion, testing, and acceptance, They are ac-
curnuiated by research laboratories, test
and developrnent centers, stations or units,
proving grounds, facilities, and other re-
search and development or testing activi-
ties or offices,

They include baeic recards created by re-
search and developrnent activities that have
lasting scientifi¢ or research values, such
43 thoae thar document {a) PTOZYurm direc-
tion, review, and appraisal or analysyis- (b}
the research activity's over-all organiza-
vion, functions, procedurss. and operations;
or (¢} the canduct of individual projects and
scjentific and technical results and coneclu-
3ions that may be useful for future research.

1I-3-

Disposal of Navy and Marine Corps Recards

Scaientific data accumuiated during the ac-
complishinent ol & specific Project generally
are reflectsd in laboratory notebooks and in
progress reports and final technical reports.
The reports reflact the progress and final
results of the research effort. Bur since
laboratory notebooks and other subsidiary
scientific papers show how thess results
were achieved, they may possess porenglal
reference value for future scientific re-
search or for adjudicating patent and inven-
ticn claims.

When specilic researeh projects are of lomg
duration, much dara of a Tepatilive, continu-
lng DRTUTE may accumulate from such Broc.
£35€3 as tests or experiments. The datz ars
rsually recorded in rough potes, on punched
cards, electronic tapes, or comparable
media. and then condepsed in published ra.
porty or siatistical summaries so that scien-
Lists may use it for comparative or sther
Purposes. When the data {5 thus retained in
coendensed form, the soyrce matsrial may be
considered dizposable.

Technical reparts and other data aceumulated
by private commercial or research OTganiza-
ticns periorming research functions under
Navy cantract are included in this {3900- 3540
E&rids,

The term "project" as used here applies to
Projects, subprojects, tasks, or project
phases. Where feasible, it may be desir-
able to consolidate related records 1nto &
single project file. But if Drojects are of
long duration and the volume of records e
large, recards relating to individual sup-
projects, tasks, or phases may be cut oIf
and transferred to records center or Incal
interuUn storage upon compietion of the sub-
prorect, task, or phases and in the same
manner as [or contract case filas covered in
sara. 42840

The destruction provisions in this (3900}
BeTies pertaining to technical researeh and
developrnent records are permiasive,

(1] PRIMARY PROGRAM RECORDS:

(al QOeneral correspondence files
and ather records of the Office of the Chief
of Naval QOperations, the Qifice of the Com-
mandant of the Marine Corps, the Oliice of
Naval Research, and of olher departmental
offices and bureaus concerned with the de-
velopment and accomplishment of ressarch
and development plans, programs, policies,

24 21 June 1961
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and procedures relating to their assigned
Mmissions.
Retention period: permanent. [Transa-
fer to center storages when no longer
neepded on board.)

{b} General correspondence fiies,
achedules., reparts, and okner papers of
other tesearch and developmant activities,
departments or other ananiza.tiunal units
that rellect the overall ocparatians and ac-
ministration of the ressarch and develap-
ment function. Theae primarily are ac-
cumulated by field laboratories or other
research activitien and offices responsible
for the periormance, development. rTeview,
and appraisal or analysis of research and
development projscts {such as Naval Re-
search Laboratory, Washington, D.C.:
Maval Ordnance Laboratories; Technical
Devicens {Center, Port Washington: Air
Development GCenter; David Taylor Model
Basin; the Navy Unit, Army Chemical
Canter: ather medical, engineering, shipsz,
aeropautical, astronautical, and other ex-
perimnental, research, development or
teating laboratories, facilities. etc. ).

Retention perind: permanent. [Trans-
fer to imactive file when 5 years old
and to nearcat Federal Records Cen-
ter & years later or when no longer
needed for local refarence. )

(2] GEMNERAL CORRESFONDENCE
FILES of activities and offices performing
remezrch and development functions that re-
late to the routine internal cperation and
adminiatration of the office.

