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AR 340-18-14

*C 11
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 11 WASHINGTON, DC, 1 December 1979

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Effective 1 January 1980
This change revises descriptions and disposition instructions for file num-
bers 140302, 1403-30, and 1403-31; revises disposition instructions for file
numbers 1403-20, 1403-27, 1415-12, 1416-11, 1416-24, and 1420-20; re-

scinds file numbers 140306, 1406-01, and 1419-02; establishes file number
1410-05; and provides general updating.

Interim changes to this regulation are not official unless they are au-
thenticated by The Adjutant General. Users will destroy interim changes
on their expiration date unless sooner superseded or rescinded.

AR 340-18-14, 14 August 1969, is changed as follows:

1. New or changed material is indicated by a star.

2. Remove old pages and insert new pages as indicated below.

Remove pages Insert pages
Gthrough 14 ..o i e e 9 through 14.1
17 and 18 ottt e e e e i 17 and 18
19and 20 ........ e e e e e e 19 and 20
27and 28 L. . e e 27 through 28.1
Blthrough 34 .. .. e i e 31 through 34
BT and B8 L.t e i, 37 and 38

Al and 42 L. . e 41 through 42,2

3. File this change sheet in front of the publication for reference purposes.

The proponent agency of the regulation is the Adjutant General Center,
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications and Blank Forms)
direct to HQDA (DAAG-AMR-P) WASH DC 20314,

*This change supersedes Interim Change 101, AR 340-18-14, 7 February 1979.



AR 340-18-14

C 10
Craxge’ HEADQUARTERS
, DEPARTMENT OF THE ARMY
No. 10 Wasmixerox, DC, 15 September 1978

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES
Effective 1 January 1979
This change revises disposition instructions for file numbers I1411-01,
1416-34, and 1423-95 ; rescinds file number 1418-09; establishes file numbers
1403-21, 1403-22, and 1403-23; and subfunctional category 1435 for energy
conservation files; and provides general updating.

AR 340-18-14, 14 August 1969, is changed as follows:
1. New or changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below.

Remove pages Insert pages
1800 2 e e e e mn e m e n ;e 1 and 2
11 through 14 o e e e 11 through 14
21 and 22 o o e e e e e e 21 and 22
B3 aAnd B4 o e e e 33 and 34
37 and B8 o e e e —————————————— 37 and 38
45 and 40 o e o e e 45 and 46

_________________________________________________________________ 59 and 60

3. File this change sheet in front of the publication for reference purposes.

The proponent agency of the regulaiion is the Adjutant General Center.
Users are invited fo send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications and Blank Forms)
direct to HQDA (DAAG-AMR-P} WASH DC 20314,

By Ovder of the Secretary of the Army:

BERNARD W. ROGERS
General, United States Army
Official: Chief of Staff
J. C. PENNINGTON
Brigadier Gencral, United States Army
The Adjutant General

DISTRIBUTION:
Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of Lo-
gisties Functional Files-C.

TAGO 310A—July 260—474°—78



AR 340-18-14

C9
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 9 WASHINGTON, DC 18 December 1977

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Effective 1 January 1978

This change revises descriptions and/or disposition instructions for File
Numbers 1402-04, 1402-05, 140213, 140214, 1402-18, 1402-19, 1403-10,
1403-12, 1403-15, 1405-02, 1405-03, 1405-04, 1406-06, 1407-08, 1408-01,
1411-02, 1412-03, 1413-02, 1415-22, 1420-03, 1420-06, 142115, 1421-16,
1422-01, 1422-07, 1423-03, 1423-04, 1425-01, 1432-06, and 1433--04; re-
scinds File Numbers 1403-01 and 1403-03; and establishes File Numbers
1402-24, 1402-25, 1403-28, 1403-29, 1403-30 1403-31, 1403-32, 1404-08,
and 1415--23.

AR 340-18-14, 14 August 1969, is changed as follows:
1. New or changed material is indicated by a star.

2. Remove old pages and insert new pages as indicated below.

Remove Pages Insert pages

S through 18 Lo e 5 through 18.5
21 and 22 . .. e e s 21 through 22.1
28 ANd 26 ..ot 25 through 26.1
20 and B0 ... e 29 through 30.2
B9 ANd 40 . ..ottt e, 39 and 40

43 through 48 . e e 43 through 48
D5 AN BB .ttt e 55 and 56

3. File this change sheet in front of the publication for reference purposes.

The proponent agency of the regulation is the Adjutant General Cen-
ter. Users are invited to send comments and suggested improvements
on DA Form 2028 (Recommended Changes to Publications and Blank
Forms) direct to HQDA (DAAG-AMR~P) WASH DC 20314

By Order of the Secretary of the Army:
BERNARD W. ROGERS
General, United States Army
Official: Chief of Staff
J. C. PENNINGTON
Brigadier General, United States Ariny
The Adjutant General

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of Logis-
ties Functional Files—C.



AR 310-18-14

cC7
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 7 Wasm~eroN, DC, 12 Sepienmber 1975

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Efective 1 January 1976

This change recises descriptions and/or disposition instructions for
file numbers 1401-08, 1403~01, 1403-02, 1403-03, 1403-05, 1415~06, and
1425-04, and provides general updating.

AR 340-1S-14, 14 August 1969, is changed as {ollows:

1. New or changed material is indicated by a star.
2. Remove old pages and insert new pages as indieated befow:

Remore pages usert pages
Sand 4oL e 3 through 4.1
7 through 10__ ____. e SRR 7 threugh 101
27 and 28 e 27 and 28
47and 43 . ... e mm—emeee 47 and 43

3. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is the Adjutant General Center.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Pubiications and Blank Forms)
direct to HQDA (DAAG-AMR-P) WASH DC 20314,

By Ovder of the Secretary of the Apemy:

FRED C. WEYAXND
» General, United States Army
Oflicial : Chicf of Staff
PATL T. 3MITH
Maojor Gencid, Lnited States Ly
Lhe .’L{[_/.U?‘Uirf (eiverul

DISTRIBUTION:

Active Ay, ARNG, USAR: To be distributed in aceordance with DA
Form 12-0A veguirements for AR, Maintenance and Disposition of Logistics
Functional Files € (Qty Rgr Block No. 293).

TAGH ToN Neomber Zio bgT iy



AR 340-18-14

Cé6
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 6 Wasuingrox, DC, 24 September 1974

OFFICE MANAGEMENT

e MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Effective 1 January 1975

This change rescinds file number 1420-05 and corrects the authentication
page.
AR 340-18-14, 14 August 1969 is changed as follows:

1. Changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below:

Remore pages Insert pages
/ A 2 e e e e mmmmmcm e m—a—me——m—mm——————— 1 and 2
K;an B0 e 39 and 40
entication - o e cmmeceecmmmc———————- authentication

3. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is the Adjutant General Center.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications and Blank Forms)
direct to HQDA (DAAG-AMR-P} WASH DC 20314.

By Order of the Secretary of the Army:

FRED C. WEYAND
General, United States Army
Official : Vice Chief of Stajf
VERNE L. BOWERS
Major General, United States Army
The Adjutant General

DISTRIBUTION:

Active Army, ARNG, USAL: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of Logistics
Functional Files—C (Qty Rqr Block No. 293).

TAGO 175A—September 580-467°—74



AR 340-18-14

C5
Crange HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 5 Wasuinerox, DC, 27 July 1973

OFFICE MANAGEMENT '

-~ MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES
Effective 1 January 1974

This change adds file number 1416-36; revises the description of file num-
ber 1420-11; and contains general updating of subfunctional files category
1425 Field Ration Account Files.

AR 310-18-14, 14 August 1969 is changed as follows:

1. Changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below:

Remove pages Ingert pages
33 and 34 e 33 and 34
39 and 40 39 and 40
47 and 48 e ————— e 47 and 48
Authentication _____________________ e Authentication

3. Tile this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General Center.
Users are invited fo send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications) direct to HGDA
(DAAG-ASR~P) Washington, DC 20314,

By Order of the Secretary of the Army:

CREIGHTON W. ABRAMS
General, United States Army
Official : Chief of Staff
VERNE L. BOWERS
Major General, United States Army
The Adjutant General

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of Logistics
Functional Files: C (Qty Rqr Block No. 293).

TAGO 44A—July 540-465°~—73



AR 310-18-14

C4
CHANGE HEADQUARTERS
: DEPARTMENT OF THE ARMY
. No. 4 ‘Wasiineron, DC, 85 July 1972

OFFICE MANAGEMENT -

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Effective 1 January 1973

This change revises file numbers 1134-02, 1434-11, and 1434-12; changes
disposition of file numbers 1430-05 and 1131-10; rescinds file numbers
1434-03 and 1431-91; and adds file number 1416-35. In addition, sub-
functional file category 1418, Nonappropriated Fund Supply Files, has
been completely revised as follows:

Former file number New file number
3418-01 L i ecaeaa 1418-01
1418-02 . i mcecmcm———n 1418-03
1418-03 and 1418-04__ . ________.__ 1418-07
141805 . e 1418-08
1418-07 ¢ e 102-08
141808 e 1418-09
1418-09, 141810, and 1418-15 through 1418-01, 1418-02, 1418-03, and AR 340-
1418-20 18-3
141821 L e me ) 1418-04

AR 340-18-14, 14 August 1969, is changed as follows:

1. Changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below:

Remove pages Insert pages
33 through 38 e ————— 33 through 38
53 and B4 e 53 and 54
57 and 58 _ L e memc e mamcm————— 57 and 58

3. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General’s Office.
Users are invited to send comments and suggested improvements on
DA Form 2028 (Recommended Changes to Publications) direct to HQDA
(DAAG-ASR-P) TAGO Bldg., Falls Church VA 22041,

TAGO 22A.-July 510 463°- -72



AR 340-18-14

C3
Cuaxce HEADQUARTERS
v DEPARTMENT OF THE ARMY
No. 3 Wasiuxerox, DC, 4 dugust 1971

OFFICE MANAGEMENT
MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES
Effective 1 January 1972
This change adds file number 1416-34, Personal clothing record files.
AR 340-18-14, 1+ August 1969, is changed as follows:

1. Changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below:

Remove pages Insert pages
88 and 84 o e 33 and 34
Authentication_ e aeoa. Authentication

3. File this change in front of publication for reference purposes.

The proponent agency of this regulation is The Adjutant Generai's Office.
Users are invited fo send comments and suggested improvements on
DA Form 2028 (Recommended Changes to Publications) direct to HQDA
(DAAG~ASR-P) TAGO BLDG FALLS CHURCH VA 22041.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
A General, United States Army,
Official : Chief of Staff.
VERNE L. BOWERS,
Major General, United States Army,
The Adjutant General.

Distribution:
Active Army, ARNG, and USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Records: C (qty rqr block No. 340).

TAGO 42A—July 480-463 (,—T71
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AR 340-18-14

C2
CHANGE HEADQUARTERS
. DEPARTMENT OF THE ARMY
No. 2 WasuineroN, DC, 16 February 1971

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Effective 1 April 1971

This change is a complete revision of International Logistics files, sub-
functional category 1419.

AR 340-18-14, 14 August 1969, is changed as follows:

1. Changed material is indicated by a star.
2. Remove old pages 37 and 38 and insert new pages 37 and 38.
3. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General’s Office.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications) to The Adjutant Gen-
eral, ATTN: AGAR-P, Department of the Army, Washington, DC 20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official: - Chief of Staf.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution :
Active Army, ARNG, and USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Records—C (qty rqr block No. 340).

TAGO 483A-—February 430472 —T1



AR 340-18-14

C1
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 1 Wasmingron, DC, 15 July 1970

OFFICE MANAGEMENT
MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES
Effective 1 January 1971
This change includes report of survey files and inventory adjustment
files under subfunctional category 1416; rescinds file numbers 1415-23,
1416-21, and 1416-22; and changes the retention period for maintenance
request regisier files. In addition, instructions for files relating -to the
Army and Air Force Exchange Service hate been rescinded.
AR 340-18-14, 14 August 1969, is changed as follows:

1. Changed material is indicated by a star,
2, Remove old pages and insert new pages as indicated below:

Remore pages Insert pages
29 through 36 . . e 29 through 36
41 and 42 e 41 and 42

3. File this change in front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant General's Office.
Users are invited to send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications) to The Adjutant
General, ATTN: AGAR-P, Depariment of the Army, Washington, DC
20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAXND,
General, United States Army,
Official: Chief of Staf.
KENNETH G. WICKIIAM,
Major General, United States Army,
The Adjutant General.

Distribution:
Active Army, ARNG, and USAR: To be distributed in accordance with DA
Form 12-9 requirements for AR, Records—C (qty rqr block No. 340).

TAGO 24A-—July 430-465'--70



C 10, AR 340-18-14
*AR 340-18-14

Aryy Reerrstioxs HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 340-18-14 Wasaixerox, DC, 16 September 1978

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF LOGISTICS
FUNCTIONAL FILES

Effective I January 1979

Local supplementation of this regulation is prohibited except upon
approval of The Adjutant General.

1. Applicability. a. This regulation is applicable to all Department of the
Army elements except Active Army TOE units below division level, Army
Reserve elements, ROTC elements, Army National Guard units, and TDA units
conducting basic combat training or advanced individual training.

b. Offices responsible for logisties functions will use this regulation to
identify, maintain, and dispose of records documenting these functions. The
identification, maintenance, and disposition of records of this nature maintained
by other offices are governed by AR 340-18-1 and/or the Army regulation in
the 340-18 series pertaining to the function of that office.

2. Related regulations. AR 340-18-1 contains basic procedures to be used
with The Army Functional Files System and the file numbers, descriptions, and
retention periods for Office Housekeeping Files. File numbers, descriptions, and

retention periods for files relating to major categories of records documenting
mission functions are contained in Army Regulations 340-18-2 through 340-
18-15 which are distributed only to the organizations performing the functions
concerned. _

%3. Scope. Under The Army Functional Files System, files relating to the
major functional category of Logistics have been assigned the basic file number
1400. This regulation containg file numbers, descriptions, and retention periods
for files relating to all aspects concerning the furnishing of supplics and equip-
ment to the Army. As such, the files identification herein relate to procurement,
standardization, receipt, storage, issue, disposition, maintenance, services, and
accountability of all types of supplies and equipment. Common mission files
are described in this regulation under file numbers 1401-01 through 1401-08.
Other missicn files ave grouped into 34 subfunctional categories, as follows:

*This regulation, together with AR 840-18-1, AR 340-18-2, AR 240-18-3, AR 340-18-4,
AR 340-18-5, AR 340-18-6, AR 340-18-7, AR 340-18-8, AR 340-18-9, AR 340-18-10, AR
340-18-11, AR 340-18-12, AR 340-18-13, and AR 340-18-15, all dated 14 August 1969 super-
sedes AR 345-210, 31 October 1962, including all changes,

TAGO 310A 1



C 10, AR 340-18-14

Subfunctional
category
file No.

1401
1402
1403
1404
1405
1406
1407
1408
1409
1410
1411
1412
1413
1414
1415
1416
1417
1418
1419
1420
1421
1422
1423
1424
1425
1426
1427
1428
1429
1430
1431
1432
1433
1434

*1435

15 September 1978

Subjunctional category file title 5’\%’_‘

Common mission files__ .. 3
Procurement filles. el 5
Individual procurement transaction files____________________________ 8
Small business program files_ - . . 12
Labor relations and industrial equal employment opportunity files_____ 13
Production planning and industrial mobilization files_ . __________ 15
Defense materials system files. . _. 16
Strategic and critical materials requirement files. . __ .. __ . _______ 17
Manufacturing files_ . o oo e 18
Materiel engineering files. __ . 20
Value engineering files_ . 21
Materiel standardization files_ . __ .. 22
Supply cataloging files . - o o iemmm 25
Supply control and quantitative materiel requirement files____________ 26
Stock control and requisition files..____ . ______. 28
General supply accounting files_ ... 30
Self-service supply center files__ . ___. 35
Nonappropriated fund supply files. . 36
International legistics files o . 38
Maintenance files_ ..o ___ e e 39
Storage files. o . oo e e e 42
Ammunition supply filles e 44
Food program files. .o e mmemmmmm 45
Commissary and clothing sales store files. . ____________ 46
Field ration account files_ . ... 48
Troop supply files o o e 49
Laundry and dryeleaning files_ . .. 50
Library supply files o o s 51
Motor vehiele supply files_ o . 52
Publications supply files. . . 53
Petroleum and solid fuel supply files. .. e 54
Port supply files e 55
Civil works supply filles. . - oo 56
Supplies disposition files. .- . 57
Energy conservation files. - L ____ 59

TAGO 310A

[N



" File No. -
1401-01

Sy

— TAGO T0A

Instruction Files. Documents related to preparing, coordinating, i3

- comparable instructional material. These files accumulate in

Administrative Files. Documents relating to the overall or general

" Teations prepared by another office with primary responsibility. . - )

Instruction or establishing a project.

12 September 1975 C 7, AR 340-18-14

1401  COMMON MISSION FILES

\

1. Common mission files may accumulate in any office to document the
-pexfoxmance of its assigned logistics activities. However, all the common
mission files seldom will accumulate in a single office.

2. Abbreviated titles have been used to identify these common mission
files. The abbreviated titles alone will not be used for labeling files. Abbrevi-
ated titles will be preceded by a title prefix .that describes the records
to be filed. For example: 1401-02 Procurement Administrative Files;
1401-05 Materiel Standardization Commitice- Files; 140107 Food
Program Reference Paper Files.

Dacriplior Disposition

Oflices of HQ Department of the Army,
suing, and interpreting directives, regulatory instructions, and

héquma.ﬁsnd elementsins
offices responsible for préparation and mtcrpretahon of instruc- combat zone or designsated as a com-
tions and include «coordination actions, studies, mterpreta’uon . bat support element in a combat zone

._and published record copx&a of instructions, such as reg\ﬂatxons, - (as defined by AR 310-25): Perms-

memorandums, - cxrculan. “pamphlets, and bulletins; SOPs.or” ' npent. Cut off annually or on superses-

similar issuances; messages used for expeditious interim changes  sion or obsolescence as reference

to instructions; technical newsletters or comparable media used needs requu‘e
to forward semi-official and autboritative instructions; and
official training materials. ... -

routine administration of logisties activities, but exclusive of
specific files described in this regulation. These files include, but
are not limited to: .~. % . ...

a. Routine comments on regxﬂahons, dlrecuves, or othcr pub-'_-- ’

If comments result in additional action affecting the mission or .
funetion of the office, documents should be filed with the appro-
priate mission functional files.

b. Evaluations of suggestions that do not reault in issuing an

¢. Program and budget documents, m:magement mproxe—

ment reports, cost reduction reports, and comparable mansge- é / 0 C/( 5 _F 7L
ment reports prepared to submit data to offices responsible for ¢ cV

these management functions,
d. Extracts of IG, GAO, AAA, or comparable reports of in- ; O b; &\ >/c> 3
spections, surveys, or audits that pertain to the operation of the &

mission or function.
e. Documents relating generally to the application of ADPS
and PCM operations within the functional area relating to
logisties. ]
J. Comments on or contributions to news rcleases or other
media furnished to information officers to publicize and promote
the mission or funct:ons.

2]
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» AR 340—18—14 :

File No.
1401-03

1401-04

1401-05

Ncl Pﬂ!«
%\-5,°¢ Hom |
og,ALC.l'A’V

(:4?

gM
P 'asar%l "

1401—06

- mission to visit, reports of visits, recommendstions, and other-

1401-07

Deseriplion

Agreement Files. Docurhents relating to agreements between ele- Oﬁice requesting support and office pro-

ments of the Army, between the Army and other military
services or Federal agencies, or between the Army and other
nonfederal organizations or .agencies; but-not with foreign
countries. These agreements are negotiated to provide for con-
tinued understanding between recognized organizations and the
Army for the purpose of providing or obtaining various types of

support services. The services include logistic, medical, adminis-

trative, fire protection, facilities, payroll, and similar support on a
one-time or continuing basis; and on & reimbursable or nonre-
imbursable basis. Included are agreements, agreement checklists,
amendments, review -comments,
similar documents.

Onentahon and bneﬁng files. Documents used in orientations and ‘Destroy on supersession or obsolescence.

AG) Elemets eﬁh‘GD‘f mager

briéfings given to visitors and newly assigned individuals sbout
the mission, functions and physical layout of an office. Includ
are photographs, transparencies or vugraphs, copies of specially
prepared handouts, and related or similar documents.

Committee files. Documents relating to establishing, operating, AOfﬁce of committee chmrman or sece
- retariat, whichever is designated office-

and dissolving committees which consider, advise, take action,
-and report on specifically assigned functions. They include joint,
interdepartmental, and international committees in which the
Department” of the Army participates as well as committees

_ Twitbin all echelons and elements of the Army. Included are pro-
" posals, approvals, and -disapprovals to establish the committee;
charters, terms of reference, and comments on them; directives’

establishing, changing, contmmng, or dissolvingthe committee;

documents nominating, approving, appointing, and relieving BOfﬁces o

committee members; notices, agends, mmuts and reports of °
committee meetmg<, and relat-ed documents.”

