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- 10.
SAJ"SELEOC_’R ACTION TAKEN

‘s/in central mail room.

25,000 fiche per year, are filed separately and
each is referenced and controlled through its own
automated computer program,

Due to limited space and resources, CINCPACFLT
cannot adhere to the storage standards for
permanent microform as stated in FPMR 101-11.507
and 101-11.508. Therefore, the Department of the
Navy proposes shipment of silver masters to a
federal records center immediately after micro-
form is verified as a true copy of the original.

This certifies that the records described on thisg
form will be microfilmed in accordance with the
standards set forth in 41 CFR 101-11.506.

INCOMING CORRESPONDENCE

All incoming correspondence is received in the
Flag Office. A determination is made, according
to set standards, as to whether it is to be
controlled or uncontrolled. All correspondence
requiring action or having future reference value
is controlled. An incoming route slip (IRS) is
prepared and the correspondence assigned an
eight-digit document control number, which con-
sists of the year, classification and a unique
control number. The correspondence, along with
the IRS, is microfilmed, and the paper copy of
the record, along with the IRS is sent to the
appropriate action office for processing. Using
pertinent information from the correspondence,
the IRS is prepared by and entered into the ‘
computer data bank. The fiche itself is filed
according to security classification and in order;
of document control number. Tnclided are microfiche copies dheneran
computer-printout {lnaind aida.
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Four copies, includirig original, to be submitted to the National Archives
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Administration
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PAPER ORIGINALS

Destroy after verification of microfilm.

OUTGOING CORRESPONDENCE
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Action offices forward all completed
correspondence, which may be in reply to incomin
correspondence, or initiated by the action officq
itself, to the Flag Office for processing and
The file copy of the correspondence
provides various items of data such as .
originator, date typed, and IRS involved, if any|
The Flag Office reviews the correspondence, and
assigns a serial number and date. The corre-
spondence is then microfilmed, either in

its entirety or in part as indicated by the
action office, and forwarded to its destination.
All backup material is returned to the action
office along with a copy of the outgoing '
correspondence for reference use. The Flag
Office files its copy of the outgoing
correspondence microfiche according to security
classification and serial number. ImmuAaQan£¢e ¢
Copies Qweraka menthly) of computer-printoud ﬁndtl\a aids. | “ 935
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