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~1E(U.DIES1i'fOIR! IRlrECo~rosro~SIPOS~nO~ ALDTIHIOliUlIV LEAVE SLANK 

(See Onsgructic)8'IS em reverse) JOB NO. 

TO: GIENIER SJERVnCIES ADM!lNInS1J"RATnON, 

NAnONAl A ItIIlES AN[) RECORDS SERIIICE, WASIUNGiON, DC 20408 DJHE R",EC;,IVE, D /:, ~ '7, Jv- := 
1. FROM (AGENCY"O ESTABLISHMENT) t / &- 0 L 

_D:::..E::::...:.P..:.A:.:R:.:..:T:..:M..:..:E:::..N~T~9:..:F~T::....:..:H.:::~~N.:..:A..:..V-=-Y..:..._'------;:'-----------1' ,·h0CAT;6;;,~(f AGENCY 

In accordance with the provisions of 44 U.S,C. 3303a the disposal re-u.s. PACIFIC FLEET Quest, including amendments, is approved except for items that may 
3. MINOR SUBDIVISION be stamped "disposal n~t approved" or "withdrawn" in column 10. 

FLAG OFFICE 
5. TEL. EXT. 

695-1925 'Dale Archivist (~rIII" United Stutes 

6. CERTIFICATE OF AGENC~ REPRESENTA IVE: , . , .', ' .' 

I hereby certify that I am authorize to act for this agency in matters p~rf~i.n.ingto the disposal of the agency's .re~ords;
that the records pmposed for disp al in this Request of .,3 . pag~(~) are not now needed for the businessot 
this' agency or will not be neededafte the retention periods specified: 
[j A Request for immediate ' 

o ~Request for 
retention. 

disposal after specified period 

.~ •• .r. .OJ' 

~" 

of time or request for permanent 

C. DATE 

JAN 11 1983 

,9. " 10.SAMPLE OR ACTION TAKENJOB NO. 

1 POSl lon reques e IN PA FI:.T 
Flag Office Files. The' files emaintained by ."~ 
the Flag Office and are referen d and con- . (', "'.1 '., ", 
trolled by means of an automated orrespondence "' "LD,' 71;... .', 'Wt'1 storage re~rieval system (Honeywer -cofuputer) " I 
and a microfiche file system (Bell nd Howell). 

The CINCPACFLT Flag Off ice files cons' st of. 
incoming and outgoing correspondence, upporting.
documents, significant.reference materi Is, and 
other essential dooumerrtat.Lon cl"assified up -to 
and including TOP SECRET. The files docu ent 
the'day-to-day operations of CINCPACFLT, a the 
planning, development, execution and histor of 
the CINCPACFLT ~i~sion; and wiil be a Frimar 
source of information to researchers Lncer es t 
in t~e activiti~s of the DepartmeQ~ of the Nav 
at its highest level of command.' The files are 
aintained and contr61led in accordance with the 
rocedures set forth in CINCPACFLTINST5400.3M. 
hisinstiuction provid~s conversion to ~icro~ 

fiche of all but the most routine CINCPACFLT 
orrespondence and its reference and control 

through an automated computer system. The 
icrofiche of incoming and outgoing corre-

spondence, which accumulate at a rate of about 
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9.7. , 8. DESCRIPTION OF ITEM	 10.SAMPLE OR
ITEM NO. (With inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

25,000 fiche per year, are filed separately and
 
each is referenced and controlled through its owr
 
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 this
 
form will be microfilmed in accordance with the
 
standards set forth in 41 CFR 101-11.5Q6.
 

1 INCOMING CORRESPO~DENeE 

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 -t he 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. Inclu~e6.11"e rvtierofie~e corle' ~~,} l'\'Iorct~ly7'~.. ~~Qlo\!) 
eomrll~r~rril\~oU+ f\lIilinq :li~S.	 0''''' ~r tI" v ,.1. ,..~'lil
A • MICROFICHE COPIES OF CORRESPoNbENCE A,W'b FINi)I"'c.. A\l>S ~~~~)'IJ. . 

(I) SILVER MASTER AND ONE COpy 
MDJts 

ilJ "3~r bloc.ks , t~ar 
PERMANENT •. Transfer to FRCAimmedi- ~iGj

ately after verification. Offer to NARS whenv20 
yea rs 01d • (1l0st- r&:ettf recor~ are. 

".0 ..... 

(2) REFERENCE COpy MICROFICHE	 maintained 
o'	 in central mail room.
 

Sl)l

DESTROY when throoAyears old. 

115-203 Four copies, Includlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
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9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO. (Wilh Inclusive Dates or Retention Periods) ACTION TAKEI\! JOB N(). 

B. PAPER ORIGINALS 

Destroy after verification of microfilm. 

2. OUTGOING CORRESPONDENCE 

Action offices forward all completed ~ 
correspondence, which may be in reply t~ incomin~ 
correspondence, or initiated by the action offic~ . 
itself, to the Flag O£fice for processing and 
dispatch. 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 patt 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
Off ice files its copy of the outgoing ~r~V'tI) 
correspondence microfiche according to security 1~~~~ 
class ifica tion and ser ial numbe r, lnthJae~ al'\ rllierof;~~e Ie 1.~~:1>'t 
eofitS ~U1tr:rtea. n!omhly) of c.o"'rlJ+er.pril1to~ ftncli~ aids. . ." ~,.p:., 
A. MICROFICHE COPIES OJ:" CORRE~Pot{b£NCE Atlh FI~bIN~ Alb'S 0 

(1) SILVER MASTER AND ONE COpy
. in 3-yea" bloeb> 

PERMANENT. Transfer to FRCAimmediately

after verification. Offer to NAR§;-whenv20 years


.old. - -:r . Y bI ~ 11'105+re.:eJt\- reCoras :of"e

/11 J' ear ock.s . 

(2) REFERENCE COpy MICROFICHE maintained in
 
the flag office.
 

DESTROY when 

B. PAPER OIHSUH! T G COPIES 

Destroy after. verification of microfilm. 

.. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration , 
GPO: .1975 o . 579-387 FPMR (41 CFR) 101-11.4 


