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NAVINVSERV INSTRUCTION 5212.1

From: Director, Naval Investigative Service

Subj: Naval Investigative Service I'ile Re

tention and Review Procedures
for Material on nou-DoD Affiliaced

Individuais and Organi-ations

| Rels (&) SECNAVINST 3820,24

Encl: (1) Nis Revaliddbion Cross Reference Sheet
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1. Purpose¢. To establish and Implement wiform procedures throughout
: - the Naval Investigative Service for processing, purging and revalidating
' i information acquived pursuant to reference (a) on non-DoD affiliated
P individuals and organizations. '

2. Cancellation. Any previously is

: guidance documents in conflict with
: cancelled.

sued Naval Investigative Gervice,
this directive are auperseded and

3. Scope. This directive is applicable to all Naval_lnvestigativi X
Service components within rhe fifty (50) States,

the Commonwealth of Puerto Rico, and U,S8. territories and possessions.

|
f
]
the District of Columbia, ol %ﬁ
|
4. Discussion. 1t has become increasingly apparent that a formal and
thorough method is needed to assure that items retained: for one year or !
lesg under the various recention criteria set forth in reference {a} are
reviewed and acted upon at the proper times. Reguiar formal review in
guch cases must be Ffolloved by elther destructitm of items or by re~
validation for further retention, Certain categories of material also
require approval by the Secretary of the Navy for retention bevond one o
year. Experience over the past months with the Defense Ihvestigarive

Program also indicates a need ra establish uniform procedures throughout

the Naval Investigative Service across the entire spectrum of processing,

purging and revalidating information acquired on non-Dol affiliated in-
dividuals and organizations. This document sets

PR

forth such procedures.

5. Action

a. Newljxﬂcquired Material. At the time such incoming material
is processed for normal action

i AU ey personnel shall ye-
view the material i light of r%ﬁﬁg@:?{jg\ﬁifﬁ_ﬁé?g material is to bhe
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retained, the cover or first bage or veverse thereof shall ba promivently
narked (80 as not to obseure the written matter) to indicate the follow-
ing data:

SECNAVINST 3820.24 - INITTAL REVIEW

bate Acquired/Reviewed: T e
64 90 1L ¥R EXEMPT

Retention Deciston [71 [T [ i ]

bate to be DESTROYED/REVIEWED: i -

Reviewst's Signature T e
Annual Review

Date

Reviewed e R
Reviewer's Signature Code

Date

Re Viewe d [ e it L T R — —— R PR
Reviewer's Signature Code

L ; et e - N

The one year block applies to two separate Lypes of material; “"threat
material® which requires annual verificatlon by SHCNAV (para 2.a,,
enclosure (4) to reference (a)), and "non~threat material, e,g., in-~
Formacion on vendors, which does not require annual SEONAV verdficarion
(para 2.¢., enclosure (4) to reference (a}}. In any event all material
in both categories must be reviewed annually in order to effect appro-
priate diasposition.

The 90 day block applies basically to “working' waterial that does not

meet the one year (or longer} retention criteria, e.g. an FBT monograph
on the New Left,

The 60 day block applies to civil disturbance information.

The exempt block applies to materi
of reference (a), e.g. authoriz@?
viduals, criminal matters, or ir
activities, '
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(n Siﬁkymﬂﬂﬂ,?O_QQX_MQLVVQHL- Newly acqabred material In (hone
categories shall oot be gent Lo central fLles.  Rather [t ghad ) Lo e
tained separately dn oo "eickiep” Cashion s0 w5 Lo Lnngre menthly roviow
and appropriate dleposition as (¢ reaches the end ol rhe 60 or 90 day
perlod.  Sixty day {(vr eclvil disturbance) material must be destroyed no
later than 60 doys afrer the situallou for which 11 was collectad termf-
nates (except historical summaries or after action reports which may he
retained permanently). It is envisioned that Naval Investigative
Service components will retain Iittle or no information in this category.
Ninety day material must be destroyed at the end of that period or, if

a threat actually develops, filed under the one year threat criteria as
appropriate, '

