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NAVINVSERV INSTRUCTION 5212.1 

From: D.irector, Naval Investigative Service-.'! 

Nm rnw.r s212. 1 
Code 00 

Subj: Navul Investigative Service File Retention and Review Procedures for Matertal on non-DoD AffJ.1iated lndiv-Lduals and Organ.i 7 at.ions 
Ref: ( a) S ECN/\. VINS T 3820. 2A 

Encl: (J.) NIS Revalidation Cross Refe re nee Sheet: 

1. PurpoBe_. To establish and :implement uniform procedures throughout the Nav,,l InveG tigati ve Service for processi.ng, purging and revalidat:ing :i.nformat:ion acqu:Lred pursuant to reference (a) on non·-DoD affiliated individuals and organizations. 

2. Cancellat:ion. Any previously :i.ssued Naval Inves ti.gati ve Service. guidance documents i.n conflict with this d:irecti ve are supe:rseded and caneelled. 

3. Secpe. This dir1:?ctJ.ve is applicable to all Naval. Inwisti.gati.vJ Serv:i.c.E, components within the fifty (50) S tat::es, the District of CoI umbia, thE! Commonwea1th of Puerto Rico) and U.S. terri.to:ries and possest:Jions. 
If. !!J.~15::_~!f~.~-L.<?.D.· lt has becomE:\ tncreaslngly apparent that: a formal and thorough method is needed to asr;ure that: .!.terns retal.ned· for one year. or less undc*r the var:Lous re tent:Lon cr:i.ter:ia set fort.h 1.n reference (a) are reviewed and acted upon at the proper time:,;. Regular formal review :Ln such cases must be followed by either destructi.cm of items or by revalidation for further retention. Certain categories of material also require approval by the Secretary of the Navy for retention beyond one year. Experience ow~r the past months with thc-:, Defense Investi.gat:i.ve Program also i.ndicates a need to establish uni.form procedun:s throughout the Naval Investigative Service across th~ enti.re spectrum of processing, purging and revali.dating information acquire.cl on non--DoD affil:latl~d in-di vj_duals and organizations. This document s1;1 ts forth such procedures. 

5. Act.Jon 
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retained, the. cover or first page or reven;e therPof cihaU be prom:i.nently marked (so as not to obncure the wr:i t ten nu1t ter) to .indicr.:lte the fol low-· tng data: 

SECNAVJ.NST 3820. 2A ··· INITIAL REVIEW 
Date AcquJ.red/Rev1.ewed: 

60 90 
Retention Dedston j==] C:J 
Date to be DESTROYED/REVH'.WED: 

1 YR 
[~:~~~:.1 

. . ---------~·-·-------····~--··-·--··· ..... _ ... Revfowe.r's Signature 

Date 
Rev:l.ewed 

Annual Review 

EXEMPT 
[_:J 

Code 

Reviewer's Signature Code Date 
Reviewed ---

Code 

The one year block appli.es to two separate types of material; "threat mater-J..al" whi.ch requires annual ver.ification by SECNAV (para 2.a., enclosure (!.1) to referErn.ce (a)), and 11non··threc1t: mater:i.n.l", e.g., informr:ition. on vendors) which does not: require annual SECNAV ver-:1 .. ficatJon (para 2.c., enclosure (4) to reference (a)). In any event all material in both cate.gorie.s must be revJewed annually tn order to effect appro·priate disposition. 

The 90 day b.1oc.k appl:l.es basically to "working" material that does not meet the one year (or longer) retentJon c.r:Lter:La, e.g. an ImI monograph on the New Le£ t . 

The 60 day block applies to cJvil clisturban'.ce informati.on. 