Retention periad; 2 years,

{3} TECHENICAL BOARDPS AND COM-
MITTEES FILES: vrecords of boards and
committeas atudying assigned technical re-
search and development problems, includ-
ing requirements for or the autharizatien of
projects, the scheduling and phasing of
projects or programa, and the control and
coordination of various research and de-
yelopment praject phases or programas.
Files consist of agendas, directives,
minutea af meetings, papera relating to the
extablishment, revision, or termination of
projects; and correspandence and other
papera reflecting the boards or committaes’

actions, recommendations, and accom-
plishments:

{a} ©Official board or committes
filem,
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Hetention period: permanent. (Trans-
fer to inactave file wien § years old
and to the nearest Federal Records
Center © years later or when no
lonpgar required for local research or
reference. )

b} Copies accumulated and used
by bhoard Or cOMmMIiles MAeMOers 10 <aiTyLng

out tLielr assigned LASKS.
Retention pericod: 3 years av untll ne
longer needec tor reference, as
anpropriate.

{4} PROJECT FILES: project caae
or other [[les maintained by lacoratories
and other activities and pifices responsible
for research and development funcricns,
reflecting a camplets histery of each proj-
ect from initiation through research, de-
velopment, design, and esting to comple-
tion. Include project authosrization docu-
ments; project cards: technical character-
istics; test and trial results; crawings.
specificationa, and photographs considerec
essantial to document design, modification,
and engineering development: all technical
and progress reports lincluding repores Te-

ceived fTom contractors); notices aivomple-

1k

tion: ang correspondence influencing the di-

rection or course of actiontaken on aprojsct.
Retention period: perrmanent, [(Trans-
fer 1o inactive project [ile upon com-
pletion or termindtian. transfer in-
active file 1o nearest Federal Recoras
Center when & years nld or when no
longet needed for lacal reference.]

(3} PROCRESS REFORT RZCORDE:
comies of reports showing iniiiation, prog-
Tess, or aepgree of completion ol projecty,
submitted by research facilities, laborate-
ries, or "areject” offices to higher author -
ity; feeder reparts and reiated papers.

Rerention oeriod: reporving sifice

COPlES~-Z years after complenion or

canceilation of related projects; exXcent

4 years after completion or canceila-

tion of relaced projeczs for MARCORFS

activities; ieeder reporrs useofor com-
pilation of tonsoiidated reports —until
supmiasion of consolidated reporta.

(6) PROJECT WOREKING AND
CONTROL FILES: copies of defuments «s-
sentially duplicated in project case files:
preiiminary sketches, drawings. speciii-
cations, charts, graphs, phutographs;
other working papers determined not to Se
of aufficient value to incorporate in project
case files, and related correspondence;

Chang= 1
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relited project contrel and progress control
records.
Retention period; unti]l completion or
cancellation of project or until purpose
has been served,

(7} LABORATORY DATA OR TECH-
NICAL NOTEBOOKS and cther records con-
raining baaic technical, research, and
screntific data of continuing value and re-
Hecting progress and how results were
achieved,

Retention period: permanent. Trans-

fer to {nactive file upon completion of

related projecta ar when Notebooics
are {illed; tranaier inactive f{le to
nearest Federal Recards Center when

S years old ar when no longer needed

by the individual (engineer, scientist,

or technician].

{8) TECHNICAL WORKING DATA
accumulated doring research and develop-
ment and teating ocperations that de not
peTtain te individual projects or afaign-
ments. {(Summary and gsable data baving
continuing value are contained in technical
reporis or retained laboratory noteboaks
or ather racards. )

Retention period: § years or uneit

Iuperll:atg ar ochsaolete.

{9} TECHNICAL LABGORATORY
WORKING PAPERS (other than laboratory
or technical notebooka); technical notes
and data, measurements, formulas, graphs,
drawings, and other similar material ac-
cumulated in connecticon with apecific re-
dearch, development, and testing projeccs.
These esgentially are summarized in or
used as the basia for preparation of reports
but continue to have temporary research
value after project's completion.