Staff visit files. Documents relating to scheduled or special visits - Office performing visit:- ' Destroy 1 year
(but not inspections, surveys, or audits) for the purpose of per- " ="

forming staff or technical supervision or for conducting studies.-
This description is not applicable to visits made in connection

with a specific process or case which should be filed with docus Office” ws:ted Destroy " after 2 years,

mentation of the case or process. Included are requests for per-

directly related documents.

Reference paper files. Dcocuments used to facilitate, ccnirol or

supervise the performance of a specific function, process, or
action—as distinguished from those official records necessary for
documenting performance of a function, process, or action. Al-
though accumulated reference papers may relate to varied sub-
jects and functions, they should bear a title relating them to the
functions, subfunction, process, or action they are used with.
Reference paper files consist of the following t¥pes of documents:

a. Notes, drafts, feeder reports, news clippings, similar working -Cut off on completlon of the communica-
- tion, study, survey report, or other

papers, and other materials accumulated for preparation of a
communication, a study, an investigation, & survey, an inspec-
tion, or other action. This description does not include official
and quasi-official recommendations, coordinating actions, and
other documents which contribute to or result from preparation
of the communication or other record.

b. Cards, listings indexes, and similar documents used for
facilitating and controlling work.

related correspondence, and p iinins offices: Destroy 1 year after

“international committees in which
" a foreign government is office of

PERCAEIN Y

Destroy when no longer needed to

12 September 1975

Disposition

viding support: Agreements involving
transfer of personnel spaces and
materiel will be destroyed 6 years
after supersession, cancellation, or
termination of the agreement. Agree-
ments not involved in transfer of
personnel spaces and masteriel will be
destroyed 3 years after supersession,
cancellation, or termipation of the
agreement.

supersession, cancellation, or termina~
tion of the agreement. Earher destruo--
tion is authorized. ~ - ! .

escvboon
Wﬁw afbscocafa?f

eomanet. OFer,

of record, and offices of members of

record:
no longer

Cut off when

eeded for cx.n-ent opera-~ i

tions. 4( Elements ai' O&‘W [evgjg y

{y 10 yerd comniiiEe l‘sd&sdyecf '

other committee members: AL

Destroy when no longer needed for
current operations. -~

-after completion of next comparable
" visit or on completion of related study.

P SN

except files relating to recurring staff
visits will be destroyed on completion
of the next visit. = -

action. Destroy in blocks after an
additional 3 months, 6 months, or
1 year. Earlier destruction is au-
thorized.

facilitate or control work.

TAGO 704




12 September 1975

File Ne,

% 1401-08

TAG) TOA

Deseription

¢. Copics of techmieal documents, intelligence doewments,
cmergeney plans, mobilization plans, and similar reproduced
materials that do not fall within the deseription for reference
publications files. .

d. Documents reecived for general information purposes that
require no action and are not required for documentation of
specific functions.

e. Extra copies of documents maintained by action officers that
refleet actions taken by the action officer. Such files should not
be established unless absolutely necessary.

J. Copies of docunients accumulated by supervisory offices,
such as chicfs of dircctorutes, divisions, branches, or separate
offices. These documents duplicate the record copy filed clse-
wherc in lower echelon effices of the same organizational clement
which is responsible for performing the action, process, or funec-
tion. Such files should be established only when necessary, not in
cach oflice of the same organizational clement.

Unidentified files. Records relating to the performance of mission

activities not desceribed in this regulation.
Note. Usc of this temporary file number requires prior
-approval of the organization’s records management oflicer.

C 7 AR 31{0-18-11

Disposition
Destroy when superseded, obsolete, or
no longer nceded for reference,

Pestroy after 1 year. LEarlier destruetion
is authorized.

Destroy after 1 year. Earlier destruetion
is authorized.

Destroy after 1 year. ITowever, docu-
ments in the active file that require
additional action or rclate to re-
opened cases should be brougiit for-
ward for fillng In the current file.
Larlier destruetion is authorized.

Retain in CFA until file nwmber s
added to this regulation.

4.1
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File No.
1402-01

1402-02

1402-03

1402-04

1402-05

1402-06

1402-07

1402-8

1402-09

C9, AR 340-18-14

1402 PROCUREMENT FILES

These files relate to the supervision and administration of Army procure-
ment of supplies, equipment and services. These files accumulate at ac-

tivities concerned with procurement.

Description
Contract statutory restriction files. Documents used in develop-
ing standard contract forms and clauses and in authorizing de-
viations from them. Included are copies of statutory require-
ments; coordination documents; studies; requests, approvals,
and disapprovals of deviations; and similar documents.

Determination and findings files.
Documents relating to determinations
and findings required prior to neg-
otiation of contracts. Included

Ses NC|-AU-§0-US

Disposition
Officeswperforming Army-wide staff respon-
sibility: Pe nt. Cut ompletion

of action, such of clause or
form, o roval or disapproval of devia-
tigpr

AOffice administering the contract:
Destroy along with the resulting
contract.

H\M},L L(,"J }{‘ ',u\‘l",ﬂ—‘,\(\\&
by v

are determinations and findings and aOther offices: Destroydﬂ‘d & years.

directly related correspondence.

Contract financing files. Documents relating to actions designed
to provide financial aid to contractors. Included are applications
for contract financing, investigation documents, coordination
documents, approval, disapprovals, and similar documents.

Contractors insurance files. Documents used in determining
proper insurance required by statute for contractors or types of
contracts. Included are studies and interpretations which con-
tain copies of laws, statutes, insurance policies, premium audits,
approvals, disapprovals, and documents providing similar data.

Contractors bond files. Documents used in determining suitable
and proper bonds for contractors or types of contracts. Included
are studies and interpretations which contain copies of laws,
statutes, surety bonds, approvals, cancellations, and documents
providing similar data.

Contractors pension and retirement files. Documents relating to
contractors pension and retirement programs with respect to
costs, benefit levels, funding methods, and similar matters. In-
cluded are copies of programs, company qualification data,
studies, interpretations, and related papers.

Individual item pricing files. Documents used in determining
standard prices for use in obtaining improved pricing on pur-
chases and accounting for the sale and issue of items, for com-
parative pricing purposes, and for analyzing price trends. In-
cluded are ledger sheets, card records, and related papers.

Item pricing posting media files. Documents used as posting
media to individual item pricing files. Included are copies of pur-
chase orders, contracts, abstracts of bids, summaries of propos-
als, and similar documents.

Company pricing files. Documents related to negotiating with
commercial concerns as to future pricing methods for improved
pricing on contracts and negotiating price adjustments required
by contract clauses, such as price escalation and price redeter-
minations. Included are reports, pricing agreements, financial

Destroy after 12 years.

* Destroy after 6 years.

* Destroy after 6 years.

Destroy when plan or program is super-
seded or obsolete.

Documents used in establishing revised
standard prices: Destroy after 4 years.

Documents used for comparative pricing
and evaluating price trends: Destroy
when obsolete or when no longer required
for current operations.

Destroy after 1 year, or when files have
served their intended purpose, whichever
is first.

Destroy 4 years after establishment of a re-
vised pricing agreement or when the
commerecial concern is no longer consid-
ered a prospective source of supplement,
whichever is first.

5
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File No.

1402-10

1402-11

1402-12

1402-13

1402-14

1402-15

1402-16

1402-17

Description

statements, production records, and similar documents. Files re-
lating to a specific contract will be filed therewith.

Cost and price analysis files. Documents used in collecting and
analyzing data in the performance of comprehensive studies of
price trends and variations. Included are studies, copies of price
lists, contracts, estimates, reports, and other documents con-
taining similar data.

Buy American Act files. Documents relating to implementation of
the Buy American Act. Included are determinations, requests
for exceptions with related approvals or disapprovals, lists of
expected items and materials, reports of violation, similar docu-
ments, and related correspondence. Files relating to specific
contracts will be destroyed therewith.

Contract review files. Documents used by supervisory headquar-
ters reviewing contracts for such aspects as legal sufficiency,
appropriateness of award, reasonableness of price and cost, and
similar matters. Included are copies of contracts, worksheets,
related correspondence, and similar data.

Bid and award protest files. Documents relating to actions taken
with respect to correcting mistakes in bids and in settling pro-
tests of awards. Included are copies of bids, contracts, and
notices of award; decisions; copies of statutes; similar docu-
ments; and related papers.

Contract appeal files. Documents compiled by contracting officers

and transmitted through channels to the Armed Services Board
of Contract Appeals.
These files relate to appeals by contractors from decisions on
disputed questions by contracting officers or their authorized
representative pursuant to appendix A, Armed Services Pro-
curement Regulation. Included are all documents pertinent to
the appeal, such as findings of facts, and the decision from which
the appeal is taken; the contract and pertinent plans, specifica-
tions, amendments, and change orders; correspondence between
the parties; transcripts of testimony taken during the course of
proceedings on the matter in dispute prior to filing the notice of
appeal with the Board; and such additional documents as the
contracting officer may consider essential or as may be desig-
nated by the Board.

Contract termination reporting files. Reports and directly re-
lated correspondence pertaining to the status of contract termi-
nation.

Contract termination review files. Documents related to the re-
view of contract terminations. Included are proposals for termi-
nation of contracts, contracting officers statements, review
board actions, settlement proposals, approvals, disapprovals,
and related papers. A complete record set of contract termina-
tions will be filed in the Termination section of the related con-
tract in accordance with instructions in the Army Procurement
Procedure.

Contractor responsibility files. Documents maintained for the
purpose of determining contractors responsibility as defined in
Part 9, Section I, APP and ASPR. Included are brochures; re-
plies to questionnaires; financial data, such as balance sheets,
profit and loss statements, cash forecasts, financial history of

18 December 1977

Disposition

Offices of the Army staff: Destroy after 10
years.

Other offices: Destroy after 6 years.

Destroy after 10 years.

Destroy after 6 years, or after completion
of review, whichever is applicable.

* Offices authorized to perform final review:
Destroy 6 years after final determination.

Other offices: File and dispose of with re-
lated contract files.

* Destroy after 10 years. Cut off on final
* cision of the Board.

Destroy after 3 years.

Destroy after 6 years, except that docu-
ments filed with the contract will be de-
stroyed therewith.

Destroy when superseded or obsolete, ex-
cept that any documents pertaining to
specific contracts will be destroyed 6
years after final payment of related ¢~
tract(s).
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Description

*1402-24 Solicitation Review Files. Invitations for bids or requests for
proposals submitted to major command headquarters or HQ_DA
for review to ensure compliance with procurement regulations

prior to solicitation to bid.

1h02-25 Commercial-industrial type activity

(CITA) program files. Documents
accumulated as a result of con-
ducting studies to determine the
feasibility of performing commer-
cial-industrial type activities
either by in-house or contract.
Included are feasibility studies,
S5-year reviews of functions, cost
analysis, Justifications, approvals,
new start proposals, annual CITA

“ inventory, and supporting docu-

ments.

Page 8, add new file number 1402-25 as follows:

1402-26 Acquisition management review files.

Documents reflecting operations

of the Army Acquisition Management
Review Program. Included are re-
ports of reviews with conclusions,
recormendations, and exhibits; semi-

annual reports of curulative re-

sults of reviews; actions taken on
¥
recommendations, follow-up visits,

and vrelated documents.

18 December 1977

Disposition
Destroy 1 year after completion of review.

Office rerforming Army-wide respon-
sibility: Destroy after 6 years.

Other offices: Annual CITA inventory:
Destroy after 5 years. Remaining
documents: Destroy upon completion
of next S-year review.

Office performing Army-wide respon-
sibility: Permanent. Retire after
12 years.

Surveyed activities: Destroy on re-
solution or completion of all recom-
mended actions, or upon completion

of next comparable survey, whichever
1s sooner.
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ile No. Description Disposition
contractor and affiliated concerns; current and past production
records; personnel data; lists of tools, equipment, and facilities;
analyses of operational control procedures; and similar docu-
- ments. Affirmative determinations of responsibility signed by
the appropriate contracting officer are to be filed in the prea-
ward portion of the applicable contract file.

1402-18 Procurement misconduct case files. Documents accumulated as % Offices authorized to make final determina-
case files which deal with specific incidents relating to fraud, tion: Destroy 30 years after final deter-
misconduet, eriminal conduct, or suspected fraud or misconduct mination.
in connection with procurement matters. Included are investiga- .
tions, statements, reports, decisions, similar documents and re-  Other Offices: Destroy 1 year after close of
lated papers. These files also provide information for publication case.
of the debarred, ineligible, or sfispended bidders list.

1
3
I3
+
!
‘

1402-19  Debarred bidder list files. Documents relating to the suspension % Offices responsible for final determination
of bidders that prohibits contractual relationship with the De- as to whether or not a bidder is placed on .
partment of Defense. Included are lists of debarred, ineligible or thelist: e -
suspended bidders; status reports and recommendations relating
to bidders appearing on the lists; modifications, deletions, and  Destroy 30 years after final determination.
additions to the lists; and similar or related documents. -

: Other Offices: Destroy after/@;r\ eXcept

that copiesof the lists will be destroyed
when superseded, obsolete, or no longer
needed for current operations.

7 -20 Bidder list files. Cards and lists used to determine which contrac-  Destroy when superseded, obsolete, or no
tors are eligible to receive invitations for bid for specific items. longer required for current operations.

. 1402-21 Technical data package files. Copies of documents or microfilm  Destroy when superseded, obsolete, or no
: images assembled for the purpose of providing prospective bid- longer required for current operations.
ders complete information relative to materiel required.

The performance-type technical data package includes docu-

ments that establish -performance requirements supplemented

by quality assurance provisions and form and fit limits. These

documents express in narrative form, the output, function, or

operation and leave the detailed design, fabrication, and internal

working to the manufacturer’s option. The design-type technical

data package includes data necessary to manufacture a product

conforming to established design. These packages contain data

essential to ensure proper performance and to permit manufac-

ture of the item by a competent manufacturer. Included are list

of contents, lists of drawing numbers, lists of parts, lists of parts

lists, lists of Government furnished equipment, lists of package

data sheets, lists of supplementary quality assurance provisions,

lists of gauge numbers, lists of gauge lists, engineering draw-

ings, lists of specifications and standards, lists of specifications

and standards lists, gauge drawings, package data sheets, speci-

fications and standards, purchase deseriptions, and similar data.

1402-22 Advance planning procurement files. Documents relating to the  Destroy after 6 years.
release of advance planning information to industrial firms for

their use in future planning and to aid in submitting bids for

required material. Included are synopses of advance procure-

ment planning information, lists of bidders, inquiries from indus-

trial firms and answers thereto, reports, similar documents, and

related papers.

1au2-23 Not used.
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File No.

*1403-06

1403-07

1403~-08

1403-09

1403-10

140311

1403-12

1403-13

10

Description

delivery orders, comparable instruments, and related
papers. Offices not administering, but procuring under
these contracts, will handle individual service authoriza-
tions and delivery orders as separate individual pro-
curement transactions.

Contract standard drawing and specification files. Re-
scinded.

Nonaction bid invitation files. Invitations for bids re-
turned by prospective bidders without bid action.

Rejected bid files. Invitations for bids accumulated as a
result of rejecting all bids to an invitation and a new in-
vitation is not issued.

Procurement register files. Registers or sheets used to
record and control the assignment of numbers to con-
tracts, purchase orders, releases, or similar instru-
ments. These files are maintained on a fiscal year basis.

Procurement directive files. Documents used in initiating
procurement or production action. Included are pro-
curement directives, produection orders, purchase au-
thorizations, requisitions (when used as a direct basis for
purchase), consolidated bidders lists, written bids,
summaries or proposals, abstracts of bids, cost analyses
reports, similar documents, and related papers.

Procurement action reporting files. Documents relating
to the reporting system designed to provide statisties
concerning placement, status, delivery, and settlement

of procurement actions. Included are special, quarterly,

procurement activity, status, monthly, contract settle-
ment, semiannual, consolidated, and summary reports,
and directly related correspondence. All the above re-
ports, except consolidated reports and summaries, will
be filed and disposed of with the related contracts.

Military urgency planning list files. Documents relating
to the military urgency planning list of items published
by the Department of Defense. Included are copies of the
lists and documents connected with nomination of items
for the list.

Note: Record copies of the Master Urgency List are
maintained by the Department of Defense and are re-
tired as permanent documents by that department.

Interservice inspection files. Documents relating to the
performance of inspection services for other procuring
activities as outlined in section XIV, APP.

Note. Interservice inspection files accumulated by
Army procuring activities in performing inspeection
service for other departments will be retained in the cus-
tody of the inspecting activities in the absence of any
specific agreements or requests for transfer of files to
the activity administering the contract. Conversely, in-

1 December 1979
Disposition

Contract Appeals will be destroyed 7 years
after date of decision of the board. Offices
procuring under contract: Individual deliv-
ery orders, service authorizations, and
comparable instruments, as provided for
transactions for $10,000 or less, or for
transactions for more than $10,000 as ap-
plicable.

Destroy immediately after bid opening or on
receipt of bid if it can be determined that
no bid action was taken.

Destroy after 1 year.

Destroy after 6 years.

Directives canceled prior to award of con-
tract or purchase order: Destroy after 1
year.

Other files: Destroy after 6 years. Do not re-
tire.

Consolidated reports and summaries: De-
stroy 2 years after the end of the FY of
preparation.

Offices responsible for Army-wide coordina-
tion of nomination of items: Destroy on
publication of lists.

Other Offices: Destroy after 2 years, except
that copies of lists will be destroyed when
superseded or no longer required for ref-
erence, whichever is first.

Destroy 6 years after completion of inspec-
tion action on the related contract. How-
ever, in the event inspection documents
have been furnished the procuring activity
on a current basis, destroy retained copies
after 1 year.



1 December 1979

File No.

1403-01

*1403-02

1403-03

1403-04

1403-05

1403 INDIVIDUAL PROCUREMENT TRANSACTION FILES

1. These files relate to the administration of individual procurement transac-
tions which include documents relating to the negotiation, commitment and
placement of contracts, purchase orders, and comparable instruments.

2. Files required for documentation of individual procurement transactions
are listed and identified in the Armed Services Procurement Regulation.
Also included, when applicable, are contract termination files, contract re-
negotiation files, contract appeal files, and other documents as specified by
the appropriate command headquarters as essential to completion of the in-
dividual transaction files. These files may accumulate in various operating
elements of a procurement office. The element responsible for a function
which results in creation of a particular file will be designated as the office of
record and will be responsible for complete documentation of that function so
that duplicate material maintained by other elements can be destroyed with-
out extensive checking to determine the extent of duplication. Files of each
operating element will be transferred to the records holding area or appro-
priate records center without consolidation with files of other elements re-
lating to the same contract. No consolidation or paper-by-paper screening of
files will be accomplished in records holding area or record centers. Files
that are known to be pertinent to an unsettled claim, incomplete investiga-
tion, or pending litigation will not be destroyed until settlement of the claim
or completion of the investigation or litigation. In addition, records relating
to contracts involved in appeals handled by a Board of Contract Appeals will
be retained for a period of 7 years from date of the decision of the board.

3. The disposition instructions below do not apply to specific types of con-
tracts described in other regulations in the 340-18 series for which differing
disposition instructions are prescribed.

Description Disposition

Transactions for $100,000 or less. Rescinded. Use FN
1403-28, 1403-29, 1403-30, 140331, or 1403-32 as ap-

plicable.
Unsuccessful bid files. Documents relating to unsuccess- Dispose of IAW the disposition instructions
ful bids (including tie bids) and all unsuccessful proposals for the related contract.

or quotations for contracts.

Transactions for more than $100,000. Rescinded. Use FN
1208=28, 1403 297140830+ 1403-31 or 1463~38=as ap-
plicable.

C 11, AR 340-18-14

Open-end contract information files. Army circulars and
related documents reflecting information as to existing
open-end contracts for use of contracting officers in pro-
curement of supplies and equipment.

Master, open-end and call-type contract files. Docu-
ments relating to master, open-end indefinite delivery,
Federal Supply Schedule, call-type, and similar con-
tracts. Included are contracts, service authorizations,

e e

Office responsible for preparation and issue:
Destroy 6 years after expiration date.

Other offices: Destroy when superseded, ob-
solete, or no longer needed for reference,
whichever is first.

Offices administering contract; Destroy.6
years after expiration and final payment,
except that records relating to contracts
involved in appeals handled by a Board of
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1 December 1979

File No.

140314

1403-15

1403-16

1403-17

1403-18

1403-19

1403-20

1403-21

- Description

spection files created by other activities in performing
inspection services on Army contracts will be retained
by the activities performing the inspection services in
the absence of any specific agreements or requests for
transfer of such records to the Army procuring activities
administering the contracts.

Procurement assignment files. Documents relating to the

assignment of specific supply items to purchasing agen-

cies for coordination or procurement of overall Defense
requirements. Included are Department of Defense di-
rectives and related papers.

Coordmated procurement program reporting files.

Documents containing data relative to the Department of .

Defense coordinated procurement program, such as re-
ports and related papers.

Interdepartmental purchase request files. Documents ac-
cumulating in Army staff offices and Nztional Inventory
Control Points relating to procurement of supply items
of the Army for other departments or procurement by
other departments for the Army. Included are copies of
purchase requests, amendments thereto, and related
correspondence.

Procurement inspection files. Documents relating to the
inspection and audit of procurement matters and con-

tracts. Included are copies or extracts of reports made |

by inspectors general, Army Audit Agency, General Ac-
counting Office, and supervisory offices; documents indi-
cating corrective action taken and related corre-
spondence.

