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1. Puroose. To set forth the duties and responsibilities of the Naval Academy Archivist. 

2. Cancellation. USNA Instruction 5450.6D 

3. Background. The Archives arranges, stores, and makes available to authorized Naval 
Academy personnel and other researchers, the official records of the Naval Academy and its 
significant policy-making and functional subdivisions. Archives preserves, maintains, and 
insures the integrity of the records; provides administrative continuity and a sound foundation for 
administrative progress; and documents policies and operations from primary sources. The 
Archivist is located in the Nimitz Library and reports to the Head of the Special Collections & 
Archives Division. 

4. Scope 

a. The Naval Academy Archivist has the following duties and responsibilities: 

(1) Custody, administration, and service of the Naval Academy Archives, which are 
defined as printed, photographic, written, and other material of permanent archival and historical 
value, usually generated by or otherwise pertaining to the official operation and functions of the 
Naval Academy. 

(2) Planning, instituting, and coordinating procedures for acquiring, appraising, 
arranging, and maintaining the Archives with authority to requisition noncutrent records and files 
.for transfer to the Archives and to discard records not considered to be of permanent value. 

(3) Maintaining and protecting records against physical deterioration; planning and 
accomplishing necessary records rehabilitation including binding, repair, photographic or 
microphotographic facsimile reproduction. 

(4) Planning and preparing inventories, indexes, calendars, and lists descriptive of the 
archival records. 

(5) Establishing and maintaining a reference service for the Naval Academy 
midshipmen, faculty, and staff, and for the general researcher community, including answering 
questions in person, by deputy, or by letter, and providing for the provision of facsimile copies 
where required. 



 