Retention pericd: 10 years after

Preparation of Iinal report or termi-

nation of project, whichever is later,

{Transier to neareas Federal Rec-

orda Center & years after complstion
ar termination of project. }

{10) TECUHNICAL REPORT FILES:
official [maater) file copy of =ach published
technical report {or unpublished manuscripe
of reportl prepared in connection with a
project or tazk, These reports summarize
the progreas and findings and conclusions
reiached relative to specific projects; they
alsoc may clarify and supplement informa-
tion ecntained in work labaratory notebooks
and other scurce data,

n-3-26
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Retention period: permanent. {Trans-
l1er Lo wnactlve lile when 2 years old;

tranafer inactive file to nearest Fed-
eral Records Center when 5 years old. }

(I1l] TECHNICAL REFERENCE FILES:
copies of technical reports, publicatiarns,
specitications, drawings, and other techni-
cal or scientific data received from other
=ources and used as a reference source in
the perfiormance of research and develap-
ment functions. {Exclude official file copies
of reports and other documents degignatad
in para. 3900(10} above and elsewhere in
this (3900) series a$ permanent records. )

Retention periad: until superaeded
or cancelled or until no long%r needed
for refsrencse purposas.

12} DRAWINGS AND SPECITICATION:
FILES: official file copy af each drawing
and specification showing final design. test
procedures, and technical characteristics
of items developed. These records are use.
ful adjuncts to the files described in para,
3300{4], (7)., and {8) above. The drawings
show in visual form the mechanical and
cther physical characteristics of the items
developed, and the apecifications explain
these characteriatics in detail. These are
egzsential {or production and setrvicing of
the item developed, and for modification,
redeaign, or continuing research on the
items or related jtems.

Retention period: permanent. {Place
in inactive file when superseded or
ebsolete; tranafer inactive file to
neareat Federal Records Canter a:
end of each year or when no lange:s
nesdind for local veference. }

{131 FEASIBILITY STUDY FILES:
fiiea relating to exploration of the feasibil-
:ty of unsoclicited proposals for projer:s
recoived fram individuais,

Retention period: [ile proposals re-
sulting 1n authorized projects o e -
iated project case [1le; qestroy Te-
jected proposals | year alter com-
pietion of investigation.

{14) RESEARCH CONTRACT OR
AGREEMENT FILES: fermal contracts or
agreemernts with universities, commescial
concerns, individuals, and others for re-
search and development worik; related
papera. (Exclude technical ar scisntific
dara furnished the Department of the Mavy
pursuant to the terms of contracis or
agresments. | Apply para, 4280(11.

21 June 19G-
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Operations and Readiness Records

{15 LOGS OR OTHER CONTROCL
RECORDS for project or task assign-
ments, for project approvals or dizap-
provals, or for ressarch procurement
justifications and approvals.

Retention period: 2 years, or until
comp.etion of project, as appre-
priate,

{16) REFERENCE FILES OF TECH-
NICAL PUBLICATICONS AND DATA: capies
of publications, reperta, teat data, project
reperts, and other zimiilar documents
criginated by cther government agencies or
by private compani&s or inatitutions,

Retention period: until superaseded or
obpolets or no longer needed for
reference, -

{171 OFFICE OF WAVAL RESEARCH
BRANCH OFFICES RECORDS:

(a) General correspendence files,
inciuding reports of ONA Dranch OIFIcEs.
[Exclude primary program recorda of the
:Office of Naval Reasarch, Washington, D.C.
and the Maval Research Laboratery, Wash-
ington, D.C. covered in para, 3900(1} )

Retention period: 2 years, except re-
tain on board copies of admimiatrative
and organizational histories {sme para.
5750} until office iz disestablished,

b} ONR pericdic reports: copies
of reporta submatted to the Office of Naval
Research, Washington, D.C. ar to ather
higher autherity. and copies of reporta re-
ceived from other branch affices,

Retention period: 1 year.

(=} Status remorts submitted
periodically by contractors to report on
progreas of scientific projects.

Retention petiod: 2 years, provided
related technical report Bas been
izaned,

{d] Technical reports submitted
by contractors upon campletion of a particu-
lar contract or of a project or contract
phase, or when significant results are to
be reported. (Exclude master zopies of
reports agcumulated by Office of Naval Re-
search, Washington, D, C. and covered in
para. 3900{19) abave.)

Petention pericd: wuntil report or sub-
Ject areas g *=ports are no longer
songidered pertinent or necesasary to
the performance of the local office's
functiona,

SECMNAVINST P32Ili.5b0
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ie] Disapproved proposals [for

research projacts or contracts; curre-
spondence and nthar documents relating to
rejected or disapproved propasals ior re-
search projects. Propesals may be »2-
ceived from individuals, commerecial firms,
private inatitutions, and others.