Contracting officer designation files. Documents re-
flecting the designation and recession of contracting offi-
cers and contracting officer’s representztive which in-
clude the specific procurement aunthorities delegated.

Expediting files. Documents relafed to controlling and
facilitating the delivery of materials and machine tools
under specific procurement transactions.

Tax exemption certificate files. Documents relating to
the issue of tax exemption certificates which indicate
proof of exemption of taxes excluded from the contract
price under procurement regulations. Included are US
Government tax exemption certificates, US Government
tax exemption or identification cards, and comparable or
related documents.

Procuring office customs entry files. Documents relating
to the entry and admission free of duty of material pro-
cured abroad or returned from abroad by the Army. In-
cluded are customs permits, forms, summary of value,
similar documents, and related correspondence.

Photographic inspection files. Radiographs, mi-
crographs, macrographs, and other films 2nd prints re-
lating to the inspection of material prior to acceptance by
the Army

C 11, AR 340-18-14

Dirposition

Offices performing Army-wide staff respon-
sibility: Destroy 3 years after publication

of assignment o

f responsibility.

Destroi’ after 2 years.

Destroy after 5 years.

D~estroy after 6 years.

\

Destroy 6 years after recession or termina-

tion.

Destroy on completion of related procure-
ment transaction.

*Destroy 3 years after penod covered by

related account

Destroy after 5§ y

.......

ears.

Destroy 6 months after completion of.related

contract.

© e ———— ST Tt
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File No.

1403-23

1403-24

1403-25

140326

jr—

Description

Laboratory test reporting files. Documents maintained by

laboratories that relate to tests conducted on material.

Included are chemical analysis, steel analysis, physical
test, macrostruction and macrotech tests, treatment and .

test of material, and similar reports and dxrectly related
papers. -

Renegotiation Act reporting files. Reﬁorts and corre-

spondence relating té the receipt and transmittal of in-
formation concerning renegotiations performed by the
Renegotiation Board. . - :

Government-owned and contractor-operated industrial

installation files. Contractors’ records are not a respon-
sibility to the Army. Their custody is a responsibility of
the contractor concerned, except that certain joint ree-
ords, such as joint property accounts, as determined by
the contracting officer to be of value to or required by
the Army, may be preserved with Army records to
which they pertain. Contracting officers will exercise
this authority with extreme caution to make certain that
records without definite legal or administrative value to
the Government are not accessioned. Contractors’ rec-
ords will not be accessioned for the sole purpose of re-
lieving the contractor of custody thereof without specific
authority from The Adjutant General. Requirements for

rétention of contractors’ records are set forth in provi-

sions of the pertinent contracts pursuant to the Defense
Acquisition Regulation. Army records of various types
are accuinulated as a result of contractor operations con-

ducted at Government-owned and contractor operated )

industrial installations and at industrial installations in

standby status. Army files which are known to be perti-
nent to an unsettled claim, incomplete investigation, or -

pending litigation will not be destroyed until settlement

of the claim or completion of the investigation or litiga-
tion. Files not directly related to contractor operations,

such as accounting records required in continued opera-

tion of the plant, individual civilian personnel files, indi-

vidual military personnel files, and bills of lading files
will be disposed of in accordance with instructions in the
regulations (AR’s 340-18~1 through 340-18-15) which
govern the maintenance and dxsposmon of fﬂes in these
functional categones

Civil works contract files. Documents relatmg to the pro-

curement of supplies, material, and equipment; and
other services, but exclusive of construction and mainte-
nance contract files. These files accumulate in various
operating elements of a procurement office. Designation
of offices of record and responsibility for documentation
is described in the beginning of this section. Dociments
accumulated in connection with civil works contract files
are divided into 2 groups: e

a. Contractual instrument files mclude documents re-
lating to one specific contract when created or accumu-
lated; preaward data, such as advertising order, deter-
minations and findings, invitations for bid, abstracts of

S e

1 December 1979

Disposition

Destroy after 10 years.

Offices of the Army Staff: Destroy after 10
years.

Army records created from contractor oper-
ations, including industrial property ac-

counts files: Destroy 6 years after close of ' A
the fiscal year in which final payment is

made. - _

Industrial property account ﬁles of installa~
tions in standby status: Destroy 2 years
after resumption of contractor operations
or 2 years after disposition of the mstalla-
tion, as applicable.

~

Contractual instrument files created prior to” -

2 July 1975: Destroy
after final payment.

years and 3 months

Contractual instrument files created on or o
after 2 July 1975: Destroy 6 years and 3

months after final payment.
Transfer to the appropriate Federal archives

and records center, after 3 years or upon -

completion of site audit, whicheveris first. =~
Civil Works Site Audit Files, described

under file number 313-02, of the same fis: .

cal year, will be transferred together with
(but not interfiled with) these files.

T
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1 December 1979

File No.

1403-27

1403-28
1403-29

*1403-30

*1403-31

1403-32

Description

bids, accepted and unsuccessful bids, bonds, and original
contract with modifications; copy of specifications and
addendums thereto; notice to proceed and notice of com-
pletion; and related papers determined by the contract-
ing officer to be essential to completion of the file.

b. Residual files, containing documents other than
those defined above, including requisitions and contract
property accounts. Records relating to contracts in-
volved in appeals handled by a Board of Contract Ap-
peals will be destroyed 7 years after date of decision of
the board.

Civil works requisition files. Requisitions with directly
related papers for supplies, equipment, material,
services that are maintained separately and not as a part
of an individual contract file.

Transactions of more than $2,500 (before 26 Jul 74)
Files. Contracts, purchase orders, delivery orders, or
comparable instruments for more than $2,500.

Transactions of $2,500 or less (before 26 Jul 74) Files.
Contracts, purchase orders, delivery orders, or compar-
able instruments for $2,500 or less.

Transaction files (wéteewgen ™ ' N74) of £10,000 or less,
where the original signed order has been submitted to
the US Army Finance and Accounting Center
(USAFAC) with the financial returns. (Ref: Chap. 3, AR

3100 Form moretiga B2, 200,

Transaction files W""\ TRl B /o e -
cuk 'J Koladodtedns sebinos o fhoebémial

D 2 N
e ).

TONLTaet d11C. (Tvel: Chap iyt

Contracts (before 2 Jul 75) Files. Contracts created be-
fore 2 July 1975.

C 11, AR 340-18-14
Disposition

Residual files: Destroy at time of retirement
of the contractual instrument files or 3
years after final payment of the contract,
whichever is later.

*Destroy 2 years after completion or can-
cellation of requisition.

LIT > x.;« Trveat.

EPS'Cld(Ied \

Lo o8y Liserepes
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Destroy 1 year after final payment.

Destroy 6 years and 3 months after Lﬁ
payment.

Lescia écd

Dﬁ‘b) Ry deals a A oMMNiidie oftes firal
Note In case of conflict, this disposi-

tion takes precedence over 1403-28,
1403-29, 1403-30, and 1403~31.
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File No.

1404~01

140402

1404-03

1404-04

1404-05

1404-06

14

Wi

1 December 1979

1404 SMALL BUSINESS PROGRAM FILES

These files result from the Army’s program to assure maximum participation
of small business concerns in the military procurement of supplies and serv-
ices. The files accumulate in offices of small business advisers or specialists,
contracting officers, and in other offices engaged in these activities.

Description

Small business information files. Documents relating to

communications or discussions which provide small busi-
ness concerns with information about Army requirements
for suppliers on bidders lists, adapting their production
facilities to compete for prime contracts or subcontracts,
changes in specifications which make it possible for pro-
duction by small business concerns to meet future pro-
curement, and other matters concerning the participation
of small business concerns in the military procurement
program. Included are inquiries from small business con-
cerns, memorandums recording discussion with represen-
tatives of small business concerns, and similar documents.

Small business program survey files. Documents relating
to surveys of field purchasing officers to analyze the effec-
tiveness of the small business program so that small busi-
ness concerns are afforded equal opportunity to compete
for procurements. Included are data accumulated for the
purpose of making surveys, reports from procuring of-
fices, survey reports, instructions or changes made as a
result of the survey, and related papers.

Small business qualification files. Case files containing
documents relating to the productive capacity, credit, re-
sources, and similar data about small business concerns
accumulated to provide information about the availability
of additional small business sources to meet current or an-
ticipated requirements of the military procurement pro-

gram.

Competency certificate files. Documents relating to the is-
suance or withdrawal of certificates of the competency of
small business concerns as to their capacity and credit
standing furnished to contracting officers. Included are
copies of the certificates, communications concerning the
capacity and credit of specific small business concerns,
and similar documents.

‘Small business reporting files. Documents accumulated by

small business advisers for review and analysis of small
business activity. Primarily these are reports received
from procurement offices on such subjects as proposed
procurement actions, procurement action summaries and
individual procurement actions. :

Contractor reporting files. Reports received from contrac-
tors participating in the small business procurement pro-
gram, related correspondence, and summaries prepared
from the reports.

Qualification lists files. Lists of businesses determined to
be qualified to participate in the small business program.

Disporition

Destroy after 6 years.

Offices performing surveys: Destroy after 6
years except that data accumulated in prep-
aration for the survey will be destroyed on
completion of the survey. -

Offices surveyed: Destroy on completion of
next comparable survey, or when no longer
needed for reference, whichever is first.

Destroy when superseded, obsolete, or when
the concern is no longer considered as a
source of supply for any reason.

Destroy after 6 years.

.

Consolidated and summary reports: Destroy
when no longer needed for current opera-
tions.

Other documents: Destroy after 2 years.

Consolidated and summary reports: Destroy
when no longer needed for current opera-
tions. ’

Other documents: Destroy after 2 years.

Destroy when superseded, obsolete, or no
longer needed for reference.

LU aanace s s e
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File No. Description

1404-08 Small business solicitation review files. Documents relat-
ing to the review of requests for proposals or solicitations
for compliance with regulatory requirements and the
Small Business

C 11, AR 340-18-14

Disposition

-

Destroy 1 year after completion of the review.

14.1
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“ile No.

Description Disposition
Act accumulated in major command headquarters. Included are
requests for proposals, analysis executed by chief of purchasing
offices; any corrective actions taken as a result of the review and
related documents.

C9, AR 340-18-14
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File No.

1405-01

1405-02

1405-03

1405-04

1405-05

1405-06

16

1405 LABOR RELATIONS AND INDUSTRIAL EQUAL
EMPLOYMENT OPPORTUNITY FILES

These files pertain to labor relations and equal employment matters in Army
procurement and construction contracting functions. They accumulate in of-
fices of labor advisors, legal officers, industrial employment policy officers,
contracting officers, and other offices engaged in labor relations activities.

Description Disposition

Labor relations and equal employment surveillance files.  Contractor’s payrolls: Destroy after 3
Documents relating to general surveillance procedures per- years.
formed in administering the Army labor relations and industrial Other documents: Destroy after ¢ years.
equal employment opportunity programs. Included are copies of
contractor's payrolls, statements regarding compliance, and re-
lated documentg

Labor-mgxgg“:ment dispute files. Documents relating to work %Destroy after 10 years.
stoppages, strikes, and disputes affecting Army contracts. In-
cluded are strike reports, reports of work stoppages, corre-
spondence concerning disputes, plans to relieve work stoppages
and to settle disputes, conference minutes, and related docu-
ments.
Note. Files relating to specific contracts will be disposed of in
accordance with the disposition instructions for the contract.

Labor standard exception files. Documents pertaining to re- #Destroy after 10 years.
quests to deviate from standards set by the Department of La-
bor, assessment of the Eight-Hour law penalties, Walsh-Healy
Act, and similar requirements. Included are requests for excep-
tions or deviations, determinations, studies, opinions, approvals,
disapprovals, and related documents.
Note. Files relating to specific contracts will be disposed of in
accordance with the disposition instructions for the contract.

Labor standard violation files. Documents accumulated as a re- s Destroy after 10 years.
sult of actions taken because of violations of labor standards
provisions of contracts. Included are reports of violations, inves-
tigations, terminations, and findings; recommendations; and re-
lated documents.
Note. Files relating to specific contracts will be disposed of in
accordance with the disposition instructions for the contract.

Industrial equal employment compliance review files. Docu-  Destroy after 10 years.
ments accumulated in making compliance reviews to determine
the extent to which contractors comply with the nondiserimina-
tion in employment contract clauses. Included are compliance
reports submitted by contractors, reports of routine and special
compliance reviews made by Army compliance officers, followup
reports, records of recommendations, certificates of merit, and
similar or related papers.
Note. Files relating to specific contracts will be disposed of in
accordance with the disposition instruetions for the contract.
3 sl el
Industrial equal employment investigation files. Documents re-  Destroy after 10 years.
lating to actions taken on complaints alleging nonecompliance
with the provisions of nondiscrimination contract clauses. In-
cluded are complaints, reports of investigation, hearings, copies
of decisions rendered, findings, statements, information concern-
ing sanctions, recommendations, and similar or related papers.
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S

File No. Deseription

Note. Files relating to specific contracts will be dis-

posed of in accordance with the disposition instructions for .

the contract.

1405-07

ployment policy officers in attending conferences, briefing

eivilian audiences, meeting with contractor associations, -

conducting special studies, providing staff or technical
supervision, and related matters. Included are requests

for visit, approvals, copies of speeches or briefings, re-
ports of visit, recommendations, and similar or related :

o papers.. o ~ ,
140308 Industrial equal employﬁtént reporting files. Documents

equal employment opportunity program. Included are
statistical and narrative reports, summaries, consolida-.
tions, and related papers. .

Industrial equal employment special visit files. Docu-
- ments relating to special visits made by industrial em-

- reflecting data concerning various aspects of the industrial .

C 11, AR 340-18-14

1. Disposition

"Offices of m'ajor and intermediate command

HQ: Destroy after 10 years.
Other offices: Destroy after 6 years.

Office réspdnsibie for preparation of report:
Destroy after 10 years.
Other offices: Destroy after 2 years.

Y
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1496 PRODUCTION PLANNING AND INDUS TRIAL MOBILIZATION g_,

FILES el s

-+ These files result from measures taken to provide for transforming industry
.. .. from its peacetime activity to the fulfillment of the indusirial program neces-
" sary to support the national military objectives. It includes the mobilization
-of materials, capital, productive facilities, and contributory items and serv- '
ices essential to tlmely and econormcal production, . :

File No. Description . : S T Disposition”

e Ll

S S T T 050 0 1 Xy e 0073 a sk PTRAMISMER O, .71

*1406-01 Tax amortization files. Reacmded

1406-02 - Production reguirement data ﬁles. Do»uments used in ar- A Ofﬁce performmg Army -wide staff responsi- E :
<= 5. riving at future production and industrial mobilization re- - . bility: Studies and consolidated or summary 4 E
quirements. Included are production reports; industrial . . reports«——permanen{' Feeder reports-—- ?
. mobilization reports; studiesg involving such aspects as destroy on extraction;. summanz?hon /J ;
“production costs, production rates, production deliveries, - consolidation of data. = . ;é/ 4
production slippages, and productlon difficulties; and B Other offices of the Army staff: Destroy afler f
- documents containing similar data. 5 years., M
' S C. Other offices: Destroy after 2 years. g
f
: r

1406~03 . Production record reperting files. Documents relating te Destroy after 5 years. - ’6{ ('/‘/71”
: production control of items on the Department of Defense : : : A’
Consolidated List of Principal Military Items. Included
are production records, schedules and estimates, docu-
ments containing similar data, and related papers con- , ]
_ , cerned with scheduling, dispatch, fo!lowup, and control of _—
B production items. - ' - .o

24 Industrial mobilization reporting files. Reports_and di-  Destroy after 2 years. - o e
rectly related documents reflecting progress and status of o C
industrial mobilization and production and procurement ) ‘ ‘- o —’i
planning. .

1406-05 Industrial mobilization facilities files. Documents relating Bestroy 6 years after the removal of related
to individual facilities (commercial concerns on plants) and . facility from list of prospective supply
specific items of supply that are used in determining past sources, or removal of related supply item
and future production capabilities or related uses allied te from list of designated commodities.

mobilization planning. Included are facility allocations,
procurement and production planning schedules, current
procurement and production schedules, planning studies
and reports submitted by industrial concerns, inspection
reports, specifications, drawings, and related papers.

1106-06 Production equipment history files. Documents used in the Office performing Army-wide responsibility:
utilization, redistribution, and disposal of preduction Destroy 6 years after final disposition of
equipment. Included are cards, reports, forms, and re- equipment. '
lated papers. These files will accompany the equipment on Other supervisory offices: Reports—destroy
transfer within the Army or on transfer to ancther mili- after 2 years. Cards used as central control

N tary department. . files--destroy after final disposition of re-

lated cquipment.

Offices maintaining eqmpment' ])estroy 2
years after final disposition of the equip-
ment, such as by sale or salvage.
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File No.
1407-01

1407-02

1407-03

1407-04

1407-05

1407-06

1407-07

C9, AR 340-18-14

1407 DEFENSE MATERIALS SYSTEM FILES

These files relate to the system affecting construction, research and de-
velopment, and the production of hard goods by identifying, measuring, and
governing the distribution of controlled materials necessary in filling defense
orders. This system was formerly called the Controlled Materials Plan.

Description

Controlled materials allocation files. Documents reflecting the
distribution of controlled materials from the Department of De-
fense to the Deputy Chief of Staff for Logisties, and further allo-
cations within the Army to allotting agencies. Included are
documents indicating material requirements, allocation deci-
sions, tentative allocations, requests for allocation concurrence,
allocations, and similar data.

Controlled materials allotment case files. Documents reflecting
allotments and controlled materials to contractors and produc-
ers. Included are requests for application for allotments of con-
trolled material and equipment, authorized controlled material
orders, applications for allotments and supplementary applica-
tions for production and construction material and equipment,
authorized production schedules and revisions thereto, allotment
increases or decreases, schedules of materials requirements,
construction authorizations and allotments of controlled mate-
rials, allotment certificates for offshore construction, authoriza-
tion letters for purchase of construction machinery, and similar
documents.

Priority rating case files. Documents used in establishing the
priority use of controlled materials by contractors and produc-
ers. Included are requests for filing applications for priority rat-
ings, applications for priority ratings for delivery or production
and construction materials and equipment with supporting
documents and recommendations, rating certificates and disap-
provals of rating, requests for special priorities and assistance
with related denials or approvals, and similar documents.

Controlled materials reporting files. Reports on allocations, al-
lotments, return of controlled materials allocations, ACM or-
ders, unused balances, and similar matters.

Controlled materials accounting files. Documents used to control
and account for controlled materials. Included are general con-
trolled materials, ledgers, budget ledgers, allotment ledgers,
subsidiary ledgers, and similar documents.

Special assistance files. Documents used in requesting, coordinat-
ing, and granting priorities under the special assistance pro-
gram. Included are requests for special assistance, coordination
documents, diversion directives, official signature cards, prefer-
ence or priority lists, and related documents.

Controlled materials audit files. Reports of audit, interim re-
ports of audit, audit checklists, and related documents.

Disposition

Destroy after 5 years.

Offices of the Army staff: Destroy after 5
years.
Other offices: Destroy after 3 years.

Destroy after 3 years.

Office performing Army-wide staff respon-
sibility, consolidated and summary re-
ports: Destroy after 10 years. .

Other offices of the Army staff: Destroy
after 5 years.

Other offices: Destroy after 3 years.

Office performing Army-wide staff respon-
sibility: Destroy after 10 years.
Other offices: Destroy after 3 years.

Preference or priority lists and official sig-
nature cards will be destroyed when su-
perseded or obsolete.

Remaining files: Office performing Army-
wide staff responsibility: Destroy after 10
years. Other offices; Destroy after 3
years.

Office performing Army-wide staff respon-
sibility: Destroy after 5 years.
Other offices: Destroy after 2 years.

18.1
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File No. Description Disposition

1407-08 Representative sample files. Representative samples of files, *Destroy after 5 years.
maintained by Headquarters, Department of the Army offices,
described under file numbers 1407-01, 1407-02, 1407-04, and
1407-05 which are withdrawn from each annual block of files.

18.2
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1408 STRATEGIC AND CRITICAL MATERIALS REQUIREMENT
FILES"

These files-are created in establishing current and mobilization requirements
for strategic and critical materials. Strategic and critical materials require-
ment files are accumulated at Headquarters, Department of the Army, and
at headquarters of those major and intermediate commands responsible for
the Army material function. Collateral and related actions accumulated at
lower echelons normally document the mission functions of the accumulating
offices and, consequently, are not identifiable as strategic and critical mate-
rials requirement files. .

F.'s Nao “ Description . Dispositipn

1408-U1  Strategic and critical material requirement forecasting files. *Office performing Army-wide staff respon-

Documents created in computing and reporting the quantities of sibility and requiring the reporis: De-
sirategic and critical materials needed to meet current andfor stroy after 3 years. Cut off on superses-
mobilization production schedules for end items. Included zre sion or obsclescence. .
computations, reports reflecting requirements, and related pa-  Other offices: Destroy or supersession or
pers. ’ . obsolescence.

1408~¢2  Strategic and critical material study files. Documents created in ~ Office responsible for preparation: Perma- .
determining the availability, use, and distribution of strategic nent. Cut off on supersession or obsoles-
and critical materials. In¢luded are studies and communications cence.
or other documents which pertain to them. )

1498-03  Mateérial stockpile reference data files. Documents, maintained  Destroy on supersession or obsolescence.
as a source of basie reference data, reflecting uses of, sources of, -
distribution of, quantities of. and comparable data on strategic
and critical materials in, or to be included in, the national
stockpile. Included are data sheets, changes thereto, and related -

papers. .
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File No.