(2) One Year Material. Newly acquired one year material shall
be marked as described above and filed in central records under the
appropriate subject matter. However, to facilitate a tickler system
For one year review and revalidation, professional level personnel pro-
cessing the material shall alse complete enclosure (1) and staple it
to the document, Naval Investigative Service central files personnel
shall establish a separate "tickler" file for all one year retention
matetrial. Upon receipt of finish file material, they shall detach
enclosure (1), annotate it as to ultimate file location and drop file
it In the tickler. Av the time of annual review NIS file personnegl
shall review the one vear tickler file and pull the dossier, microfilm,
etc., as dndicated by the "tickler". The material shall then be provided’
to the Code that completed the "tickler" for a determination as to whether
the file should be vetained or destroyed, ’

b. Naval Investigative Service Investigative Material. Naval Investi-
gative Service investigations, whether on DoD affiliated or non-DoD affili-
ated individuals and organizations shall also be marked ig accordance with
paragraph 5.a. above. However, it is not necessgary to mark each separate
ROL. 1In the case of Naval Investigutive Service Headquarters, the closing
review sheet shall be marked as set forth in paragraph 5.a. above. In
NIS fleld components the closing or RUC report shall be go marked, TIf an
investigation is authorized for one year recention only, a revalidation
cross reference sheet shall be attached to the outside of the dossier, and
the material shall be "tickled" by NIS file personnel.

¢.  Annual Screening and Revalidation of One Year Material. All re-
tained material previously identified as heing 1in either of the "one year'
categories described above, shall be screened annually to determine if ir
should be retained for another vear or destroved. Such sereening shall
be accomplished prior to 30 June each year. Determinations shall ba made
on the basis of total file holdigdaag Mdpdividual or organization, It
is not necessary to revalidate e#@#iﬁé Qﬁigbf hONt contained 1n a dossier.
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ln the vase of » "Lhireat" Pley, sny material of o Lhvreat nature added Lo

;
the d{le during ihe §2 months perfod prior 1o the revaltdat ton date wil]
normad Iy serve to make the 1 Je vretalnaby o 1oy the iowling venr,
ever, such vetatvabillty must be re-

SecNav level, as deseribed below.

Hemie
vitlldated in every instance ot the

Material fabling to meet the criteria
for Jurther retention shall be destroved. a report listing thouse [1tes

NIS Field elements feel ghould be retained for anather year which are
subject te revalidation by the SecNav shall be forwarded to NISHQ (attention
NIS-27). fThe reascn for continued retention shall also be indicated, 1.,
one of the four retuntlon criterda sct forth in para 2.a., enclosuore (4)

to reference (a). Material retained pursuant to para Z2.c. of enclosyre

(4} to reference (a) should not he reported. This report ghail be submitied
80 as te arrive at NISHQ not later than 30 June each year. At Beadquarters,
NI5-34 shall prepare a similar report covering WISHQ files to reach NIS-27
not later than 30 June each year. NIS-27 shall review all submisslons and
compile a total list of holdings on non-Dob affiliated organizations and
individuals which NIS desires to retain. ‘this list shall be submitted to
the Secretary of the Navy during July of each year for verification,

d.  Existing File Holdings

(1) Naval Investigative Service Fleld Elements. (n order to be~
come current on this matter NIS field elements, which have not already
done 80, shall take immediate action to purge or revalidate all one year
(or less) material that was acquired prior to 1 July 1972. Material re-
tained shall be warked in accordance with Paragraph S.a. above,
material that has been acquired and ret
shall likewlse be identified and marked

One year
alned subsequent to ] July 1972

(2) Naval Investipative Service Headqu
of NISHQ files precludes any wholesale
However, whenever any NISHQ dossier (name or topical) ds retrieved for
whatever reason, the dossier shall be reviewed for retention purposes
in accordance with the provigsions of this directive.. Before being re-
turned to central files a cover sheet appropriately anmotated as

described in paragraph 5.a. above shall be placed on top of the docu~
mentation inside the dossier. :

arters.  The sheer voluyme
systematic purging at this time.

{a) Where s file contains both "exempt'' and "one vear"
documentation, the "One Year" documents stand by- themselves and are to
be considered for re

validation/destruction in accordance with patagraph
3.2.(2) above.

