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STUDENT OUTLINE

1.  LEARNING OBJECTIVES.   The purpose of this lesson is to provide the student with an overview of the Standard Subject Identification Code, which is adhered to by all administrative personnel.  Therefore, there are no learning objectives.

2.  WHAT IS AN SSIC  

    a.  An SSIC is a four or five digit number that stands for the subject of a document.  They are required on all Naval and Marine Corps correspondence.  The use of SSICs provides a tested method for filing documents consistently and quickly.

    b.  The Navy SSIC system is broken down into 13 major subject groups.  These major subject groups are then broken down into primary, secondary, and tertiary subdivisions.  

    c.  General categories use zeros and normally represent all subjects within this major subgroup.  

Example:  5000 General Administration and Management.

   b.  Primary subjects also use zeros; you will be concerned with the last three digits of the SSIC. 

Example:  5200 Management Programs and Techniques.   

   c.  Secondary subjects have one zero and your focus will be on the last two digits of the SSIC; normally there will be one zero.

Example:  5210 Records Management.

   d.  Tertiary subjects have no zeros and your focus is on the last digit of the SSIC.  

Example:  5211 Filing, Maintenance, Protection, Retrieval, and Privacy Act Systems.

3.  SECTIONS OF THE MANUAL.  

    a.   Section 1 of the manual is the table of contents and a brief numerical listing by major subject groups.  This section also has information regarding the Marine Corps filing system.

    b.   Section 2 defines an SSIC.  This section tells you how SSICs are broken down. How to assign an SSIC to a document and relates them to the Marine Corps filing system.

    c.  Section 3 is a numerical listing of SSICs, which can be used when constructing an SSIC for use on Naval Correspondence or a command’s filing system.

    d.  Section 4 of the SSIC manual is an alphabetical listing of codes to be used when assigning SSICs.  This section is not to be used without consulting or referring to Section 3. 

    e.  Section 5 of the SSIC manual gives explicit instructions on how to recommend and submit changes to this reference.

REFERENCES:  SECNAVINST 5210.11
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