1409-01

1409-02

144903

1409-05

1449-06

197

.

U 240-18-14

1409

These f"le< accumulate at manufacturing plants, works,

facilitie
automotl\'e components. missiles,

Description

Manufacturing control files. Documents relating to schedul-

ing, dispatch, followup. and control of items to be manufac-
wared. Irclused are work orders. job oxder“ turn-in slips, est-

Lo = .o R N I TR TS
r ShoulS, RS uc LGl FURUNLE, dia TS

3.
=
3

T3

dPErs.

nufacturmg method project files. Documents relating to the
improvement. modification. and modernization and manufactur-
ing processes and procedures. Included are drawings, photo-
_s_:r:‘xphs. job orders. routing sheets, reports of revised processes

and procedures. and related papers.

\ianufacture description files. Documents which describe the

A

. : g nethods end equipment reguired for the man-
muc:me of acids and chemicals: the manufacture and assembly of
weapons. tanks, and automotive items;
@38 'mo‘\

and packinz of pr(mellamc and explosive items;

con

i )' for 'navufactuve of an item is tran~fened the pertinent
deseription of manufacmre will be transferred to the installation
gency assuming responsibility for manufacture.

c
:.'\
i

lanufacturing quality control files. Documents maintained for
deteciion, prevention, and control of manufacturing defects. In-
cluded zre in-process inspection sheets, rework records, reports
reflecting freguency distribution of manufacturing defects, and
related papers.

- Gun folder files. Documents reflecting historical data concerning

the manufaciure of guns. Included are lists of parts, machine
load sheets, summaries of routing time, copies of plant layouts
for manufacturing components, photographs, and similar docu-
ments.

Inspection and proof reporting files. Documents reflecting di-

Ammunition lot history files. Documents relating

mensions, drawings used in_manufacture, results of proof test-.

ing, certifications of acceptance. and related data relating to in-
spection and proof testing of manufactured components.

Ammunition demilitarization and renovation work order files.

tincuments pertaining to the demilitarization and renovation of
smmunition. Inciuded are work orders. issue slips, turn-in slips,
repovation work sheets, cost and production records, expendi-
ture orders, and related papers.

o the inspec-
ana seceptance of complete rounds of anununition, propel-
, missiies, and roeket motors. Inciuded are data cariis, ac-
. firing records, and related papers.

ceptance sheets

perations o '. ¢ ;«:1 formed. i
s required. periodie inspections. estin a'eu ume for

wwted comparable matters, erenied in

sare of individual canponents,

the manufzacture. load-.

18 December 1977

MANUFACTURING FILES

arsenals, and similar

. They relate to the manufacture of ammunition, chemlcals tank and
guns and other equipment.

Disposition

Destrov 3
work.

Destroy 5 vears after completion of indi-
vidual project.

Destroy on supersession of description of
manufacture, discontinvance of installa-
tion, or discontinuance of manufacture of
an item.

Destroy 3 years after comple *. of final
production order for the reiated compo-
nent.

Destroy when related gun becomes obso-
lete.

Destroy when related component becomes
cbsolete.

Destroy after 1 year.

%S

Destroy )t;/years after acceptunce of each
lot of ammunition and shipment from
\lomge. Do not retire.

3/20/{0

Destroy when s uIJ\!\t'ht‘f rya revised rout-
g, or Upon cumy
whithever is first.

cieiion of reizted WOrK, |

I i
vears after completion of related
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File No. Description

1409-10 Foundry casting record files. Documents reflecting basic working
data pertaining to foundry operations and castings for individual
components, such as precision casting acceptance slips, records
of heat treatment and test, photos, radiographs, and related pa-
pers.

1409-11 Tool drawing files. Vellums, original drawings, and tracings used
in manufacture of individual components, with related records or

comparable

C9, AR 340-18-14

Disposition

Destroy when related component becomes
obsolete.

Destroy when drawings become superseded
or obsolete.

18.5 |
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File No. ’ Description

documents maintained as a record of tool design and to
facilitate reference to the drawings.

1409-12 Print distribution files. Cards or comparable documents
utilized to control and facilitate the issuance of drawings
and changes or revisions thereto utilized in manufactur-
ing operations.

1409-13 Shop planning and layout files. Documents reflecting the
layout, location, and comparable data relative to man-
ufacturing space, machinery, and equipment.

C 11, AR 340-18-14

Disposition

Destroy 3 years after related drawings are
superseded or the components to which
they relate become obsolete.

Destroy when superseded or obsolete.

19
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File No.

1410-01

1410-02

1410-03

1410-04

*1410-05

20

1 December 1979

1410 MATERIEL ENGINEERING FILES

These files relate to the programs designed to assure required engineering
for optimum economy, reliability, and producibility of materiel; to obtain
adequate, reasonable and economical preservation, packaging, and packing
of materiel; and to obtain and maintain the necessary degree of quality in

Army materiel.

MrTL ENGR

Materiel engineering case files. Documents relating to a
specific project, subproject, task, or phase, which reflect
a continuing history of a project through the industrial
or applications engineering process which begins after a
functionally satisfactory prototype has been produced.
Included are documents relating to tests for producibil-
ity, preparation of specifications and drawings, testing
of specifications including user tests, and similar docu-
ments.

Description

Materiel drawing files. Documents depicting the design or
working order of parts, components, assemblies, and
items of materiel. Included ‘are arrangement, assembly,
bookform, source control, interface, correlation detail,
detail assembly; installation, kit, matched set, mul-
tisheet, tube bend, electronic, electrical, and undimen-
sioned drawings and diagrams or microfilm images
thereof; comparable drawings; associated parts lists, in-
dexes, and data lists; coordination letters; and similar
papers.

Note 1. The activity whose code number appears on
the drawing normally is responsible for maintenance of
the record copy. The record copies are generally main-
tained in drawing number sequence.

Note 2. This file number is not applicable to prelimi-
nary and experimental drawings created and maintained
by research and development activities. These drawings
are described in AR 340-18-13.

Preservation and packaging files. Documents relating to
the preservation and packaging of materiel.

Materiel quality control files. Documents used for the
control of quality of Army materiel which include data
for the detection, prevention, and control of defects in
materiel. Included are inspection sheets, reports, re-
work data, charts, graphs, statistical data, and similar
documents.

Clothing materiel project files. Documents relating to ac-
tions taken to evaluate and improve the overall Army
clothing program. Included are staff studies, surveys,
test reports, coordination actions, and related docu-
ments.

Disposition

Permanent. Retire 5 years after completion
of project, subproject, task, or phase.

Record copies: Destroy 6 years after the de-
picted item is no longer in the supply sys-
tem or supported under the Military As-
sistance Program.

Other copies: Destroy when superseded, ob-
solete, or no longer needed for reference.

Destroy on supersession or obsolescence, or
on incorporation of data in methods and
procedures directives or similar system.

Destroy when superseded, obsolete, when
data is included in published standards or
guidelines, or on completion of procure-
ment or production of pertinent item,
whichever is first.

Offices performing Army-wide responsibil-
ities: Permanent.
Other offices: Destroy after 6 years.



15 September 1978

File No.
1411-01

1411-02

TAGO 3104

1411 VALUE ENGINEERING FILES

These files relate to the systematic application of techniques which identify
the function of material and equipment, establish values for these functions
and then endeavor to provide these functions at the lowest practicable cost
without degradation of essential functional characteristics. The terms value
engineering and value analysis are synonymous.

C 10, AR 340-18-14

Description Disposition
Value engineering reperting files. Documents used in reporting % Offices requiring the reports: Army-
information on the training, workload, execution, resulls, wide consclidations or summaries—de-
and cost of value engineering activities. Included are value stroy after 10 years. Feeder reports—de-
engineering propesal reports, and related papers. stroy after 5 years. Retain in CFA 2 years.

Other offices: Destroy after 5 years.

Retain in CFA 2 years.

Value engineering study files. Documents used in aceomplish- Value engineering office responsible for
ing value improvements and reduction in eeost of existing or making the study: Destroy after 10

planned items of material and equipment. Included are years. Retain 5 years in CFA,

value engineering studies, cost data, production and pro- Other offices: Destroy when superseded,
curement process data, engineering data, and related papers. obsolete, or no longer needed for

reference.

. ) T T S S -
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14:

141

141
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Fite No,
2-01

2-02

2-03

1412  MATERIEL STANDPARDPIZATION FILES

% These files relate to netional and internationel standardization of materiel

items, technical terminology, processes, methods, and practices to assure
adoption of the minimum number of sizes, kinds, and types of items and serv-
ices; and to assure common understending, interpretation, and presentation
of techmical data. International standardization is concerned with stand-
ardization emong the Amecrican, British, Canadian, and Australian Armies;
and between the US Army and NATO, CENTG, the Inter-American Defense
Board, other foreign countries, or an international organization. Files relating
to nationsl materiel standardization sre accumulated by prepearing activities
(offices responsible for study, prepsration, and maintenance of the standardiza-
tion document), assignee activities (offices responsible for the standardization
of an FSC class or area), participating activities (offices designated to represent
the Army in interdepartmental collaboration of a standardization effort),
military coordinating activities (offices responsible for coordinating, reconciling,
and collating the Armed Services’ comments on a standardization document
prepared by a Federsl civil agency), the Departmental Standardization Office
(DepSO) (office responsible for coordinating and mansaging Army-wide par-
ticipstion in the stendardization function), and interested and review activities
(offices requiring an opportunity to comment on proposed standardization
documents gs a result of using or planning to use them in connection with
procurement, stocking, research, development, or engineering). International
materiel standsrdization files are accumulated primarily by DA staff and
Army field offices having recponcibility in the logistical area. They may also
accumulate in other offices from participetion in the development of or com-
ment op proposed standardization actions.
Deseription Dilspoaifion

Standsrdization program recoramendation files, Documents
relating to Army participation in the formaulation of the
materiel standardization program. Included are recom-
mendations for standardization plans with supporting data,
lists of areas exempt from requirements for standardization,
recommendsations to exclude certain classes of items from
the program, schedule change recommendations, and

related papers.

after & years.

Materiel standardization plan files. Documents related to the
development of formal plans for stendardization of FSC
classes of matericl or broad engineering areas. Standardiza-

stroy after 5 years,

15 September 1978

Departmental Standardization Office and
offices of assignee activities: Destroy

Other offices: Destroy after 2 years.

Departmental Standardization Office: De-

tion plans reflect methods of operation, time schedule, and
pertinent supply and engineering considerations for in-
dividual projects scheduled therein. Included are letters
activating planning and working groups, reguesis for
specific information, agenda, and minutes of group meetings,
coordinating actions, and preliminary and final standardiza-~
tion plans and communications relating to them.

Standardization document formulation files. Documents relat-

ing to the preparation, coordination, approval, mainte~
nance, revision, and cancellation of Federal and military
standards, specifications, and standardization handbooks;
and docurments relat-

Office of the preparing assignee activity:
Destroy 2 years after completion or can-
cellation of all projects scheduled in the
plan.

Other offices: Destroy after 2 years, or on
supersession or obsolescence, as appli~
ecable.

Office of the responsible preparing activity
and office of the responsible assignee ac-
tivity: Destroy 5 years after publication
of the standardization document.

TAGO 8104
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File No.

Description

ing to the adoption of industry standardization documents when
the Army is assigned responsibility for completing the action.
Included are project initiation letters or assignments; reports of
preliminary conferences; draft standardization documents and
comments on them; necessary drawings; notices, agenda, and
minutes of meetings; study project reports; coordinating actions;
and copies of the published standardization documents with
communications relating to them.

C 9, AR 340-18-14

Disposition

Other offices: Destroy after 2 years.

22.1
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1412-06

1402-07

1412-08

1412-09

1412-10

P

PN
i412-04

74 August 1969

Do niptian

Standardization document collaboration files. Documents relating to
Army participation in the formulation. revision. or cancellation of speci-
fications, standards. standardization plans. and handbooks prepared by
other military departments or Federal agencies. or in the adoption of
industry standardization documents by other military departments and
Federal agencies. Included are copics of proposed standardization docu-
ments and comments on them: natices, agenda. and minutes of meet-
ings: and related papers.

Military supply standard files. Documents created in preparing Military
Supply Standards and Supply Supplements which respectively show
standard items and items which are nonstandard. They are used to pre-
vent the unjustified re-entry into the supply system of those items which
are no longer required. Included are lists and tabulations of items.
reports of dmplification stadies wnd technical anaivses. and related
papers.

Standardization document files. Record sets consisting of one copy of each
published military and industry standard. specification. or handbook
prepared or adopted on behalf of the DOD by the Army: and reference
sets of Federal. military. and industry standards, specifications. and
handbooks used by the Army.

Note. A record set of Federal standardization documents will not be
maintained by the Army since GSA is responsible for their publication
and distribution, nor will a record set of anyv standardization documents
be maintained in publication record sets described in AR 340-18-2.

Qualified product list formulation files. Documents relating to the prepa-
issue, revision. and cancellation of lists which certify that
a particular product or item has been tested, examined, or otherwise
quzlified for compliance with the réquirements of the particular specifi-
cation. Included are notifications of intent to establish, reissue. or expand
2 Qualified Produets List: correspondence with manufacturers: certifica-
tions as to authorized distributors: qualification test reports: notifications
of test results: and related papers.

ration. review,

Item .standardization deviation files. Documents created in maintaining
item standurdization through approving. disapproving. or commenting
on proposed procurement of nonstandard items but- not documents
belonging in procurement transaction files. Included are requests and
justifications for procurement of nonstandard or nonpreferred items:
requests for authority to procure technical equipment without advertis-
ing: decisions. recommendations. agenda. minutes, and other papers of
the Advisory Committee on .Procurement Without Advertising of Techni-
cal Equipment and Components: approvals. disapprovals. and appeals:
coordinating wctions: and related papers.

Standardization reporting files. Documents reflecting information on stan-
such as indexing changes.
plans und projects, and significant accomplishments eflected through
stundurdization. Included are consolidated and feeder reports and related
pupers. - )

dardization actions. status of standardization

lated in providing a lidt of all materiel and technical procedure agree-

ments formalized by international standards. propoesed international |

standards, approved but unpublished international standards. and aurce-
ments reached in which publication of a standard is not required.

International muteric! standardization agreement files. Docoments relat- RuOflices responsible for final U, S.

s o e proeperation, amendment. interpretation,

Preparing activity:

Other offices:“Destrov after 2

Other offices: Destroy after 2

* Other offices:
supernession, as applicable. FU- nb-?Z‘-HO
af il

and cancellation of.

AR 340-18-14

Dispnition
Responsible coordinating or participating
activity: Destroy 3 vears after publica-
tion of the standardization document.

Other offices: Destroy after 2 vears.

Destroy on revision or supersession of the

related Military
Supplement.

Supply Standard or

Record sets {maintained by the preparing
activity :: Permanent.

Reference sets: Destroy when superseded.
obsolete. or no langer needed.

Papers relating gener-
ally to the overall QPL — destroy on
supersession or cancellation of the QPL:
Papers relating to the qualification of a
particular item — destroyv on elimina-
tion of qualification requirement or
when the Sitem no longer qualifies.
whichever comes first.

vears.

« Offices performing Army wide staff respon-

sibility. Office of the Chairman of the
Advisory Committee on Procurement
Without Advertising, and office of the
responsible assignee activity: Destroy 6
vears after cancellation or expiration of
the standardization deviation.

vears.

Caonsoliduted
vears.

reports: Destroy  after 2

Feeder reports: Destrov on preparation of
the nest comparable report.

Intcrn.atmn.xl standardization agreement list files. Documents accumu- v Office responsible for preparation of the

Army wide list: Permanent

L LARS we s de ym 6L .

Destron affer 2 vears, or on

i Lo
Army

appravals Permanent Cut off on publi-

. 23

.
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St atienan stetedardioat nowgredinents coneerning materiel. vy uwm .md i_;\\l.mu ob e agreemgent
moent and fectaival 'm»wd:‘zrvs. ot muderiel under research and d}/f‘ e yar @
development Such asrcemonts refieet the degree of stundardization to ther “ﬁ)“\ Destroy atter :n\‘"‘”'\' or 2
be achivved and maintained. and specify the applicable drawings. speci- years ulfter final appreval of aereement.
fications. and other relevant technical data. Included are reports of work- as applicable. Nu PL’ ’78-‘ lo
ing wroups or eorrespondence with appropriate officiale in foreign coun-
tries or internationy! ofganizations. drafts of pmpmvd standardization ) L%"‘A D(f’ e
agreements aud comments on them. final U S Armiy approvals, and M‘{\fb
copies of the ratificd agreements. .O}

I412-12 International standardization project files. Documents refating to actions L\Ofﬁce performing Army wide staff respon-

taken to promote standardization of materiel and technical procedures sibility, and offices respansible for par-
between the United Stutes and foreign countries or international organi- ticipation in the project: Bermanent

zations which do not result in the publication of an international stan- Clié’gé‘nscfglépk‘m” of the PKE‘-‘%’ o fy”blocx"
dardization agrecment. Included are letters appointing members to % 1 \
Tter 2

: AN . ) ther offices: Destro\ 2'vears.
working ¢ "nmps. rL'ports of purticipation 1n or minutes of working groups.

nee evchanging technical mformation. coordination “actions. pr; ﬂU 73 HD b 73‘1, /ﬁ
PRI faivd papois. Li{'ﬂ»\/) 5 (s CM 75 I"z }
1412413 " Stundardization status files. Documents accumulated from action taken  Offices of headquarters of major and inter-
after publication of an international standardization agreement to insure mediate commands: Permanent. Retire
that the ucreed degree of standardization is maintained. Included are after 2 vears after cancellation or obso-
notibcations of propesed chunges to items which are recorded on inter- lescence of the standurdization agree-
national stendurds, documents relating to the exchanges of related pro- ment. :

dGuetion informution. coordinating actien. and reluted papers. .
Other offices: Destron after 2 vears. or 2

vears after cancellation or revision of the
related agreement. as applicable.




File No.
1413-01

1413-02

1413-03

1413-04

1413-05
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1413 SUPPLY CATALOGING FILES

These files are created as a result of Army participation in the development
and maintenance of a cataloging system designed to identify, name, and clas-
sify each item repetitively used, purchased, stocked, or distributed by the

Armed Services and other Government agencies.

Cataloging files are ac-

cumulated by submitting activities (an activity designated by DA or DOD as
authorized to submit item identification data directly to Defense Logistics
Services Center (DLSC) ), managing activities (an activity assigned primary
responsibility for the management of an item of supply which is authorized to
be put in the Federal Catalog System), other interested offices, and offices at
the Army staff and headquarters of major commands responsible for direct-

ing participation in the program.

Description

Supply cataloging advisory group files. Documents relating to

DA participation on advisory groups or committees concerned
with assisting and advising in the development of cataloging
policies, rules, procedures, and schedules. Included are copies of
agenda, minutes of group meetings, and related papers.

Cataloging activity reporting files. Documents used to recur-

ringly report official data on cataloging activities, such as
number of item identifications processed and number of supply
manuals in existence, under preparation, or required. Included
are cataloging activity reports and related papers.

Supply item identification files. Documents relating to proposed

original item identification or proposed changes, revisions,
transfers, and cancellations of basic names, definitions, descrip-
tions, references, and illustrations for inclusion in supply
catalogs. Included are requests for nomenclature and Federal
stock number, name and description transmittal forms, refer-
ence drawings or illustration sketches, coordinating or col-
laborating actions, cancellation requests, justification data, and
similar documents pertaining to the proposed item identifica-
tions.

Item identification collaboration files. Documents created by ac-

tivities participating in the supply catalog system by comment-
ing on original item identifications or on proposals for revision,
transfer, or cancellation of existing item identifications. In-
cluded are proposals and retained copies of comments on them.

Item identification card files. Interim and approved supply item

identification cards containing the basic source of catalog data
for each item of supply, such as item name, number, and descrip-
tion; illustrating sketches; references to applicable drawings,
specifications, and standards; and name of manufacturer. Iden-
tification cards serve as an aid in establishing interchangeability
and substitutability between items of supply, as an aid in
eliminating duplicate items, or as standard terminology for use
in supply operations.

Disposition

Destroy on supersession, obsolescence, or
when no longer needed, whichever is
first.

*Office requiring the report: Consolidated or
suminarized reports—Destroy after 5
years; Feeder reports—Destroy after 2
years.

Other Offices: Destroy after 2 years.

Submitting activities: Destroy 4 years after
completion of action on the particular

transactions.

Proposing activities, when other than
above: Destroy after 2 years.

Destroy after 1 year.