The exempt block appl.ies to matff~ii1,l __ ,.tltf1-r/i-,~t_itf?i11no/_'t''r·i·$tpbject to the prov:U:t,,ns ·· () 1 · ·1 •.l-,i··, ,\' · ':l'.,, .. ,,1r·1 \Ill ,-.i I I ff'l' i · d' 
of re~erenc1:, . a ,' e, .g. aut 1onz~~:,·J11r~r~~~t(·:,\:u:1,~··p11 )o) a .. ·1 ~ate, ::n· J.-vid uals, cnm.1.nal matters, or ir{~<7'.qn6l,t~~:B 1\ r::tjl}i::~r1,m!l..hg fo :rei.gn 1n te 111.ge nee activtties. -•.'\~ 1 :'/, .. '.;'-• "'" · 
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(J) s. i ·\l.Y .'.'ln_d _90 J}.'.:iY.Jln_l:,· r) ii I. NPW .1 y il!.'q ll i. n· d /11,:t Lt· r Lu l I 11 l I)(':;(• c,ttc•g(lrle.t, :,lwll ll()t. be 1,ent' to cent.rul ftl(•t·, .. Hntln•r It 1;h1dl bt• l°(''"" t·aliwd :-icpnruteJy ln n "tickler" fm:ldlln Ho w1 !.(J !nrrnn• ni<mt:lily r<•vl,•w :ind appn1prI1.1tu dlt-:poi,;:ltJon ,lH ft n 11H·l1('H t:hu <•rvJ or t:1,v ()() ur <JO duy p!c>.ri.od, SJ.xty day (LJr civl.1 di.Bturhancu) 1w.1h:'rlal mwn: fw dcrHroyvd no latEff thnn 60 doyH after th1:.~ sltuat.l.on for: wlllch it. was co] Jected Uirrnl---nates (i~xcept histor:i.ca1 si.unmar:1.es or after action reports whi.ch may be retained permanently). It is envisioned that Naval Investigative Servicfi ccmponents will retain li.ttle or no information in this category. Ninety day material must be destroyed at. th<:, end of that period or, if a threat actually develops, fi.led under t:be one year threat criteria as appropriate. 

(2) One. Year MateriaJ. New.1y acqul.red one year matet'iaJ s}1rnll be marked as described above and filed in central reconfr; under thJ! appropri.ate subject matter. However, to fad .. Utate a ti.c.kler system fo:r one year review and revali.dat:ion, profossJ.onal level personnel processing the material shall also c:omp.lete enclosure (.1) and staple i.t to tlrn. document, Naval Inves ti.gat.i.ve Servj_ce central ftles personnel shall establish a separate "Uckler" f:i.le fo:r a11 one year retenti.on mated.a.l.. Upon receipt of f:inish fl le mater.Lal, they shall detach enclosure (1), annotate it as to ultimate file location and drop file it .in the tickler. At the U.me of annual revJew NIS file personnel shall review the one year ti.cider. fJ.le and pull the dossier, mic-r:ofil.rn, etc., as 1ndicated by the "tickler", The materL11 shall then be provtded to the Code that completed the "tickler" for a determ:lnation as to whether the file should be retained or destroyed .. 

b. l-Javal Investigative Servi<::e Investigative MatedaL Naval Investi·gative Service 1nvestigations, whether on DoD affiHated or non-·DoD af:fi.li·ated individuals and organizations shall also be marked in accordance with paragraph 5. a. above, However., it is not necessary to mark each separate ROI. In the case of Naval Invest:Lgative Service Headquarters, the closing review sheet shall be. marked as set forth i.n pclragraph 5.a. above. In NIS field components the closing or RUC report shall be so marked. If an investigation is authorized for one year retention only, a revalidation cross refetence sheet shall be attached to the outside of the dossier, and the materia1 shall be "tickled" by NIS f:i.le pr,)rsonnel. 