Petention pericd; 2 years, proviged

that at the axpiration of this pericd

the proposal is still in a "rejected”

status.

(f) Correspondence pertaining
to general naval research or scientific

matters but not relating to a specific proj-

ect, contract, or proposal.
Hetention nericd: 2 yesars.

{g) ONE research contract or
project order record cards, including

Subsidiary contracts control cards: index
or control record of each task, praojec:
order, or <onktrtact,
Ratention period: until completion or
termination of order, taak, or comn-
tract, then file in contragt case file
and handle in accordance with para.
4280,

{k) Contract and Purchase Order
{(Case} Files: original proposals, project
justifications, correspondence, and other
documenta peartiining to the award and ad-
ministration of contracts or orders, bids,
receipt and inspection papers. sybse-
quent payment records, and othey supporet-
ing documents., Aprcly para. 3280,

{i} Caorrespondence and other
papers pertaining to license matters unders
specilic contracts {including patent clauses
thereunde«r |, assignments, license ap-
provals, and agreements oblained.

Retention period: parmanent. (Retain
on acard until 2 years aftar termi-
nation of contract or of patent in-
valved {n agreement, whichever is
marlier, then transfer to nearest
Federal Records Center. )

{;) Patent clause {contract}
recards: card or other index record of
designdted contracts containing palent
clapses, and of inventions reporied, agree-
ments obtained, and assignments and li-
censes approved thereunder.

Fetentipn period: 2 years alter ter-
mination of contract or & years atter
termination of pacent agreement,
whichever is earlier.
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{k} General corres cndence files
accemulated by ONR branch offices pers
taining o naval contracs matters and related
functiona, {Excliude correspondence relat-
ing to specific contracts and filed in con-
tract case files. }

Retention period: 2 YRars,

(1) Cther records relating to
patents, copyrighrs, INVENntions, ang
trademarks. Apply para, iy,

3330 RESEARCH AND DEVELOPMENT
PROJECT RECORDS

(1} PROIECT CASE FILES. Apply
Para, 3900{4).

(2} QTHER PROJECT RECORDS,
See para, 31900,

3960 TEST AND EVALUATION RECQORDS

SUMMARY TESTING AND EVAL-
UATION RECORDS AND DATA FOR NAVAL
MATERIALS (weapons, components, tquip=-
ment, etc. ). (See alan Fara. 3900(4) and

(7).}
Hetention peried: Fermanent. {Trans-
fer to nactive file upon cormpletion of
project and to neareat Federal Rec-
crds Center 5 years later_}

(2] DETAIL TESTING DATA and ather
technical recordg accumulated in connection

Disposal of mavy and Marine Carps Recorgsy

with testing and evaluation operations. [Ses
also paras. 3900(8} and (2.}
Retention peried: 5 ¥ears, provideg

SUrmmary results ape contained in
technical reparts or in EerTnanent
laboratory records, exceme that working
papers may pe destroveq UPpOn Combietion
of testing operation or ‘®when sursoee haa
been servad,

RESEARCH AND DEVZLGPMENT
EVALUATION, AND INSPECTION
REPORTS; Opies aczurnuiatad by labora-
taries or facilities in connection with thej~
Tescarch, development. ang testing func-
ticns., [(Exclude reports filed in projec:
case files covered in Fara. 3900(4), )
Retention period: 5 ¥Yetars, nrovided
action is completed and fummarizec
in pertnanent Fecords, except if pe-
Part requires major isng-term actinn
by the laboratory or facility rerain
for 10O years.

(4} LOG QR INDEX CCNTROL REC-
QRDS of testing operations and of material
Tecmived for analysis, maintained oy laba-
ratoriey ar other testing facilitias,

Retention periogd: 5 years,

CARD {INDEX) RECORDS OF
TEST REPORTS or other teat records,
Dispose of in the Same manner and at the
Bame timie as the basie records.

{3
TION RECORDS.

OTHER TEST AND EVALUA-
See mara. 3900,