Destroy on supersession, obsolescence, or
when no longer needed, whichever is
first.
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1414 SUPPLY CONTROL AND QUANTITATIVE MATERIEL
REQUIREMENT FILES

1. The files described in this category relate to the function of supply control
which consists of computing the quantitative requirements for major items,
secondary items, and repair parts; directing the accomplishment of procure-
ment, cataloging, rebuilding, and disposal of items; determining optimum in-
ventory levels and economic reorder points; and taking other action pertain-
ing to the management of items. In effect, supply control determines what
items will be brought into the supply system (exclusive of those major items
developed and procured in response to a Qualitative Materiel Requirement),
the quantity of the items required, and when (and to some extent where) the
items will be introduced. Quantitative requirements for major items are de-
termined primarily by the strategic and tactical military outlook as set forth
in military planning documents. These requirement computations are usually
in the form of Materiel Planning Studies. After addition of replacement re-
quirements and deduction of current assets, the studies are incorporated in
the Army Materiel Plan. The Army Materiel Plan in turn forms the basis for
developing the materiel Annex to the Five Year Force Structure and Finan-
cial Program. After application of a series of conversion tables, the first year
of the program becomes the budget estimates for the PEMA appropriation.

2. Quantitative requirements for secondary items and repair parts (usually in
the form of supply control studies) are determined primarily by anticipated
consumption rates and replacement factors. Strategic and tactical military
requirements are considered in these computations. Secondary items and re-
pair parts, although purchased by the stock fund, are nevertheless budgeted
for by command operating budgets of, and financed by that portion of the
0&M appropriation allocated or alloted to the consuming command, installa-
tion, or activity.

3. Supply control and quantitative materiel requirement files are accumu-
lated almost exclusively by the Major Item Data Agency and the Inventory
Control Points. Normally, collateral files accumulated at higher echelons
document the programing and budgeting function, while collateral files ac-
cumulated by lower echelons document normal supply transactions.

Note. Pertinent data directly relating to each item of materiel and sup-
ply are assembled in a single folder, or in several folders when the volume or
procedures necessitate use of more than a single folder. Folders are filed by
item number or alphabetically by nomenclature. Procedures require that each
item will be destroyed at the time the individual documents are reviewed.

File No. Description Disposition

1414-01  Basic item files. Documents which possess continuing vaiue for Destroy 1 year after obsolescence, discon-
the period of time that the item remains in the supply system. tinuance, or removal of the supply item.
Included are activity journal sheets, identification cards,
nomenclature descriptions, stock numbering actions, limited
selection family actions, catalog and supply data, Tech Com-
mittee actions, specifications data, statements of agreement,
excess declaration notices, documents providing similar data,
and related papers.
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File No. Description

1414-02 Major item forecasting files. Documents created in forecasting
and computing the gross quantitative requirements for indi-
vidual major and selected items of materiel. Included are ma-
teriel planning studies, distribution planning studies, and
other studies on the item; analyses of

C9, AR 340-18-14

Disposition

Destroy 3 years after supersession of spe-
cific documents, or 1 year after obsoles-
cence, diseontinuance, or removal of the
item, whichever is first.
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File No.

1414-03

1414-04

1414-05

1414-06

1414-07

Description

replacement and consumption rates, readiness status,
asset data, and comparable information on the item; re-
build and overhaul schedules; analyses of DA planning
documents which provide guidance in computing the re-
quirements for the item; and related papers.

Quantitative materiel requirement summary files.
Documents relating to the preparation of summaries
which reflect, in consolidated form, the leve! of procure-
ment, production, and rebuild of materiel items neces-
sary to satisfy quantitative materiel requirements. In-
cluded are copies of the published summaries, communi-
cations relating to them and related papers.

Secondary item and repair part forecasting files. Docu-
ments created in forecasting the quantity of an indi-
vidual secondary item or repair part required to meet

" anticipated demands on the supply system, and in de-
termining the most economical and effective time for the
procurement. Included are supply control study forms;
procurement directive data; requisitions; supply control
analyses; consolidated requirement sheets; procurement
documents; stock level change sheets; data on deliveries
against contracts; status reports and availability reports;
repair, fabrication, and set assembly data; shipping in-
structions; overhaul directives; cancellation notices; de-
mands and issues; worksheets; documents providing
similar data; and related papers.

Supply control study folder files. This file number will be
used when all documents described under the above file
numbers are maintained in a single folder.

ADP supply control study historical files. Punched cards
and tabulations created in computing quantitative re-
quirements and processing related supply management
data with automatic data processing equipment. These
files contain data comparable to that deseribed under the
above file numbers. Standard cutoff procedures will be
applied in effecting disposition of these files whenever
possible.

Materiel allowances files. Documents reflecting allow-
ances of materiel required by and authorized for Army
units to accomplish both war and peacetime missions.
They are used in computing quantitative requirements
for materiel and supplies. Included are authorization
documents, such as CTA’s, TOE’s, BOI’s, TDA’s and op-
erational projects; communications pertaining to the au-
thorization documents; and copies of strategic, con-
tingency, operational, and other plans which provide a
basis for computing quantitative requirements.

C 11, AR 340-18-14

Disposition

Destroy after 5 years.

Withdraw and destroy during the next re-
view after the documents have been re-
tained for a period of 3 years, or 1 year
after obsolescence, discontinuance, or re-
moval of the supply item, whichever is
first.

Dispose of as indicated for above file num-
bers.

Dispose of in accordance with standards for
file numbers 1414-01 through 1414-04 for
files containing like data.

Offices responsible for final approval: De-
stroy 3 years after supersession or ob-
solescence of the basic allowance docu-
ment.

Other offices: Destroy 1 year after superses-
sion or obsolescence of the basis allowance
document.
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File No.

1415-01

1415-02

1415-03

1415-04

1415-05

1415-06

1415-07

1415-08

1415-09

1415-10

1415-11

28
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1415 STOCK CONTROL AND REQUISITION FILES

These files relate to stock control and requisitioning of supplies from depots,
and installations and activities concerned with direct local supply. Files per-
taining to supply accounting, and depot storage are described under files

series 1416 and 1421, respectively.
Description

Due-in document files. Documents reflecting quantity and
type of material due-in which are used as a record of
due-in shipments, as a notification of shipment or for
purposes of warehouse space utilization planning. In-
cluded are copies of requisitions, purchase orders, ship-
ping and delivery orders, and similar documents; but
excluding such documents when filed with vouchers to
the stock record account.

Due-in document register files. Registers recording
due-in shipments or notices of shipment.

Car arrival reporting files. Documents utilized for the
purpose of initiating diversions of shipments or im-
mediate reshipment, such as car arrival reports.

Requisition suspense and status files. Documents main-
tained by the requisitioner which reflect the supply
status of requisitions. Included are copies of requisi-
tions, supply status cards, followup data, and reconcilia-
tion of open requisitions.

Issue history files. Documents reflecting the record of
each material request release order and all supply ac-
tions taken on the request. These documents may be in
the form of hard copy, punched card, or tape.

Priority requisition files. Requisition documents con-
taining priority designators in the 1 through 8 category
which are maintained in a separate file are required by
AR 710-2.

Requisition register files. Registers maintained to record
requisitions submitted for supplies to be furnished the
Army by other Government agencies.

Requisition reference files. Extra copies of requisitions
that are maintained by the activity responsible for ini-
tiating the requisitions.

Packaging and handling deficiency reporting files. Re-
ports submitted by receiving activities concerning de-
ficiencies in the preservation, packaging, marking, or
handling of supplies, equipment, or materials. Included
are reports of packaging and handling deficiencies, re-
ports and corrective action, and related papers.

Depot supply operation reporting files. Reports relating
to depot supply operations containing data accumulated
from requisitions and receiving documents for use at the
depot in controlling depot operations.

Station supply reporting files. Reports concerning the
status of supply, excess stock, and the redistribution of

Disposition

Destroy 6 months after receipt of shipment,
or when they have served their intended
purpose, whichever is first.

Destroy 3 months after date of last entry.

Destroy 3 months after diversion or reship-
ment.

Destroy 3 months after completion of supply
action, or on cancellation of requisition.

Destroy after 2 years.

Destroy after 1 year, or after the next an-
nual general inspection, whichever is later.

Destroy after 1 year.

Destroy when no longer needed, but not
later than 6 months after disapproval of
requisition or completion of supply action.

Destroy after 1 year.

Destroy after 2 years.

Destroy after 2 years.
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File No. Description Disposition

stock, including station stock status report, and report
on the status of equipment.

1415-12 Stock inventory and reconciliation files. Stock balance *Destroy after 2 years.
sheets or comparable work papers used for purposes of
inventory, reconciliation, or adjustment of stock bal-
ances.

n—
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File No.
1415-13

1415-14

1415-15

1415-16

1415-17

1415-18

1415-19

1415-20

1415-21

1415-22

Description

Depot stock availability reporting files. Reports prepared
periodically listing stock availability balances, which are used
primarily for ascertaining availability of supplies to satisfy
quantities called for on requisitioning documents and for ef-
fecting release of quantities previously reported as due out.

Depot stock status and transaction analysis reporting files.
Reports reflecting current balances on a depot’s stock records
or summarizing individual transactions. Included are depot
stock status reports and depot transaction analysis reports.

Major item status reporting files. Documents accumulated in
reporting major items to key depots or stock control points,
and consolidated reports prepared therefrom for submission to
higher headquarters.

Model (service) stock files. Documents maintained as a record
of predetermined quantities of specified items reserved for
issue to individuals or activities for which no organizational
supply officer is provided. Included are model stock lists and
revisions thereof, property issue slips, and property turn in
slips.

Equipment table files. Tables or lists which govern the issue of
equipment and supplies to units and organizations. Included
are tables of organization, tables of equipment, and tables of
allowances.

MARS equipment issue files. Documents maintained for the
purpose of controlling the stock of certain items of excess or
surplus communication and associated electronic equipment
made available to MARS directors of the respective armies.
Included are requisitions, shipping documents, stock record
cards, and related papers.

Material handling equipment use files. Documents containing
data for use in establishing utilization requirements for mate-
rials handling equipment. Included are daily records of mate-
rials handling equipment operations, copies of materials han-
dling equipment utilization reports, and similar documents.

Army headquarters requisition files. Documents accumulated
at Army headquarters in connection with the process of ap-
proval and transmittal to supply agencies of requisitions for
supplies, including requisitions from Army installations, Na-
tional Guard, State Guard, and ROTC organizations; shipping
orders, and correspondence relating to the filing of the req-
uisitions.

Customer supply assistance reporting files. Reports of visits
made by Army supply assistance personnel relative to supply
assistance provided installations and activities.

Supply operations reporting files. Reports and directly related
documents pertaining to supply operations and accumulated by
major commands and Army staff offices.

C9, AR 340-18-14

Disposition

Destroy after 3 months, or on completion of
next report, whichever is first.

Destroy after 3 months, or on completion of
next report, whichever is first.

Destroy after 1 year, except stock record
cards will be destroyed 1 year after filled
or last entry thereon.

Destroy after 2 years.

Destroy on supersession or obsolescence.

Destroy after 2 years.

Offices of the Army staff: Destroy after 1
year.
Other offices: Destroy after 2 years.

Destroy after 2 years.

Destroy after 2 years.

*Office performing Army-wide staff respon-

sibility: Consolidated, summary, or com-
posite reports—destroy after 6 years.
Feeder reports—destroy on extraction of
necessary data.

Other offices of the Army staff and major
command headquarters: Destroy after 2
years.
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File No. Description Disposition

*1415-23 Equipment Management Survey Files. Documents accumulat- Destroy on completion of next survey.
ing as a result of conducting on-site review of equipment use
and need for reconciling property accountability records and
authorization documents. Included are copies of survey re-
ports, letters of authorization for turn-in and requisitioning of
equipment, computer printouts of adjustments and excesses,
key punch worksheets, and similar or related documents.
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File No.
1416-01

1416-02

1416-03

1416-04

1416-05

" 1416-06

1416-07

1416-08

1416-09

1416-10

1416-11
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1416 GENERAL SUPPLY ACCOUNTING FILES

These files accumulate as a result of accounting for supplies and equipment, a
responsibility of accountable supply officers and other responsible individuals
at depots, installations, stock control activities, and other activities.

Description

Stock record account serial number register files. Registers rec-
ording stock record account serial numbers and indicating each
designation and station to which assigned.

Stock record account serial number list files. Lists issued
periodically which reflect current stock record account serial
numbers assigned within the geographical area of a major com-
mand.

Stock record account authorization control files. Background
material consisting of documents pertaining to requests for, au-
thorization and assignment of, or cancellation of stock record ac-
count serial numbers; and information concerning audit status,
accountability, and transfer of accountability.

Authorized supply code files. Documents relating to the assign-
ment of authorized organization supply codes to each unit, or-
ganization, or activity authorized to maintain property on an or-
ganization and/or installation property book. Included are regis-
ters and related papers.

Property officer designation files. Documents reflecting the des-
ignation of property officers. Included are letters of appointment
and revocation.

Property loss, theft, and recovery reporting files. Reports relat-
ing to the loss, theft, and recovery of firearms, ammunition, and
related items.

Property accounting deviation files. Documents relating to de-
viations from property accounting procedures granted under the
provisions of AR 735-5. Included are requests for deviation, jus-
tification for deviation, coordination, comments, approvals, dis-
approvals, similar documents, and related papers.

Property accounting waiver files. Documents relating to waivers
of military property accounting requirements under the provi-
sions of AR 735-5. Included are requests for waiver, reports of
circumstances or conditions, coordination papers, approvals,
disapprovals, similar documents, and related papers.

Stock level control files. Documents relating to the establishment
and amending of stock levels at stations and depots. Included are
requests by stations to depots for revision in station stock level
and requests by depots to control points for revision to depot
stock level.

Supply or equipment authorization files. Documents relating to
requests for authorizations for allowances or authority to exceed
or change existing authorizations.

Stock record account files. The stock record accounts of depots,
stations, and other activities constitute installation or activity
property accounts and as such are distinguished from contract
property accounts. Installation or activity property accounts are

Disposition

Permanent. Cut off on discontinuance of of-
fice or function.

Destroy on supersession.

Destroy 2 years after termination of ac-
count. )

Registers: Destroy 1 year after cancellation
of all supply codes listed on the sheet or
in the bound register.

Other files: Destroy after 2 years.

Destroy 2 years after termination of ap-
pointment.

Destroy 1 year after recovery of item or
after 5 years, whichever is first. Retain in
CFA.

Destroy 2 years after expiration or disap-
proval of deviation.

Destroy after 10 years.

Destroy after 1 year.

Destroy when incorporated in a numbered
publication or on rescession, whichever is
first.

Destroy after 2 years. However, prior to
destruction of a property account, all
vouchers, both debit and ecredit, repre-
senting memorandum receipt transactions
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File No.

30.2

Description

those which reflect the receipt (regardless of source), storage,
issue,or usage location of Government property in the physical
possession of the Army, as distinguished from records covering
Government property furnished to Army contractors under con-
tract. Stock record account files are the basic records showing
by item the receipt, disposal, and quantities of sup-

18 December 1977

Disposition
pertaining to active or open memoran-
dum receipt accounts, which have
not been covered by subsequent consol-
idations or memorandum receipts,
will be removed from the files
and retained pending settlement of the
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File No.

1416~-12

1416-13

Description

plies on hand. These accounts are maintained by an ac-
countable officer. They include vouchers with supporting
documents or attachments thereto, including stock ree-
ord cards or any equivalent forms used in lieu thereof.
Stock record account files consist normally of the fol-
lowing types of files: debit voucher files, which include
shipping documents, discrepancy reports, copies of pur-
chase orders, packing lists, shipping tickets, property
turn-in slips, or other documents filed with vouchers toa
debit voucher file; inventory and stock record adjust-
ment voucher files, including inventory adjustment re-
ports, reports of survey, or other stock record adjust-
ment vouchers; requisition files or credit voucher files,
which consist of requisitions, shipping orders, substitu-
tion advices, extract requisitions, cancellation advices,
purchase requests, Army shipping documents, and other
documents filed in a requisition file supporting action
taken on a requisition or shipping order; unserviceable
property files, including Army shipping documents, or
comparable documents which are filed in an unservice-
able property file as a record of property held pending
repair or reclamation; and stock accounting and stock
control registers, such as debit voucher registers, stock
record adjustment voucher registers, requisition control
and credit voucher registers, or other registers main-
tained for comparable purposes. Stock record cards will
be continued in effect until filled, or until final entry is
made thereon.

Memorandum receipt jacket files. Documents that may
be acecumulated by responsible officers, which reflect
station or installation property held on memorandum re-
ceipts, consisting of property issue slips, property
turn-in slips, individual and consolidated memorandum
receipts, and related papers filed with memorandum re-
ceipts.

Contract property account files. Stock record cards or
their equivalent, vouchers, and related papers main-
tained to account for Government materials furnished to
contractors.

Note. If contract property accounts are maintained
in separate and distinct sections of a military property
account, such sections of the account will be withdrawn
for concurrent disposition with the related contract files.
In the event of interrelating transactions between con-
tract property sections and other sections of a property
account, all interrelated vouchers filed in other sections
of the account will be removed therefrom and filed with
the appropriate contract property account. When inter-
related vouchers are withdrawn, a certificate attesting
to their withdrawal will be accomplished and filed with
the withdrawn vouchers in the related contract property
section. If contract property accounts are interfiled in
the regular account, the complete property account will
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Disposition

transactions or inclusion in subsequent
consolidated memorandum receipts. In ad-
dition, neither vouchers nor stock record
cards reflecting adjustment of shortages
will be destroyed before final approval is
authenticated on appropriate adjustment
documents, such as inventory adjustment
report or report of survey. Also, docu-
ments relating to equipment being tested
by test agencies and proving grounds will
be destroyed 2 years after disposition of
the equipment being tested. Further
documents relating to all items coded “K”
or “R” in the notes column of the Federal
Supply Catalog, DOD Section, Medical Ma-
terial will be destroyed after 3 years.

Individual memorandum receipts and related

papers: Destroy upon inclusion in a con-
solidated memorandum receipt or upon
turn-in of the property issued or other
satisfactory and complete accounting of re-
sponsibility.

Consolidated memorandum receipts: Destroy

when the items shown thereon are included
in a current consolidated memorandum re-
ceipt, or upon final and complete account-
ing for all items shown thereon.

Disposition instructions applicable to the

related contract file will also apply to these
contract property account files.
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File No.

1416-14

1416-15

1416-16

1416-17

1416-18

32

Description

be retained for the maximum period prescribed for the
related contracts, except that in specific cases in which
the quantity of contract vouchers is small and segrega-
tion thereof is considered practicable and desirable, all
such vouchers may be withdrawn from the regular ac-
count and filed with the related contracts for disposition
therewith. When the latter action is taken, a certificate
attesting to the withdrawal will be executed for filing
and disposition with the vouchers. When vouchers which
pertain to contract property are filed in a single file in
numerical sequence without regard to the type of trans-
action and it is impracticable to segregate them, they
will be destroyed after expiration of the maximum time
period prescribed for retention of the related contracts.

Property book and supporting document files. Docu-
ments reflecting the description, receipt and turn-in of
property for which the property book officer is accounta-
ble. Included are property books (installation/
organization property record), receipts, turn-in slips,
reports of survey, inventory adjustment reports, and
other documents supporting entries to the property
book.

Note. Upon receipt of notice that an activity or sub-
activity is to be discontinued, the installation com-
mander will cause the pertinent property books to be
examined by a qualified representative to determine that
the property books have been reduced to a zero balance,
and to verify that all property has been turned in to the
appropriate supply officer or otherwise satisfactorily ac-
counted for in accordance with applicable instructions. If
the officer conducting the examination is satisfied that
the required action has been taken and that formal audit
is unnecessary, the commander referred to above will di-
rect immediate destruction of the records upon comple-
tion of examination or discontinuance of the activity or
subactivity.

Document register files. Registers listing the document
number and type of supply action taken on documents
that support entries to the property book. Included are
document registers for supply actions and comparable
forms.

Hand receipt files. Receipts reflecting acceptance of re-
sponsibility for items of property listed thereon. In-
cluded are individual receipts and listings.

Office nonaccountable property files. Documents relat-
ing to the receipt and issue of military property which is
not recorded on an accountable stock record account of
the station or on a memorandum receipt account of the
station, such as stock cards, property issue and turn-in
slips, copies of purchase orders, and shipping docu-
ments.

Property record inspection reporting files. Reports of in-
spection of property records and related papers reflect-
ing results of semiannual inspection.

1 December 1979

Disposition

Property books: Destroy 2 years after page
is filled and initial accounting entry is car-
ried forward to a new page, or 2 years
after property balance becomes zero and
there will be no activity on the item.

Remaining documents: Destroy after 2
years.

Destroy after 2 years.

Destroy on turn-in or other complete
accounting for the property, or when su-
perseded by a new receipt or listing.

Destroy after 2 years or on turn-in of equip-
ment, or after other proper settlement of
responsibility, or consolidation whichever
is applicable.

Offices conducting inspection: Destroy after
3 years.
Offices inspected: Destroy after 1 year.
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Fiie No. . Description Disporition

1416-19 Property accountability transfer files. Documents at- Destroy after 2 years.
testing the transfer of property accountability from one
accountable officer to another. Included are certificates
of transfer, inventory lists, and related documents.