c. Annual Screening and Reval.id1~__!::_ion of Ow.~ Yc~a:r. ____ 1:f~~!:_:?.da.l, All re·-ta:ined material previously :identified as bei.ng i.n either of the "om0 year" categori.es described above, sha:11 be screened annually to determine i.:f i.t Bhould be retained for another yeflr or destroyed, Such screening shall be accompJ.lshed prior to 30 June each year. Determinations shall be riwde on the bacd.s of total file holdi.\1$~\R)il ~~ni.q\~.:~ivi\~hf:'~tl or organi..zation. 1 t 
. J. d .1 ,,~ .. ,. ,, I.' .. ,,. ·'!, •; ., • d i d . :.rn no.t.,.ne.~c.essary to reva .:i.··ate e{ff·,,.!lq,.1.fip;i/ .. r. .. ~if:.lll .. ,dt' ... e».'.·;0.J(/t/i conta1.ne . n a oss1er. 
,-"'-;..~- tlJI :ll\l dr1 jL;n qn ~;'..(<\ );., i; L! ~ass~~i1- l tlowngrade to ..... ·.::i::':~·~,:::1,;n,.:!ti/ ii'
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ln l'1t.• ca:-w ,ii :t "t.l1r(•.1t" Ii Ii•, ,lily lllillvr·Lil ul ,1 U1n•,1t 1111tun~ ud,kd lo tli~• ,If.Iv durf.ng il1t' I!. mp1itf1~, p('r(od ,,rlur to Liiv n,vnlldntlun dnte will nonnally :wrve lo nwk(• till• r11~, rc•t11!1111bf1• lor tl11i l"oJJowlng ycur, Jlr;,1,1-<:•vcr, sucl1 rE>Lul1.wbf.Llty 1r1wH be n'•-vnlld.-il(•d ln Pvery lnt1L11nce at the• SecNav 1(:veJ., w; deHcrib(!d 1H~1ow, MnterJa] fal.1.1.ng t:o meet the crtt.c•r.fn for further retention ~Jhnll be destroyed. A report .U.sti.ng thos0,• Uler-; NIS f.ield eJernents feel should be retai.ued for another year which are subj,:ict t:c revalidation by the SecNav sJ-wJl be forwarded to NISHQ (attention NIS-27). Thr:~ reason for c:ontJnued n•tention f,hall also be Jnd1.catecl, i,(i., one of the four retention criteria i,et fortll :in para 2.a,, enclost1re (4) to reference (a). Material retained pur8uant to para 2.c. of enclosure (4) t:o reference (a) should not be reported, This report shall be submi.t.ted so as to arrive at NISHQ not .later than 30 June eac.h year. At Headquart(-:rs, NIS-311 shall prepare a similar report covering NISHQ file,.s to reach NIS-2 7 not .later thar1 30 June each year. NIS·-27 shall review all submissions and compile a tot1:1l list of holdings on non-DoD aff:t.1iated organizations and individuals which NIS desires to retain. Thts J.:l.st shall be submitted to the Secretary of the Navy during July of each year for VE:~:r.ifi.cat:i.on. 
d. Exj_sting File Holding~_ 

(l) Nava.I lnvi:~stigative Service FieJ.9~1~~-~El_~.!!~-~-• In order to be·corne cm-ri;~nt on this matter NIS field elements .1 which have not already done so, shall take i.rnmediate. action to purge or reva1Jda0

te all one~ year (nr less) material that was acquired pri.or to 1 Ju.ly 1972. :t-iater:i.a:J,. reta.inf~d shall be m,uked Jn accordanee with paragraph .'i. 11 • . above. One year m,iterial that has been acquired 'and ret11:f.ned subsequent to 1 July 1972 shall likewise be identified and marked. 

(2) ~!~y_aJ_.LtIY!:c'.:>_!:__i;.8.§.!J.ve Service IL~~-~.:El.~~!?..~-~T.0.· The sheer volume of NISHQ fi.les precludes any wholesale systematic: purging at th:is t.:l.me. However, whenever any NISHQ dossler (name or topical) :Ls retdeved for whatever reason, the dossier shall be reviewed for retc~ntion purposes in accordance with t.he provJsions of this directive. Before be:ing re~ turned to central files a cover sheet appropriately annotat(;~d as described in paragraph 5 .a. above shall be placed on top of the clocu-· mcintation tnside the dossier. 

