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(9) Ensure all personnel that create and use records are
properly trained to ensure compliance with the DON Records
Management Program, and references (a) through (f).

(10) Establish and maintain a robust Vital Records
Program to identify and protect wvital records as an integral
part of the Marine Corps’ Continuity of Operations Program.
Ensure that command records officers maintain a role in the
development and implementation of the vital records program.

d. Assistant for Administration to Under Secretary of the
Navy (AAUSN) shall:

(1) Ensure provisions for the identification and
protection of vital records are included in the Continuity of
Operations (COOP) plans and guidance for all organizations
within the Office of the Secretary.

(2) Ensure all personnel that create and use records in
the Office of the Secretary are properly trained to ensure
compliance with the DON Records Management Program and
references (a) through (f).

(3) Ensure a records liaison is designated in writing
for each Civilian Executive Assistant and Staff Assistant within
the Office of the Secretary.

8. Action. This instruction is effective immediately.
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Department of the Navy
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DEFINITIONS

1. Disposition means those actions taken regarding records no
longer needed for the conduct of the regular current business of
the agency. (36 CFR §1220.14)

2. Electronic mail message is a document created or received on
an electronic mail system including brief notes, more formal or
substantive narrative documents, and any attachments, such as
word processing and other electronic documents, which may be
transmitted with the message. (36 CFR §1234.2)

3. Electronic record means any information that is recorded in
a form that only a computer can process and that satisfies the
definition of a Federal record in 44 U.S.C. 3301. (36 CFR
§1234.2)

4. Electronic record keeping system is an electronic system in
which records are collected, organized, and categorized to
facilitate their preservation, retrieval, use, and disposition.
(36 CFR §1234.2)

5. Emergency operating records are that type of vital record
essential to the continued functioning or reconstitution of an
organization during and after an emergency. Included are
emergency plans and directive(s), orders of succession,
delegations of authority, staffing assignments, selected program
records needed to continue the most critical agency operations,
as well as related policy or procedural records that assist
agency staff in conducting operations under emergency conditions

and for resuming normal operations after an emergency. (36 CFR
§1236.14)
6. Records include all books, papers, maps, photographs,

machine readable materials, or other documentary materials,
regardless of physical form or characteristics, made or received
by an agency of the United States Government under Federal law
or in connection with the transaction of public business and
preserved or appropriate for preservation by that agency or its
legitimate successor as evidence of the organization, functions,
policies, decisions, procedures, operations, or other activities
of the Government or because of the informational value of data
in them. Library and museum material made or acquired and
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preserved solely for reference or exhibition purposes, extra
copies of documents preserved only for convenience of reference,
and stocks of publications and of processed documents are not
included. (44 USC §3301)

7. Records maintenance and use means any activity involving
location of records of a federal agency; storage, retrieval, and
handling of records kept at office file locations by or for a
Federal agency; processing of mail by a Federal agency; or
selection and utilization of equipment and supplies associated
with records and copying. (44 USC §2901)

8. Records Management means the planning, controlling,
directing, organizing, training, promoting, and other managerial
activities involved with respect to records creation, records
maintenance and use, and records disposition in order to achieve
adequate and proper documentation of the policies and
transactions of the Federal Government and effective and
economical management of agency operations. (44 USC §2901)

9. Series means file units or documents arranged according to a
filing system or kept together because they relate to a
particular subject or function, result from the same activity,
document a specific kind of transaction, take a particular
physical form, or have some other relationship arising out of
their creation, receipt, or use, such as restrictions on access
and use. Also called a records series. (36 CFR §1220.14)

10. Vital records mean essential agency records that are needed
to meet operational responsibilities under national security
emergencies or other emergency or disaster conditions (emergency
operating records) or to protect the legal and financial rights
of the Government and those affected by Government activities
(legal and financial rights records). (36 CFR §1220.14)

11. Vital records program means the policies, plans, and
procedures developed and implemented and the resources needed to
identify, use, and protect the essential records needed to meet
operational responsibilities under national security emergencies
or other emergency or disaster conditions or to protect the

Government’s rights or those of its citizens. This is a program
element of an agency’s emergency management function. (36 CFR
§1220.14)
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