1416-20 Personal property accounting files. Documents reflecting Destroy after 2 years.
. items of personzl property of individuals absent without
leave or absent sick in medical facilities. Included are in-
ventory of personal property and similar forms, and re-
lated papers. T2

1416-21 Vessel supply accounting files. Rescinded. Use file -
number 1416-14. -

1416-22 Vessel supply inspection files. Rescmded Use f'le
pumber 1416-18. o . e a

1416-23 Returnsble container files. Documénts reﬂecting tbé Te-r Destroy 3 years after return of container.
ceipt, transfer, and return to vendor of accountable con-
tainers. Included may be copies of inspection and re-
) ceiving reports, reports of survey, shipping docnments,
7 stock cards, memorandum recelpts, reports, and similar*
_papers. - . ) : T ) - )

1416-24 Egquipment record card ﬁles. Documents ma.inta.ined to *Destroy 2 years after equipment is re-
provide a perpetual inventory of selected major or end . = moved from agency control.
items of equipment and for the purpose of retaining - - : '
- timely data for required equipment reports. Inciuded zre
installation equipment inventory record cards, record of . -
engineering equipment reguiring repair parts support .
¢ards, and similar forms. Engineer equipment requiring. -
RN " repair parts support records will be transierred as re-._._ ,
: quired by TM 38-750.

1416-25 Training ammunition control card files. Documents Destroy on final entry on card.
L. maintained by major command headquarters.to control S
the distribution of ammunition and explosxves allouted

Py

for trzining purposes. = - . - '9'_‘

141626 Railway equipment reportxng f’les. Army headquarters Destroy 6 months after equipment is trans-
copies of railway equipment reparts designed to provide ferred from tne command, declared surplus
the Departments of the Army and the Air Force with a2 or salvaged.
central inventory of railway equipment; information for )
computing and supporting requirements for procure-
ment, maintenance, and operation; 2 basis for distribut--
ing or redistributing equipment; 2nd a cntenon for the
replacement of equipment.

1416-27 ° Government-furnished material and equipment files. Destroy 2 years after turn-in, or other
Documents refiecting Government-owned materials, satisfactory accounting for items involved.
tools, and equipment furnished to. contractors. This de-

seription will not be construed to include reports or

other documents constituting or required to be filed with

a voucher to a contract property account.

.

1416-28 Equipment loan files. Documents reflecting loan of Destroy 2 years after turn-in, or other
' equipment, tools, or material to or from other Govern- .  satisfactory accounting for items involved.
ment agencies. Included are requests, approvals, re-
ports, agreements, and related documents. This descrip-
tion does not include documents required to be filed in
PR property accounts.
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¢ N * Dexeription

6-2¢ Administrative and management financial inventory ac-
counting files. Documents releting to the edminisiration
2né manzgement of Snancial inventory accounting sys-
tems at elements in the command. Included are consoli-
dated reports, supply management reports, source Ima-
_ terial, posting media, and related papers.

£-30 Financial inventory accounting files. Documents ereated

and maintzined by offices responsible for financizl inven-. .

tory accounting for egripment and supplies in their cus-
tody. Included are category journals, category ledgers,
inventory control records, retzined copies of financial
supply management reports, financial statements, con-
solidated worksheets, analyses of change in operating
stock on hand, suramaries of inventory position, posting
mediz, correspondence and related records. General

ledgers summarizing these.data are mamtamed by fi- .-
nance and 2ccounting officers. . S m

6-31 Report of survey files. Repor;s that deseribe the circum-
(.‘ stances, and recommend action, concerning the loss,_

damage, or destruction of Government property. In-’ )

cluded are reports of survey and supporting documents.
N Cl- AR 6 G 341}

&- £ Repe Report of survey “control reg!ster files. Registers and re-

! lated documents mzintained to control reports of survey.
“““'\\ . - .
6 - Inventory adjustment reporting files. Approving author-
ity copies of reports used to adjust inventory discrepan~
cies disclosed 2s a result of physical inventories. In-
cluded are inventory adjustment reports, inventory
count cards, copies of reports of survey, and related

documents. . -

o
i
w

Personal clothing record files. Indiv 1dLa‘ persona! cloth-
ing record, DA Form 3078. - o~

l’

6-35 Lease and rental case files. Documents relzting to indi-
vidual leases or rentals of Government-owned equipment
to pxlva..e concerns or individuzls. Included are invoices,
shipping documents, collection vouchers, agreement..,
and relaied documents.

6~36 Aircraft distribution and transfer files. Documents main- -

. tained by AVSCOM relating to the delivery, distribu-
tion, and transfer of Army aircraft. Included are docu-
ments reflecting delivery of aircraft, requests for ferry
service, copies of orders for service, and related docu-
ments.

6-37 Organlzation Clothing & Individual Equipment Files
Equipment Files., Records OCIE issued

to an indiviéual. Consists of DA
3645, Orgmnization Clothlng & Ecu
Records.

2. Issue Point: Dest. 6 months af
R or other reliéf from accountab

b. Unit of assignment: Forward
upon transfer. Dest. on sepa

*

£
1 December 1979
Drisporition
Offices of the Army Staff and mezjor com-

mand headquarters: Destroy zfter 3 years.
Other offices: Destroy after 2 years.

Destroy after 1 year.

Office tzking final action: Reports involving

_ pecuniary liability—destroy 3 f\$ears after
completion of final actlon Other
reports—destroy 3 vears after completion
of final action. :

Destroy after }# years.

Destroy after 3 years.

a. Installation clothing 1nitial

issue point. Dest. after 2 yrs.*

b. Unit of assignment Dest after

6 months, provideé invertory has

been aceomplished without ‘dis~
B@nanﬂ ¥ e

estroy 6 years after close of fisca] year in
which final collection of rentals is made.

Destroy on final disposition of the aircraft.

Form
ipment

ter transfer of individual
ility.*

to gaining organization
ration of individual,.*

Disposition J b No. NC-AU-
80-50, Approv :d 7/17/80,
Je L W
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1417 SELF-SERVICE SUPPLY CENTER FILES
These files accumulafe in connection with sclf-service supply center operations
and rclate to the receipt, storage, distribution, issue, and responsibility for
supplies under the sell-service system.

File No, Descriptivn ‘ Disporition
1417-01 Account authorization files. Documents relating to the extab-  Destroy 1 year after posting authoriza-
lishment of monctary credit authorizations for parent tion to customer’s ledger and cus-
accounts and subaccounts drawing supplics from a sclf- tomer’s ledger card.
service supply centor. -
1417-02 Authorized supply represcatztive card files. Cards identifying” Obsolele cards: Destroy after making
individuals as authorized supply representatives, corre- necessary entries to the control register.

spondence relating to ixsuance of the cards, and correspond- Remaining files: Destroy after 2 years.
ence relating to lost and found cards.

1417-03 Authorized supply represcatative card register files. Registers  Destroy after all cards reflected on the
reflecting receipt, izsue, and dixposition of authorized sup- sheet have expired or have been
ply representative cards, : carried forward Lo a new sheet.

1417-04 Principal accounting files. Documents constituting principal Destroy after 2 years, except that cus-
accounting data for sclf-service supply centers. Included tomer’s ledger cards will be destroyed
are inventory receipts journal, sales and sales return journal, 2 yvears after filled and balances are
inventory adjustments journal, returns journal, gencral brought forward to new eard.

journal, general ledger, voucher register, customer’s ledger
card, and comparable documents.

1417-05 Subordinate accounting file. Documents constituting subordi- Destroy after 2 years.

nate accounting files for self-service supply centers. Included
are general ledger subsidiary accounts; such as monetary
allowance, customer accounts, inventory by departments,
sales by departments, inventory and accounting adjust-

< ments, returns, cost of sales by departments, reeeipts, col-

: lections from nonappropriated funds, transfers to finance

and accounting offices, sales tapes, eredit tapes; inventorics;

price adjusiments; {urn-in slips; reports of survey; issue

slips; and similar decuments.

1417-06 Miscellaneous stock conirol file:. Documents used to control Destroy after 3 months, exeept that
stock in self-scrvice supply centers. Included are want slips, merchandise unit control books will be
merchandise unit control books, restricted item slips, and destroyed after 2 years,
related documents.

1417-07 Reporting files. Reports relating to self-service supply eenter  Destroy after 2 years,
operations. Included are statements of operations, state-
ments of customer accounts, and similar reports.

[<-]
(1%
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File No.
1418-01

1418-02

1418-03

1418-04

1418-05

1418-08

1418-07

1418-08

36

* 1413

25 July 1972

NONAPPROPRIATED FUND SUPP}Y FILES

These files relate to the supply function of NAF activities (other than those
managed by the Army and Air Force Exchange Service). Documents that are
involved in claims, litigation, or investigations will be withdrawn on expira-
tion of the preseribed retention period for disposal after settlement of the claim,

litigation, or investigation.
Description

Physical inveniory files. Documnents maintained by ‘other than
finance and accounting offices reflecting the physical inven-
tory of nonappropriaied fund property, supplics, and sale-
able merchandize. Included are nonappropriated fund
property inventory shects, inventories of food and resaleable
merchandi~e, and periodie inventories by dixinterested
persous.

NAF stock record files. Documents reflecting the receipt, is-
sue. disposition, and quantity or expendable property in-
cluding supplics and resaleable merchandise. Included are
stock record cards, copics of requisitions, receiving reports,
issuc and turn-in slips, inventory adjustment reports, and
similar documents. Stock record cards will be continued in
effect until filled or final entry is made thercon.

NAF property record files. Documents reflecting the descrip-
tion, value, souree, quantity, location, disposition, and other
data on nonexpendable property and fixed assets. Included
arc nonappropriated fund stock, property, and fixed assets
cards; similar card formns; supporting documents such as
receiving reports, inventory adjustment reports, and other
vouchers; and other documents supporting entries to the
stock record card.

NAF utility service agreement files. Documents pertaining to
utilities scrvices furnished NATF activities. Included are
agrecments, modifications, and related doecuments.

Alcoholic beverage decalcomania coatrol files. Documents
used to control the issue of alcoholic beverage decalcomania.
Included are records of issue from stock and related
documents.

NAF vehicle registration files. Documents relaling to the
registration of NAT vchicles. Included are applications for
NAF vehicle registration, bills of sale or other proof of
ownership documents, vehicle registration forms, and related
documents.

Concessionaire speration files. Copics of agreements with con-
cessionaires, and documents reflecting the performance of
concessionaires. Included are current agrecments and as-
sociated documents; documents concerning compliance or
noncompliance with standards of service, sanitation, and
safety; patron complaints and commendations; and related
documents. ‘

Concessionaire open application files. Applications submitted
by persons desiring to operate an activity on the installation.

Disposition
Destroy after 2 years.

Destroy after 2 years.

Cards with zero balance when there will
be no further activity on the item, and
filled cards when accounting entrics
are carried forward to a new card:
Destroy after 2 yvears.

Other documents: Destroy after 2 years.

Destroy 2 yvears after termination of the
agrecment.

Destroy after 2 years.

Registration forms will be forwarded in
accordance with AR 230-14.

Army Certral Welfare Tund: Proof of
ownership documents; Destroy on final
disposition of wvehicle. Other docu-
ments; Destroy upon new registration,
or on final disposition of vehicle, as
applicable.

Destroy 3 years after termination of
agreement.

Destroy 2 years after individual or
activity Is no longer considered for
operation.

TAGO 224
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Fiv Ne, Description

T 1418209 . Army theater stock record account files. Rescinded.

C 11, AR 340-18-14

Dirposition
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files re

nation
(MAP) P

progr
ment

(AID) of the Department of State.

Description

1419 INTERNATIONAL LOGISTICS FILES

Jate to the supervision, administration, and operation of Inter-
These a] Logistics Programs (ILP) such as Military Assistance Grant Aid
rog}am. Militarv Assistance Service Funded (MASF), Foreign Mili-
tary Sales (FMS), including Supply Support Arrangements (SSA), and o
ams/agreements in support of the Agency for International Develop- K

1 December 1979

- (j;;/\;‘/ g
Disposition \),7 C ’ @i/{\llg

;

Prie No.

1419-01 ILP requirement files. Documents relating to the require- €L Office performing Army-wide staff responsi- é‘f"
ments of foreign countries for materiel and services. In- bility: Permanent. Cut off when superseded
cluded are documents reflecting reguirements for indi- by 2 new program, when the case is closed. om
viduzi countries, copies of programs, DOD Offer and Ac- or when actions are completed. C{4=:¥o DARS a ot
ceptances, and amendments, papers relating to logisties l& Other offices: Destroy 2 vears afterc"é'\‘x;éyc ‘
and fiscal areas pertinent to ILPs, and similar and related seded by a new program, the case is closed,
documents. - or action completed. 4 E__J ;

~DUe-Ns-1 e Uy CL4b .

x1419-02  ILP allocation files. Rescinded. Pel Q U=18- 10, Wimotha e L ,/

1419-03 ILP account files. Documents accumulated as a result of  Destroy after 2 years, except that receipts ‘fé?;l
Internztional Logisties Programs authorized by Congress. signed by foreign country representatives
Included are shipping documents and property documents will be disposed of as foreign government
pertaining to the receipt, issue. storage, and shipment of receipt files deseribed below.
_equipment and supplies. These documents may be filed
and disposed of with other property account files or may
be maintained separately. . «

: " %\\\3 otk Y . -
4 Foreign government recéipt files. Documents bearing the - Retire after 2 years and destroy 10 years
- signature of a representative of 2 foreign government or after retirement. R ‘

other duly authorized representative, such as a freight L . \
forwarder, carrier or in country representative. Nor-
mally. files consist of, but are not limited to, signed sup- /—Z,\{ H/‘S b
ply manifests including supporting manifest copies of
shipping documents, US Post Office receipt forms, and
other types of documentation evidencing receipt of mate- i
riel from tHe US Army by a foreign country. .

1419-05 ILP reporting files. Reports relating to Internationala‘ Office performing Army-wide staff responsi-

bility:¥X earend su ry or consolidated
reports: Permanent.“Olher reports: Destroy
after 1 year or on extraction of data, which-

ever is first. @H—‘*'Jb OARS whan Jow,o el
L .Other offices: Destroy after 1 year. )
e

Lci-Av-13- 1o, Yo 522K 5¢,

Logistice Programs, such as delivery schedules report,
ocean shipment reports, status of supply, and comparable
reports. . -




18 December 1977 C 9, AR 340-18-14
1420 MAINTENANCE FILES

These files relate to the program designed to keep equipment in working
condition. They accumulate incident to the receipt, operation, maintenance,
management, modification, reporting, transfer, and disposal of equipment.
These files relate only to the maintenance of items of supply, including depot
maintenance where applicable, and not to the maintenance of real or installed
property. Unless longer retention periods are specified herein, files relating
to an item of equipment involved in an accident causing possible injury or
death or damage to property of others, or known to be pertinent to a pending
claim or litigation will not be destroyed but will be withdrawn and retained
until settlement of the claim or completion of the litigation or until 2 years
after such accident, whichever is later.

File No. Description Disposition
1420-01  Calibration data card files. Cards used to record each standard, Master file will be forwarded to the appro-
’ or item of test and measuring equipment requiring a calibration priate commodity command on final dis-
service and to record calibration accomplishment. position of related instrument.
Other copies: Dispose of in accordance with
TM 38-750.

1420-02 Historical record or logbook files. TM 38-750 prescribes the use Dispose of in accordance with TM 38-750.

of equipment loghooks and maintenance historical files. This rec-

ord begins at the time of delivery of the equipment by the man-

ufacturer and is identified with and travels with the item of

equipment until it is dropped from the Army inventory. These

historical maintenance documents provide commanders with up-

to-date information concerning the readiness and condition of

equipment. In addition, by checking the records accompanying

the equipment, maintenance personnel are readily aware of the

past maintenance accomplished and can quickly determine the

next necessary maintenance. TM 38-750 lists the various forms

constituting the historical record, provides transfer and/or dis- .
position instruction for the forms, and outlines procedures to be

followed in disposition or transfer of the documents related to

equipment involved in Military Assistance Programs. TM 38-750

also lists each type of equipment for which an historieal file is to

be created and maintained.

1420-03 Maintenance summary and management files. Documents relat- *Offices performing Army-wide staff respon-

ing to the summarization of data to the general management of sibility: Consolidated reports and sum-
maintenance operations and functions. Copies of various opera- maries affecting policy, precedent, and
tionally prepared forms (commonly referred to as control copies) procedure—destroy 5 years after super-
containing detailed data of value in managing such aspect of session or obsolescence. Other
maintenance as forecasting workloads, scheduling work for or- reports—destroy when they have served
derly flow, worktime standards and routing of work, parts sup- their purpose. Feeder reports—destroy
ply, cost control, quality control, operation improvement, and on extraction of necessary data.

equipment improvement are reviewed, analyzed, and sum-
marized. Normally, EAM or ADP equipment is used for trans- Other Offices: Consolidated reports and

ferring pertinent data from the various forms to cards and/or summarizations—destroy when they
tapes from which numerous summarizations and reports may be have served their intended purpose.
machine prepared. These reports reflect (in many combinations) Feeder reports—destroy on extraction of
information on cost and time; labor utilization; repairs, services, necessary data.

and parts; parts failure; modification work order progress by end
item or by work order number; equipment improvement; com-
bined maintenance; repairs-services-parts; combined mainte-
nance, parts failure; equipment status; equipment deadlined;

39
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File No.

1420-04

1420-05

1420-06

1420-07

1420-08

1420-09

1420-10

1420-11

40

Description

equipment inventory; materiel readiness; and similar or related
data. Included are reports, summaries, listings, tabulations and
machine runs. “Control” copies of documents containing support-
ing and subsidiary data and punched cards containing the infor-
mation in “machine language” should be filed and disposed of as
reference paper files, or data processing files deseribed in AR
340-18-2.

Item maintenance engineering files. Documents created in
maintenance engineering of development, reproduction, or
standard items of material to determine maintenance support
required; assure incorporation of ease of maintenance in design;
improve maintenance operations on existing items; reduce
amount and frequency of, and skills required in, maintenance;
and in the resulting preparation, coordination, and issue of
equipment technical manuals and bulletins, lubrications orders,
and modification work orders. Included are contributions to and
comments on maintenance specifications; maintenance support
plans for development items; reports or minutes of maintenance
evaluation reviews or other meetings conducted during de-
velopment and production of an item; reports, drawings, and
similar papers resulting from investigating and correcting de-
ficiencies or otherwise modifying the materiel; and draft copies
of the published equipment publications and communications re-
lating to them. ‘

Maintenance management inspection files. Rescinded. Function
discontinued.

Maintenance technical assistance files. Reports and related pa-
pers accumulating from the conduct of technical assistance pro-
grams designed to furnish technical assistance and advice to im-
prove the performance of organizational and field maintenance.

Support unit record files. Documents maintained by supporting
maintenance elements to provide pertinent information relative
to units supported, such as official designation of the unit; appli-
cable TOE; location; current listings of equipment eligible for
support; names of air, supply, maintenance, and key noncommis-
sioned officers; copies of latest inspection reports; copies of
latest work request and job order; and similar data. Transfer to
new supporting element on transfer of the supported unit.

Equipment operator permit files. Documents used to authorize
individuals to operate Government equipment.

Equipment operator permit register files. Registers or compara-
ble documents used to account for equipment operator permits
issued.

Dispatcher organizational control record files. Documents re-
flecting the dispatch of equipment. Normal information includes
names of user, time out, destination, equipment identification,
and estimated time of return.

Equipment daily utilization files. Documents completed by dis-
patcher and operator to provide information relative to the daily
use of equipment and reports reflecting driver description of
Army motor vehicle accidents.

18 December 1977

Disposition

Office responsible for preparation: Destroy
6 years after publication of the related
order, manual, bulletin, or other publica-
tion or on termination of the project when
no such publication is issued.

Other office: Destroy after 2 years, or 2
years after publication of the related
equipment publication, except that
Equipment Improvement Recommenda-
tions maintained by National Maintenance
Points will be destroyed after 6 years.

*Office performing Army-wide staff respon-
sibility: Destroy after 3 years. .
Other Offices: Destroy when superseded,
obsolete, or no longer needed for current
operations, whichever is first.

Destroy on obsolescence of the data or on
discontinuance of the supported unit,
whichever is first.

Destroy 3 years from date of issue or when
revoked by proper authority, whichever
occurs first.

Destroy 3 years after the last entry on the
page or in the bound register.

Destroy after 1 month.

Destroy after required transfer of informa-
tion to other records, unless required for
accident investigation or state gasoline
tax purposes.
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File No.

1420-12

1420-13

1420-14

1420-15

1420-16

1420-17

1420-18

1420-19

1420-20

Description

Maintenance request files. Documents used to request
maintenance services, to report accomplishment of mod-
ification work orders, to record maintenance performed,
to report receipt of defective material, and to submit
equipment improvement recommendations. A single
form is prescribed for use as an individual work request,
as a report of modification accomplishments, as an
equipment improvement recommendation, or for use in
recording two or all three of these functions. Related
records to this form include transfer and rejection
memoranda, property issue and turn-in slips, labor time
tickets, and similar papers.

Maintenance request register files. Documents used to
record and control maintenance work; these documents
are usually in the form of registers.

Exchange tag files. Documents (normally tags) used as
receipts for replacement of parts or components.

Shop property account files. Documents accumulating in
tool rooms, parts rooms, and exchange points in making
maintenance items more accessible to maintenance per-
sonnel. Included are stock record cards, vouchers, regis-
ters, direct exchange cards, property issue and turn-in
slips, and similar documents reflecting the issue,
turn-in, and usage of items, such as repair parts, kits,
tools, and assemblies. These documents may also consti-
tute a section of the accountable officer’s stock record
account or may be subsidiary thereto. Stock record cards
and direct exchange cards should be continued in use
until filled or final entry is made thereon.