(a) Where a file. contains both "exempt" and "one year" documentati.on, the "One Year" documents stand by themsEdves and are to be considered for reva.li.dation/ des tructton in ,:iccordance with p~1 rc:1graph 5.a.(2) above. 
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e. _Char.acterizat:i.ons. Brief evaluations, or characterizatloni~ of non-affiliated ind:i.viduals and organizations subject to the provisions of refe.rence (a) used in adjudication of personmd and internal secur.ity investigations are authorized for retention, but must be 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 thern as appropriate. All other "evaluations" held by NIS components, from whatever source, shall be reviewed and reval..i.dat:ed in accordancE.~ with paragraph 5. a. above. In those cases where the "evaluation" :is retained for "mother year, the document shall be annotated to show the date of rev.:l.ew and the ident.i ty of the rev:iewer. The back-up material on whi.ch trl(~ c.haracterizat1on is based may be re·tained by the originator only. 

f. _Counterinte11:ig_ence _ and __ Sec.urit.:z ... Produc_tion_ Documents. Counter··· intelligence and security production efforts (e.g., monographs, studies, analyses, briefs, etc.), whether produced by NIS, or another government: agency, are subject to the provisions of thiB Dj_rective. 

g . _5.':E.,rJ£_l_t3_:_I~~=-f.!:.E~-1~.c;:1-_~_g_ on non- DoD A.ff UJ __ a.L~ d Ind i vi d ua1 s & Or gjrniz at ions . Retention is authorized of information collected on non-DoD affiliated in-di~idua1s. and= o::gani~ations, incident: ~o .. tl~e ~1:vestiga~-i~r'. of, or c~11e~t:Ion against, c1n al.f:tliated member. Such J.nformat1on, however, sha1J. rH)t bEo cross referenced to the Central Files or the DCII unless the :information on the non-DoD affiliated person or organization meets the DIRC criteria for retention. Further, utmost discretion should be utilized in this area ~·• in order to avoid any inference that the spirit and intent of· the DIRC directives are belng circumvented, When feasible, only that port:Lon of a report on a non-affiliated person which is d:irectly pertinent to an affiliated individual should be retained. 

h. Geo8!a£!d.ca1 Considerations. Infornmtion re ta:i.ned by an NIS field element on non-DoD affiliated individuals and organizations should generally be limited to such ind~viduals and organizations that are active in the field element's geographical area of responsibility. 

6, Fon11.s. Enclosure (1) 1 NIS Form 3850/2 (rev:f,sed 10/72), is stocked by NISHQ (Code 33), and supplies are available upon request. An .:i.n:l.tial supply is be.:i.ng promulgated wl th this D:i.recti.ve. 
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NIS REVALIDATION CROSS IU'.FERENCE SHEET 

I 
I 
I 

. ONE) EAR-·RETENT_IoN .. ~~~:~_:·~~: ·m,fr:~_Y.E!IRRJ::TENTION :~ 
REVALIDATE OR DESTROY PRIOR TO 30 .JUNE 19 _________ , 

( Ci:rcle One) -1 
A. nm.EAT MATERIAL: 

1. Demonstrated Host.L!:.L!Y - Ac.tiviUes in which an actual example of violent or criminal hostility has been carded out within tht: previous year. 

2. ThreatenE\d Hostility - Activities which during the pervious year: have explicitly threatened DoD functions. 

3. PotentiaJ __ HoBtil:Lty - Activities whose conti.nuing nature in the v1c.JnJt:y of DoD tnstaJlations prov:I.des a 1,,Jgnifi~:ant potential source of harm to or disruption of the installation or its func t.i.ons. 

Ii.. D113stdenc,2 - AcU.vlt.Jes which during the prev:iow:i year l1,1Vf:! counseled or published :information actively encouragtng vi.olat:Lon of law, disobedience of lawful order or regu1ations or d:i.srupt:ion of m.i:U tary activities. 

B. NON-THREAT MATERIAL: 

1. Service to Do~ - Activities routinely servicing DoD installations. 

2. One-time Requests - AcU.v.ities involving a one-ti.me request for admittance to installations (speakerrs, bands, drl.11 teams, etc.) 

3. 
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