S
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{b) When microfilmedthu%?eﬁl%tﬂg
meet retention criteria, it shall be%?iﬂaﬁqyﬁ
it at DCIL is to be deleted. When m?fﬁ%%ﬁjm
retal
a

ﬁmined aot to

P But the index to
ig determined to be further

E Lt ghall be e ld.d: I T bance with paragraph 5.a.
\assmied, | Ddwiigatig ted dn.caendance

t shall be added to the microfilm record.
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€. QEﬁﬁEﬁfEEiEﬂEiﬂﬂﬁ' brief evaluations, or characterizations of

and organizations subject to the provisions
of reference {a) wsed in adjudication of pevsonnel and internal security
iovestigations are authorized for retention, but must he reviewed
annually for pertinency. Accordingly, NISHQ shall conduct a review of
all Headquarters characterizations as they become one year old and shall
take action to update or cancel them ag appropriate. All other "evalua-
tions" held by NIS components, from whatever source, shall be reviewed
and revalidated in accordance with paragraph 5.a. above. 1In those cases
where the "evaluation" is retained foy another year, the document shall
be annotated to show the date of veview and the identity of the reviewer.
The back-up material on which the characterization is based may be re-
tained by the originator only. :

R

f. Counterintellipgence and Secu{jﬁxpPro@gggéggwggggmgggg.
intelligence and securtty production efforts (ecg., monegraphs, studies,
analyses, briefs, etc.), whether produced by NIS, or another government
dgeacy, are subject to the provisions of this Mrective. '

Counter—
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&- Cross-Referencing on non—~DuD Affiliated Individuals

& Organizations.
Retention is authorized of information collected on non—

Dol affiliated in-
dividuals and organizations incident Lo the investigation of, or cgllectlon

agalnst, an affiliated member. Such information, however, shall ndt be

| cross refevenced to the Central Files or the DCIT unless the information

: on the non-bDol affiliated person or organization weets the DIRC criteria _
for retention, Further, utmost discretion should be utilized in this area "
in order to avoid anmy inference that the spirit and intent of the DIRC
directives are being circumvented. When feasible, only that portion of

4 report on a non-affiliated person which is dirvectly pertinent to an
atfiliated individual should be retained.

h. Geographical Considerations. Tnformation recained by an NIS
field element on non-DoD affiliated individuals and organizations should
generally be limited to such individuals and organizations that are

active in the field element's geographical area of responsibiiity,

6. Forms. Enclosure (1), NIS Form 3850/2 (revised 10/72), is stocked
by NISHQ (Code 33), and supplies are avaitable upon requast. An initial
supply is being promulgated with this Directive, '
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NI FORM 3850/2 (revised 10/72) NISINST 5212.1

T et e it b5 e o e e

I g bt e <o e e e .

(ONL YEAR RETENTION " "GWiE ik i

REVALIDATE OR DESTROY PRIOR TO 30 JURE 19

RETENTTON CRITERIA
{Circle Cne)

A.  THREAT MATERIAL: | |

e e o et e e ot
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1. Demonstrated Hostility ~ Activities in which an actual exaﬁmle of

violent or eriminal hostility has been carried out within the
previous year,

2. Threatened lostilivy ~ Activities which during the pervious Year
have explicitly threatened Dol functions,

3. Potential Hostilic

a ¥ — Activities whose continuing nature in the
viclalty of DoD installations provides a slgnificant potential
source of harm to or disruption of the Installaticn or its
funceions. '

T e e e .

4. Dissidence - Activities which during the previous year have
counseled or published information actively encouraging vielation
oF law, disobedience of lawful order or regulations or disruption
of military activities.

e e e ——

8. NON-THREAT MATERILAL:

1. Ser

vice to Dol ~ Activities routinely servicing oD inst&llations.g

N |
2. One-tige Requests - Activities iovolving a one-time request for :
admittance to installations (speakers, bands, drill teams, etc.)

3. Representation of DoD ~ Activities involving a request that DoD
personnel attend or officiatre at n&etings,ﬁgﬁ?ﬁﬂoﬂiéggr@ﬁﬁ
representatives of DoD, i '

i _
ik t i :
it f investigation of applicants £y aifiTia- :
tion with 1o . @@w@ra@@, B Lo co 1w el wals s sy employees , '
whose statug of affiliation is not known at the time of completion ;

of the investigation, __ . T
ﬂluth: aonuoeb%unne{né;zhg:}e:—uun‘na!ﬂIO"B‘W"'
e - o L.
Signature: 2. 2.5e=27 ?dyﬂcgm&%'/{/ /5 Z’Dam: e
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4. Applicants ~ Resff
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