Shop locator record files. Location sheets, cards, tags,
and other documents constituting a part of a loeation, in-
ventory, or identification system for equipment sent to
shops, or utilized as a check or inventory for such
equipment. Reusable forms should be used until filled.

Preventive maintenance schedule files. Documents used
for scheduling periodic preventive maintenance services
load tests, and calibration of assigned equipment. This
schedule should be transferred with the related equip-
ment when the equipment is transferred.

Equipment inspection and maintenance worksheet files.
Documents reflecting the performance of preventive
maintenance inspections, services, diagnostic checkouts,
and spot check inspection of equipment.

Installed and spare engine reporting files. Documents
relating to reports indicating Army aircraft engines in
stock or installed on fixed wing aircraft and helicopters.
Data for preparation of these reports are contained in
aireraft flight reports and maintenance and historical
records for aeronautical equipment.

Army aircraft inventory, status, and flying time re-
porting files. Documents accumulated in Army com-
mands and organizations as a result of reporting to
higher headquarters data pertaining to aircraft held on

C 11, AR 340-18-14

Disposition

Dispose of as provided by TM 38-750.

Destroy 6 months after last entry.

Destroy on return or issue of related equip-
ment.

Destroy after 2 years.

Destroy on return or reissue of related
equipment.

Destroy after transferring the required in-
formation to other records or on disposi-
tion of the related equipment, whichever is
first.

Destroy on posting to related equipment log
book, on entering deficiencies on a new
form, or on completion of next service-
ability test or check, as applicable.

Office performing Army-wide staff responsi-
bility: Destroy after 5 years.
Other offices: Destroy after 1 year.

*Offices performing Army-wide responsi-
bility: Consolidated reports: Destroy after
% 50 years. Feeder reports: Destroy after 1

year. %
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File No. Description

an accountable basis. They consist of such reports as DA
Form 1352, Army Aireraft Inventory, Status, and Flying
Time, comparable forms, proof listings, transmittal list-
ings, and related papers.

1420-21 Engine log or run-in data files. Reports reflecting time,
speed, load pressures, temperatures, and other features
determined in the process of testing internal combustion
engines.

42
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Disposition

Other offices: Destroy after 1 year.

Destroy after 2 years.
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File No.

1421-01

1421-02

1421-03

1421-04

1421-05

1421-06

1421-07

1421-08

1421 STORAGE FILES

C 11, AR 340-18-14

These files relate to the storage of supplies and equipment, and to the

stockpile of strategic and critical materials.
Description

Warehouse planning and layout files. Warehouse, shed, or
open storage space planning and layout diagrams, or com-
parable papers relating to space planning and layout.

Locator record files. Documents constituting a part of a lo-
cation system for supplies and equipment, or used as a
check or inventory of stock location. Included are space
control sheets, location sheets, location cards, bin tags,
and comparable documents.

Storage register files. Voucher assignment registers, ship-
ping control registers, tally number registers, and com-
parable devices maintained for storage control purposes.

Storage identification and inspection reporting files.
Documents relating to the identification, classification,
and inspection of items in storage or received for storage
from sources other than contractors, reflecting the physi-
cal condition of the items, packing procedures used, and
the examination and testing of items, for the general pur-
pose of determining the suitability of storage methods and
conditions, and to assure that the supplies and equipment
will be in usable condition at all times. Included are sur-
veillance inspection reports, quality history records, test
data sheets, stock diserepancy reports, classification re-
ports, and comparable papers.

Note. This description does not include files relating
to the storage of ammunitions.

Warehouse receiving files. Car arrival reports, shipping
documents, tallies, or comparable documents retained for
the purpose of car spotting, the assignment of labor and
equipment, the unloading of supplies, and other purposes
connected with the receipt of supplies at depot ware-
houses.

Warehouse shipping files. Army shipping documents, tal-
lies, reports of outbound freight cars, work assignment
sheets used for stock picking, copies of stock or packing
tags, or comparable documents retained by the warehouse
after shipment and used for purpose of picking, packing,
and loading stock for shipment.

Labor pool and equipment operating files. Documents re-
lating to the-assignment and utilization of labor and
equipment for warehousing activities. Included are work
assignment sheets, working reports of the operation of
materials handling equipment, daily work reports showing
such information as the date, shift, cars or trucks loaded
or unloaded; and comparable documents.

Storage reporting files. Reports relating to overall storage
operations which are made to higher headquarters. In-
cluded are depot space and operating reports, monthly
materials handling reports, and similar reports.

Disposition

Destroy on supersession or obsolescence.

Destroy when superseded or obsolete.

Destroy after 1 year.

Destroy after 2 years.

Destroy 8 months after receipt of shipment,
or when they have served their intended
purpose, whichever is first.

Destroy 3 months after shipment, or when
they have served their intended purpose,
whichever is first.

Destroy after 6 months.

Destroy after 2 years.
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File No. Description

1421-09 Supply item reference files. Standard nomenclature lists,
interchangeable stock numbers lists or cards, standard
stock catalogs, supply catalogs, and similar supply refer-

ence aids.

1421-10 Transportation unit control files. Documents constituting
a system for control of the identification of separate ship-
ments.

1421-11 Industrial reserve equipment historical property record

files. DOD Property Record (DD Form 1342), similar
forms, inspection data cards, and checklists maintained by
works, plants, and arsenals for production equipment held
in industrial reserve.

42.2

1 December 1979
Disposition

Destroy on supersession or obsolescence.

Destroy 6 months after date of last shipment
from a shipping installation.

Destroy on salvage, scrapping, or other final
disposition of equipment.



18 December 1977

File No.

1421-12

1421-13

1421-14

142115

1421-16

1421-17

1421-18

Description

National stockpile account files. Documents relating to the re-
ceipt, storage, and inventory of strategic and critical materials
stored by the Army for General Services Administration, De-
fense Materials Service. Included are inventory record cards
which reflect the program designation of material stored, com-
modity name, commodity grade, unit of measure used, and
number assigned to commodity type, and vouchers with support-
ing documents such as receiving and shipping reports, adjust-
ment documents, and related papers.

National stockpile voucher register files. Registers maintained
to assign voucher numbers in numerical sequence to vouchers
relating to the receipt, storage, and shipment of strategic and
critical materials for the account of the General Services Admin-
istration, Defense Materials Service.

National stockpile reporting files. Documents reflecting the
storage space allocated and occupied by the strategic and critical
materials stored by the Army for the General Services Adminis-
tration, Defense Materials Service. These reports also reflect
the quantity of each commodity stored and the last receiving re-
port number and outbound report number used by the storing
activity.

National stockpile shipping files. Documents relating to the
transportation of strategic and critical materials stored by the
Army for the General Services Administration. Included are
memorandum copies of bills of lading with supporting documents
such as freight classification; export certificates or declarations;
transit certificates such as GSA Form 287, TPU Form 12; de-
murrage car record books; and similar documents.

Packing, boxing, and crating files. Documents relating to as-
sembling, protecting, packing, blocking, boxing, and crating ar-
ticles for shipment. Included are manuals, specifications, lists,
bulletins, instructions, and similar documents.

Box and crate work order files. Box and crate shop work orders
and supporting papers initiating all work performed by this ac-
tivity and reflecting the status of work in process, in terms of
materials and man-hours consumed and work accomplished.

Box and crate order and control register files. Documents used
in connection with controlling operations, production scheduling,
future production requirement, unit cost determinations, and
similar matters.

C9, AR 340-18-14

Disposition

Destroy 2 years after out shipment of mate-
rial.

Destroy 6 years after individual sheets or
individual bound books are filled.

Destroy after 2 years.

*Destroy 3 years after all stored material of
like kind and grade has been shipped out.

*Destroy when superseded, obsolete, or no
longer required for reference, whichever
is first.

Destroy after 3 months.

Destroy after 1 year.
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File No.

1422-01

1422-02

1422-03

1422-04

1422-05

142206

1422-07

142208

142209

44

1422

18 December 1977

AMMUNITION SUPPLY FILES

These files relate to the storage and surveillance of ammunition supplies.

Description

Ammunition, guided missile, and rocket status reporting files.
Reports submitted by field installations and activities to furnish
data for budget estimates, distribution planning, and procure-
ment scheduling relative to ammunition, guided missiles, and
large rockets.

Ammunition inspection reporting files. Inspection reports on
ammunition in storage and ammunition storage conditions.

Depot surveillance files. Depot surveillance record or cards main-
tained as a cumulative record covering the entire period of stor-
age of a lot of ammunition at an installation.

Ammunition data card files. Cards containing information on the
nomenclature, characteristics, drawing and specification
number, lot number, quantity, names of manufacturers, and
other data on each lot of ammunition, ammunition components,
and explosives held in storage.

Ammunition suspension card files. Cards reflecting the identify-
ing features of ammunition items suspended from issue or use
because of malfunction.

Daily humidity and temperature chart files. Documents, nor-
mally in the form of charts, which reflect daily ammunition mag-
azine humidity and temperature readings.

Atmospheric annual graph files. Annual graphs which reflect at-
mospheric data of ammunition magazines in connection with the
storage of ammunition, ammunition components, and explosives.

Ordnance stock control subsidiary files. Lot and stock record
cards, credit, debit, and adjustment vouchers, maintained by
stock control divisions as subsidiary accounts to control ammuni-
tion stock control accounts (Ammunition Field Service Account).
Lot and stock record cards will be continued in effect until filled
or final entry is made thereon.

Ordnance ballistic acceptance test files. Documents reflecting in-
formation relating to ballistic tests on lots of armor.

Disposition

Offices performing Army-wide staff respon-
sibility: Consolidated or summary
reports—destroy after 5 years. Feeder
reports—destroy on extraction of data.

Other offices: Destroy after 2 years.

Destroy on completion of the next inspec-
tion.

Destroy 2 years after the ammunition is
shipped or other disposition is made.

Destroy 1 year after ammunition lot is
exhausted.

Destroy on receipt of release or when lot is
published as permanently suspended.

Destroy 6 months after transfer of data to
annual graph.

Destroy 5 years after demolition of maga-
zine.

Destroy after 2 years.

Destroy after 10 years.



15 September 1978

File No.
1423-01

1423-02

1423-03

1423-04

1423-05

TAGO 310A

C 10, AR 340-18-14

1423 FOOD PROGRAM FILES

Deseription
Food facility establichment files. Documents relating to the re-
view and approval of recommendations for the establish-
ment, change in camcxtv or dlscontlnumce of cold svoraoe

commissary stores, and cmnlar food processing or storing
facilities. Included are recommendations for establishment,
change in capacity, or discontinuance of such facilities; justi-
fication data; survey reports; approvals or disapprovals; and
notifications of establishment or discontinuance.

Food facility layout review files. Documents relating to the
technical revicw of layout plans for the construction of, sig-
nificant modification to, or deviation from standard plans for
food facilities and asscciated equipment. Included are pre-
liminary drawings, plans and equipment layout sketches,
site plans, and recommendations resulting from the reviews.

Food program project files. Documents resulting from actions
taken to cvaluate and improve the overall Army Food Pro-
gram. Included are staff studies, survey and test reports, co-
ordinating actions, and related papers.

Food program reporting files. Reports used for the purpose of
supervision, rendering assistance and advice, and review and
analysis of the food pregram. Included are food facility re-
ports, subsistence supply and service reports, reports of
progress avcomphwed in the food program, post food service
supervisor’s reports, Ieports containing data relative to cen-
tral billing for cross-servicing of meals furnished other per-
sonnel of other serv‘ceq

Master and special merau files. Documents relating to the de-
_velopment, review, and approval of master and special
menus. Included are documents reflecting cost, dietary, and
.issue analyses; ration factor lists; menu notes; and copies of

the publ xshedénctixf-qtfm 'k“ NMS
:\1 143
\W'

These files relate to the Army Food Program which is concerned with providing
adequate food and subsictence supplies for issue to troops, or sale to military
personnel and other authorized personnel, organizations, and activities; and
the facilities and equipment required to store, process, issue, and sell such
supplies. These files, for the most part, are accumulated by offices at the Army
Staff and class IT activities responsible for the staff supervision of the Army
Food Program. Scme, however, are accumulated by lower echelon offices.

Dispesition
Office performing Army-wide staff respon-
sibility and responsibility for final ap-
proval: Destroy 2 years after discon-
tinuance of the related facility.

Office performing Army-wide staff respon-
sibility: Destroy on supersession, ob-
solescence, or when no longer needed for
reference.

Destroy 2 years after completion of the
project.

Office performing Army-wide staff respon-
sibility: Censolidated or summary re-
ports—destroy - after 5 years. Feeder
reporis—destroy on extraction of neces-
sary data.-

Other offices: Destroy after 2 years.

% Offices responsible for preparation and
issue: Reécord copies of the published
menus—Permanent. Retire when no
longer needed for current operations.
Other files: Destroy 6 years after publica-
tion of the menu.

Other offices: Destroy after 2 years, or on
supersession or obsolescence, as ap-
plicable.

45



C 10, AR 340-18-14
1424 COMMISSARY AND CLOTHING SALES STORE FILES

File No.
1424-01

1424-02

1424-03

1424-04

1424-05

1424-06

1424-07

1424-08

46

15 Séptémber 1977

"These files accumulate from the operation of commissaries, commissary stores,

clothing sales stores, clothing and equipage repair shops, and similar activities
engaged in the receipt, sale, and issue of supplies and subsistence items, and
the sale of services such as shoe repair and clothing alterations and repair.

Description

Commissary and sales account files. Documents maintained
by commissary cofficers and sales officers as the formal record
of all transactions pertaining to the receipt, issue, sale,
transfer, and inventory of supplies and services, and the
receipt and deposit of funds. They include distribution
ledger, voucher register and control; and vouchers and
supporting papers such as summaries of rations issued, field
ration requests, issuc and turn-in slips, receipts, inventory
and adjustment documents, report of deposits, summary of
daily fund receipts, statement of gains and losses, and
similar documents used as vouchers or as supporting papers
thereto.

Sales order register files. Registers maintained to control and
identify sales orders and entries in registers bearing such
information as soles order number, date, location of item
sold, sales number, purchsaser, deseription of item, amount
of order, and similar information.

Comumaiscary and sales store planning files. Documents main-
tained for planning and control of item stockage. Included
are commmiszary copsumption recerds, stock record cards,
menus, menu recapitulations, and similar documents.

Price list files. Lists and supplements refiecting current prices
for subsistence items and clothing store items.

Issue commiscary and commissary store reporiing files. Docu-
ments constituting a part of the reporting system on issue
commissary and commissary store operations. Included are
the Food Facilities Summary and Subsistence Supply and
Services Summary, and correspondence concerning commis-
sary reporting.

Cash and charge szles files, Cash sales and charge sales books,
charge sales slips, including attached informal lists, machine
detail tape, cash register detail tapes, machine sales tickets,
and other tapes that relate to cash and charge sales, but
exclusive of such documents filed as vouchers to the account.

Commissary requisition files. Requisitions submitted to De-
fense Personnel Support Center and other supplying depots
or agencies, advices of actions, and other papers retained as
a record of the requisition of supplies for the issue commis-
sary and/or commissary store, but exclusive of such docu-
ments when filed with vouchers to the account.

Due-in document files. Documents maintained as a record of
shipments due-in, used to plan warehouse space utilization.
Included are shipping documents, requisitions, and similar
papers.

Disposition
Destroy after 2 years.

Destroy after 6 years.

tem consumption files: Destroy on initia-
tion of a second succeeding record for
that item or 1 year after discontinuanc:
of the related item, whichever is first.
Remaining files: Destroy after 1 year, ¢
when obsolete, whichever is first. '

Destroy after 2 years.

Destroy after 2 years.

Destroy after 2 years, or after audit,
whichever is first. However, cash register
.detail tapes may be destroyed after 1
year or after audit, whichever is first.

Destroy after 1 year.

Destroy on receipt of shipment, or on
completion of planned space utilization,
as applicable.

TAGO



18 December 1977

ile No.
142409

1424-10

1424-11

Description

Ration request files. Requests for troop train rations, consoli-
dated ration requests, memorandums of field ration issue, field
ration issue slips, or comparable documents retained by the
commissary relating to requests for the issue of field rations
which are not filed with vouchers to the account.

Hospital subsistence issue files. Issue slips used for the request
and issue of subsistence items to file the menu requirements for
hospital mess. Included are hospital fund issue slips, and debar-
kation hospital worksheets.

Bakery, meat market, and meat-cutting plant files. Property
turn-in slips, memorandum receipts, tallies, and other papers re-
tained as record of transfer of bread from, and ingredients to the
bakery, or transfer of meat to the meat market or meat cutting
plant.

C9, AR 340-18-14

Disposition

Destroy after 2 years.

Destroy after 1 year.

Destroy after 2 years.
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File No.
1425-01

1425-02

1425-03

1425-04

1425-05

48

18 December 1977

1425 FIELD RATION ACCOUNT FILES

These files are accumulated by dining facilities, ration breakdown points
(consolidating headquarters) and by the installation control officer (Cash
Meal Payment Books, DD Form 1544) in connection with ordering, account-

ing for, and serving field rations.

Description

Cash receipt files. Documents used as receipt for cash, and docu-
ments reflecting collections. Included are cash meal payment
sheets (books, DD Form 1544), cash collection vouchers, turn-in
slips, cash register tapes, Subsistence Record for Payroll Deduc-
tion and similar documents.

Field ration issue and delivery files. Documents relating to the
issue and delivery of rations. Included are ration issue slips,
issue or turn-in slips not used as receipts for cash, delivery tick-
ets, machine printouts, and similar and related documents.

Menu files. Copies of master menus and/or installation menus and
minutes of the installation menu board and related papers.

Dining facility account review files. Documents relating to re-
view of dining facilities. Included are reports, summary and din-
ing facility account and related documents concerning findings
and recommendations.

Dining facility operation files. Documents relating to the opera-
tion of dining facilities. Included are cooks’ worksheets, ration
request and subsistence reports, headcount sheets, guest regis-
ters, ration inventory and vendors value, food cost records, ra-
tion savings accounts, return monetary allowances and similar
and related papers.

Disposition

Destroy after 2 years.

Ration breakdown points: Destroy after 2
years.
Dining facilities: Destroy after 3 months.

Menu board: Destroy after 1 year.
Dining facilities: Destroy when superseded.

Destroy after 1 year.

Destroy after 3 months.



14 August 1969

File No.
1426-01

1426-02

1426-03

1426-04

1426-05

1426-06

1426-07

1426-08

1426 TROOP SUPPLY FILES

AR 340-18-14

These files relate to the requisitioning, receipt, and turn-in of supplies and equip-

ment by troop units.

Description .

Unit supply reporting files. Reports prepared by unit supply officers for

submission to higher headqguarters and relating to the maintenance and

receipt of supply items. Included are equipment status reports and

reports -on supply levels, critically short items and other matters which
affect the maintenance and receipt of supply items, and related papers.

Unit packing certificate files. Documents which certify that proper crating
and packing of organizational equipment has been accomplished prior to
the movement of a unit to a new station.

Unit supply inspection files. Inspection reports of units outfitted prior to
movement overseas. Included are showdown inspection reports; final
inspection reports; and related papers. :

Unit training film issue and turn-in files. Documents relating to requests
to film libraries for training films and filmstrips. Included are notifica-
tions of action taken on the request and the return of training filns and
filmstrips to film libraries, issue slips, turn-in slips, and related papers.

Unit training equipment issue and turn-in files. Documents relating to
requests to station supply agencies for training equipment. Included are
notifications of action taken on the request and the return of the equip-
ment, issue slips, turn-in slips and related papers.

Garrison ration account files. Documents relating to garrison rationing,
such as daily stock cards, monthly recapitulations, and adjustment
papers, but exclusive of such documents when used as an entry or a
voucher to a unit fund.

Supply status and control files. Punch cards maintained for the purpose of
indicating authorized allowances, operating allowances, and stock bal-
ances for TOE units; and control cards pertaining to stock record
accounts.

Troop train subsistence account files. Troop train subsistence account
forms or forms used for a comparable purpose, with supporting docu-
ments, such as requests for troop train rations, copies of orders, certifi-
cates of issue, property issue slips, property turn-in slips, statements of
collections for meals, receipts, original reports of audit, and copies of
certificates of transfer of accountability maintained by the accountable
officer.

'

Disposition
Destroy after 1 year, or upon discontinu-
ance of the unit, whichever occurs first.

Destroy after 6 months.

Destroy after 2 years.

Destroy on turn-in of the §lm.

Destroy on turn-in of the equipment.

Destroy after 2 years.

Destroy on extraction of statistical data

therefrom.

Destroy after 2 years.
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File No.
1427-01

1427-02

1427-03

1427-04

14 August 1969

1427 LAUNDRY AND DRYCLEANING FILES
These files relate to the furnishing of laundry and drycleaning services to military

and authorized civilian personnel.

Description
Unit and organizational laundry and drycleaning files. Documents main-
tained by a unit or organization in the process of controlling the receipt
and delivery of laundry and dryveleaning, and in collecting payment.
Included are laundry and drycleaning collection and delivery sheets;
hospital, transport, and organization laundry lists; Iaundl:y and dry-
cleaning adjustiment vouchers; and related papers.

Station laundry and drycleaning accounting files. Documents reflecting
total receipts and workload of laundry and drycleaning operations.
Included arc abstracts of laundry work accomplished for individual
patrons, abstracts of enlisted and organizational laundry and drycleaning
{with and without cash reimbursement), arid cash collection vouchers.

Station laundry and drycleaning receipt files. Documents used for the
receipt and control of laundry and drycleaning. Data from these docu-
ments are abstracted for use in cash receipt and workload accounting.
Included are drycleaning lists, laundry lists, roster and statement,
abstracts of laundry or drycleaning organizational work, and machine
tapes. :

Hospital lincn inventory files. Inventories which are retained by the
inventory officer, such as quarterly hospital linen inventories used to
determine losses or gains incurred in the operation of hospital linen
control and distribution.

Disposition
Destroy after 1 year.

Destroy after 2 years.

Destroy after 1 year.

Destroy after 1 year.
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File Nn.
1428-01

1428-02

1428-03

1428 LIBRARY SUPPLY FILES
These files relate to the operation of officially designated libraries.

Description Disposition
Library voucher files. Vouchers, supporting papers, and voucher register Destroy after 2 years.
and inventory balance record of books. :

.
Shelf list card files. Cards indicating all books in the library arranged in Destroy after all items indicated thereon
the order in which the books stand on the shelves, and reflecting item have been dropped from accountability
identification by classification, title, author, voucher numbers (additions records.

or reductions), and other information necessary to facilitate the processes
of accountability.

Library catalog files. Cards enumerating authors, titles, cross-references, Destroy when related books have been
and subjects arranged in alphabetical order and indicating descriptive permanently removed from the library
details including location of books on the shelves. Upon discontinuance collection.
of the facility and/or transfer of the books to a library depot or other ‘

library, the current library card catalog files will be included in the
transfer, if possible.

-5l
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File No.
1429-01

1429-02

1429-03

1429-04

1429-05

1429-06

2

14 August 1969

1429 MOTOR VEHICLE SUPPLY FILES
These files relate to the supply and control of motor vehicles in field elements.

Description .
Motor vehicle stock status files. Documents accumulated in connection
with the system for the location, by station and status, of motor vehicles.
Included are motor vehicle record and corresponding punch cards.

Automotive vehicle transfer release files. Documents accumulated at
Army headquarters directing shipment of automotive vehicles within the
Army area.

Motor vehicle locator record files. Documents constituting a part of a
location, inventory, or identification system for motor vehicles, or used as
a check or inventory-of stock location. Included are space control sheets,
location sheets, location cards or tags, and related papers.

Vehicle inventory and density reporting files. Vehicle density reports, .

inventory reports of motor vehicles. and comparable statistical reports
and data relating thereto.

Quarterly administrative vehicle allocation reporting files. Reports con-
cerning the supply of motor vehicles for administrative purposes.
Included are copies of quarterly administrative vehicle allocation reports,
or comparable reports containing information showing the type, descrip-
tion, estimated requirements, recommended and authorized allocation,
and other data.

Vehicle title files. Documents relating to the registration of vehicles.
Included are titles, manufacturers’ and dealers’ statements of origin, and
related papers. They will accompany the vehicle upon transfer.

Disposition
.Destroy 6 months after transfer or ship-
ment of vehicle.

Destroy after 2 years.

Destroy on supersession or obsolescence.

.

Destroy on completion of next report or
after 1 year, whichever is first.

Destroy after 3 years.

Destroy on sale, salvage, or other final
disposition of related vehicle.

[N
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1430

C 4, AR 310-18-14

PUBLICATIONS SUPPLY FILES

These files are maintained at publication centers, and offices of installations
and activitics engaged in the receipt, storage, and issue of publications or blank
forms.

Fite Naa
» 1430-01

1430-02

1430-03

1430-04

1430-03

1430-06

1430-07

1430-03

1430-09

. TAGO 22A

Description
Publication requisition files. Documents used in requisitioning
nonreimbursable publieations, and accountable and non-
accountable blank forms. Included are requisilions, shipping
orders, transfer requests, and similar papers.

Reimbursable publications requisition files. Documents re-
lating to the storing and shipping of publications for the
United States Armed Forces Institute, Madison, WI. In-
cluded are requisitions, shipping documents, correspond-
ence, and rclated papers.

Status of publication files. Torms reflecting the slatus of pub-
lications and blank forms that provide information which is
used to determine required supply action.

Initial distribution requisition files. Forms reflecting the quan-
tity and type of publications and blank forms required for
automatic distribution. A current copy of the DA Form 12
scries will be retained in the current files area,

Initial publication distribution files. Distribution sheets, de-
livery instructions, correspondence, and related papers
pertaining to the distribution of Army publications.

Accountable form receipt and issue files. Documents refleet-
ing the receipt or issue of accountable blank forms. In-
cluded are receipt forms, listings, and registers.

Accouniable form authorization files. Signature cards identi-
fying individuals authorized to receive accountable forms.

Publication stock record card files. Cards reflecting the status
of supply of publications and blank forms, including data
as to stock levels, quantitics on hand, and quantitics re-
ceived or issued. )

Publication history and stock usage files. Forms reflecting the
history and usage {or each item of stock.

s SV A

Disposition
Decstroy 3 months after completion of
action, earlier disposal is authorized.

Destroy after 1 year.

Destroy after 1 year.

Destroy forms indicating changes upon
completion of posting to the current
series.

Destroy superseded forms when replaced
by current forms,

Destroy all forms on discontinuance of
function.

wDocuments pertaining to classified
publications: Destroy after 2 years.
Other documents: Destroy after 3
months. Earlier disposal is authorized,

Destroy after 2 years,

Destroy upon withdrawal of the au-’
thorization. .

Destroy when card is filled or on superses-
sion, rescission, or obsolescence of form
or publication, whichever is first.

Destroy on supersession, rescission, or
obsolescence of form or publication,
whichever is first.
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1431 PETROLEUM AND SOLID FUEL SUPPLY FILES ad
These files relate to the receipt and issue of petrolcum products and solid fuels.
File No. Description Disposition

1431-01 Petroleum supply reporting files. Petrolcum supply program Office performing Army-wide staff re-
reports reflecting consumption, requirements, stock status, sponsibility: Destroy after 5 years.
conscrvation data, and similar information. Other offices of the Ariny staff and inter-

mediate commands: Destroy after 1
. year.
Preparing field offices: Destroy after 3
years.

1431-02 Gasoline and lubricant issue files. Documents relating to the  Destroy after 1 year.
issue of gasoline and lubricants. Included are slips and ab-
stracts of gasoline and lubricants issued.

1431-03 Petroleum product analysis reporting files. Documents created Destroy after 2 years. ‘
incident to the testing of petroleum products as they pertain
to the aceeptability of such products in connection with new
procurement, or the analyses as required of petroleum units
in custody of Army storage facilities. A copy of petroleum
analysis report submitted to a contracting officer, as required
when a contractor has failed to meet contract requirements,
will be filed in the procurcinent file to which it relates, for
disposition with the related procurement file.

1431-04 Solid fuel contro! files. Documents relating to the receipt, Oilice performing Army-wide staff respon-
storage, and usc of solid fuels. Included are copies of annual sibility: Destroy after 2 years.
and supplemental requisitions received from installations Creating Offices: File in and dispose of
and activities, copies of contracts, shipping notices, receiving with the appropriate related procure-
reports, analysis reports, reports of burning tests, rejection ment file.
reports, similar documents, and related papers.

1431-05 Solid fuel perpetuzl inventory files. Documents reflecting Destroy when card or form is filled and
stocks of solid fuel on hand. appropriate entries have becen carried

forward.

1431-06 Solid fuel requirement and estimate files. Documents used in  Office performing Army-wide staff respon-
determining future requirements for solid fuels. Included sibility: Destroy when no longer
are copies of purchase requests, requirements estimates, required in making future determina-
reports, and related papers. tions.

Other offices: Destroy after 2 years.
54 TAGO 29A
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File No.
1432-01

143202

1432-03

1432-04

1432-05

1432-06

C 9, AR 340-18-14

1432 PORT SUPPLY FILES

These files relate to the requisitioning of supplies by commanders of ports

and the followup and receipt of such supplies.

Description

Port oversea requisition files. Documents relating to the receipt
or request for supplies for oversea commands, and to the
followup and cancellation of such requests. Included are requisi-
tions or project requests, attached bills of material, cable re-
quests, and related papers.

Port extract requisition files. Documents which relate to the req-
uisition, notification of availability, release, and shipment of
supplies. Included are extract requisitions or shipping orders,
reports of availability, purchase orders, vendor’s shipping
documents, shipping documents, reports of supplies released and
routed, supply reports or ration requests, notices of disapproval,
comparable documents relating to the processing of requisitions
on depots, procurement offices, and stock control points, and
correspondence, reports, and other documents relating to the
followup of availability and shipments.

Secondary port oversea extract requisition files. Extract copies
of requisitions and contracts, notices of cancellations, delayed
item reports, and shipping documents used as a basis for fore-
casting shipments and indicating the progress of shipments as
they pertain to secondary ports.

Port Army exchange service requisition files. Documents ac-
cumulated by Army exchange service units at ports in the proc-
essing of requisitions submitted by oversea commanders for
Army exchange service supplies. Included are oversea requisi-
tions, cablegram or radiogram requisitions, extract requisitions,
purchase orders, notices of cancellation, comparable forms and
related papers.

Port due-in document files. Documents constituting a record of
shipments made to ports, which are utilized as a notice of due-in
shipments, and for space, cargo, and other planning purposes,
but excluding documents which are a part of bill of lading files.

Port control files. Documents accumulated primarily for supervi-
sion and control of work in progress, which reflect standards of
performance and past performance in relation to such standards.
They include ports of supply establishments with respect to per-
formance in filling requisitions; reports of performance with re-
spect to supplies loaded aboard ship; reports of performance by
stock control points or depots with respect to furnishing reports
of availability; and reports indicating performance with respect
to shipments to and receipts by the port.

Disposition

Destroy 2 years after completion of all sup-
ply action.

Destroy after 3 years, except that if filed
with oversea requisitions, extract req-
uisitions will be destroyed on expiration
of the retention period for oversea reg-
uisitions.

Destroy 6 months after completion of re-
lated shipment.

Destroy after 1 year.

Destroy 6 months after receipt of shipment,
or when they have served their intended
purpose, whichever is first.

* Destroy after 10 years.
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File No.
1433-01

1433-02

1433-03

1433-04
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1433 CIVIL WORKS SUPPLY FILES

These files accumulate in the Office, Chief of Engineers, and relate to the
execution, review, and j[analysis_of the civil works supply program.

Description

Supply files. Files created in connection with the requisitioning
procurement (except for authorities to procure), storage and is-
sue, warehousing and stock control, preservation and inspection,
and disposition of materials and supplies, small business proce-
dures and related matters. Included are correspondence, reports
of inspection, requisitions, invitations to bid, SBA Form 70, and
related papers.

Bid data files. Abstracts of bids, submitted by district offices,
used as a basis for accumulating data on bid experience for civil
works construetion.

Bid experience files. Selected abstracts of bids, bid analysis, and
similar documents used for comparison trends.

Invitation to bid review files. Invitations to bid for foundation
drilling and grouting projects and supply for diamond bits sub-
mitted for review and control.

Disposition

Destroy affer. 1l yoaiSdoiinoitatiolimms
~omwe, hold 5 years in CFA and destroy.

Ne|-Ay-78-9|

Destroy after 2 years. Earlier disposal is
authorized.

*Destroy after 4 years.

Destroy 1 year after completion of the con-
tract.
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File No,
%1434 -01

*1431-02

% 1434-03
s 1434- 04

1434-05

1434 06

1434-07

1434-08
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1434 SUPPLIES DISPOSITION FILES

These files ave accumulated incident to the program for the disposition of
surplus, salvage, and serap property, and the redistribution of excess property.
Specifically, the files pertaining to the disposal of property determined surplus
to the needs of the military establishment, the scrapping or other steps taken
for the dispo=al of condemned, disearded, or abandoned property, or of materials

“eontained therein, and the redistribution of supplies which exceed those au-

thorized for the particular organization or supply component. Files described
in this category that are involved in claimy, litigations, or investigations will
be withdrawn on expiration of preseribed retention periods for dizposal after
proper settlement of the elaim, litigation, or investigation.

Desceription

Property disposal account files. Documents maintained to
account for the reecipl and disposition of property for which
the property dizposal officer ix accountabile. Tnduded are
voucher registers, vouchers and supporting documents, in-
ventory adjusiment reports. stock reecord cards or cquivalent
forms (jacket files) usged for (he sane purpose, and other
documents supporting the aceount. Unfilled stock record
eards will be retained in the aelive file antil filled or final
entry ix made thereon.

Note. This deseription does not include accounts which
involve the receipt of surpluy, salvage, or serap properly
from contractors; or property related to coudract property
accounts,

Excess properiy reporting files. Tleports uscd to disseminate
information concerning availability of ¢xeexs property.
Included are reports of excess personal property, listiugs,
card forms, and similar documents.

Film disposal files. Rescinded. No longer required.

Lease and réntal case files. Rescinded. Use file nunmber 1416~

35.

Sales contract register files. Registers maintaived to control

and rccord the assignruent of numbers to sales contracts,
contractor's name and address, types of material sold, and
term of contract.

Sales coniract files. Documents relating to the sale of surplus
and foreign cxeess personal property, abandoned private
property, and contractor inventory. Included are invita-
tions for bids; amendments to bids; bids and acceptance;
abstracts of bids; statements and notices of awards; lists of
successful bidders; contraets, changes, and supplement
thercto; colleetion and deposit documents; and related
papers.

Unsuccessful and rejected bid files. Unsuccessful and rejected
bids mainiuined as a separate file and not as a part of an in-
dividual sales contract.

Retail sale files. Documents relating to retail sales of surplus
and foreign excess personal property, abandoned property,
and contractor inventory. Included are cash sales slips, cash
register tapes, retail sales books, and related papers.

Disposition
Destroy after 2 years.

Destroy after 1 year. Earlicr disposal i
authorized. )

Destroy 3 years after elose of FY follow-
ing last entry on individual sheet or in
register,

Destroy 3 years after close of FY in
which final payment is made.

Destroy 3 years after close of FY in
which issued, except that bids re-
turned without bid action will be
destroyed immediately after bid open-
ing.

o

Destroy 3 years after close of TY in
which sale is completed.


http:salva.ge
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File No. Description Disposition :
1434-09 Sales contract review files. Documents relating to the review Offices responsible for review: Destroy — +
of salcs transactions. Included are copies of bids, abstracts after 2 years, :
of bids, contracts, and related papers.

O —

*1434-10 Small arms sales record files. Documents relating to the sale Weapons sales record: Permanent. Do
of small arms, ammunition, targets, and related items to - notretite.
members of thie National Rifle Association and to author- | Other documents: Destroy after 2 years. e
ized organizations. Included are requests, shipping docu- \;. .. g P YENTYI &
) C X2 O T Sy S 7
ments, and weapons sales record cards. 2/ 5/ i 240 - / ‘

*1434-11 Surplus salable property reporting files. Reports submitted to  Destroy 1 year after disposal of property.
selling activities listing surplus property for sale. Included ’ ,
are property lists, transmittal letters, and related docu- — #4{~ 7 613)4\;(»@»/\@' A~
rents.

* 1434-12 Disposal activity reporting files. Reports providing dollar value  Office performing Army-wide staff respon-
data concerning the reecipt, inventory on hand, and dispo- sibility: Summary or consolidated re-
sition of excess and surplus property by Army property ports, Destroy after 5 years; Feeder
disposal activities. Included are reports of excess and sur- reports, Destroy on consolidation or
plus matcrial at disposal activities, and related documents. summarization.

Other offices: Destroy after 2 years.

1434-13 Deniilitarization and mutilation files. Documents used to re- Destroy after 3 years, except documents
cord nomenclature and quantities of military-type items of related to and filed with sales contracts
material demilitarized or mutilated prior to disposal action. will be disposed of with the related
Included are forms, ledger sheets, cards, and related papers. contract files.

1434-14 Surplus property donation files. Documents relating to the Destroy after 3 years.
d approval of requests for donations of surplus property to
educational institutions. Included are applications for dona-
tions listing property requested, and related papers.

1434-15 Excess property donation files. Documents reflecting the dona- Destroy after 2 years, provided transac-
tion of obsolete combat material, books, manuscripts, works tions pertaining to active or open
of art, drawing plans, and models, not needed by the De- memorandum receipt accounts have
partment of Defense, to veterans organizations, state muse- been settled or included in subsequent
ums, educational museums operating under charters for- consolidated memorandum receipts.

bidding the accumulation of profit, and municipal corpora-
tions. Included are shipping orders, shipping documecnts,
schedule of collections, and related papers.
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HEADQUARTERS
DEPARTMENT OF THE ARMY
WASHINGTON, DC, 8 April 1980

AR 340-18-1L
INTERIM CHANGE

NQ. 103

EXPIRES 8 April 1981

Immediate Aetion
INTERIM CHANGE

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
LOGISTICS FUNCTIONAL FILES

This interim change establishes new file number 1402-26 and changes the retention

for file numbers 1k02-02, 1402-25, 1k09-08, and 143L4-10.

It expires 1 year from

date of publication and will be destroyed at that time unless sooner superseded
by a formal printed change; is being distributed by 1lst class mail through the
publications pinpoint distribution system to all holders of AR 340-18-1k; is, as
an interim measure, issued in other than page-for-page format; and will be in-
cluded in Change 12, AR 340-18-1h,

Page 5, change file number 1402-02 as follows:

1402-02

Determination and findings files.
Documents relating to determinations
and findings required prior to neg-
otiation of contracts. Included
are determinaticns and findings and
directly related correspondence.

Page 8, change file number 1402-25 as follows:

1402-25

Page 8, add new file number 1h402-26 as follows:

1L02-26

_Review Program.

Commercial«industrial type activity
(CTTA) program files. Documents
accumulated as a result of con-
ducting studies to determine the
feasibility of performing commer-
clal-industrial type activities
elther by in-house or contract.
Included are feasibility studies,
S5-year reviews of functions, cost
analysis, Justifications, approvals,
newv start proposals, annual CITA
inventory, and supporting docu-
ments.

Acquisition management review files.
Documents reflecting operations

of the Army Afcguisition Management
Included are re-
ports of reviews with conclusions,
recormendations, and e:hibits; semi-
annual reports of curulative re-
sults of reviews; actions taken on
recommendations, follow-up visits,
and related dncuments.,

Office administering the contract:
Destroy along with the resulting
contract.

Other offices: Destroy after 2 ye ..

Office performing Army-wide respon-
sibility: Destroy after 6 years.

Other offices: Annual CITA inventory:
Destroy after 5 years. Remaining
documents: Destroy upon completion
of next S5-year review.

Office performing Army-wide respon-
sibility: Permanent. Retire after
12 years.

Surveyed activities: Destroy on re-
solution or completion of all rec
mended actions, or upon completiorn
of next comparable survey, whichever
is sooner.



103, AR 340-18-14 8 April 198G

1409-08  Armunition lot history files. Doc- Destroy 45 years after acceptance
uments relating to the inspection of each lot of emmunition and ship-
and acceptance of complete rounds ment from storage. Do not retire.
of ammunition, propellants, missiles,
and rocket motors. Included are
data cards, acceptance sheets,
firing records, and related papers.

/\\ ‘

1434210 Small arms sales record files. Weapons sales record cards: Destroy

~ Documents relating to the sale of when no longer required for reference.

small arms, ammunition, targets,

and related items to members of Other documents: Destroy after 2
the National Rifle Association and years.

to authorized organizations. In=-

cluded are requests, shipping doc-

uments, and weapons sales record

cards.

(DAAG-AMR)
By Order of the Secretary of the Army:

E. C. MEYER
General, United States Army
Official: Chief of Staff

J. C. PENNINGTON
Major General, United States Army
The Adjutant General

DISTRIBUTION: .
Active Army, ARNG, USAR: To be distributed in accordance with DA Form 12-9A
requirements for AR, Maintenance and Disposition of Logistics Functional Files-C.
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#1435 ENERGY CONSERVATION FILES

These files accumulate at activities responsible for the management of the
Energy Conservation Program, and relate to actions taken to conserve energy,
manage fuel resources, and assure the availability of energy to Army instal-
lations and forces in accordance with mission and readiness priorities. They
include the relationship of energy to operation and maintenance of facilities,
utilities and equipment, and associated projects.

File No. Description Disposition
1435-01 Energy Survey and Study Files. Documents relating to investi- Office performing Army-wide responsi-
gations, surveys, and studies of energy management, fuel bility: Destroy 5 years after next com-
consumption, and potential improvement of fuel savings, parable investigation, survey or study,

including surveys by other agencies or contractors utiliz- or when no longer needed for reference,
ing visual and instrumental techniques. Included are sur- whichever is first.
veys and study reports, and related documents. Other offices: Destroy after 2 years,

1435-02 Energy Conservation Project Files. Documents relating to Destroy 5 years after completion of

projects in the Energy Conservation Investment Program project.

(ECIP), Equipment Energy Conservation Investment Pro-

gram (EQ-ECIP), and other programs for planning, devel-

oping, designing, and construction of facilities for installa-

tion of equipment to reduce energy requirements in new or

existing facilities. Included are documents relating to the

preparation and review of energy resource impact assess-

ments or statements.

. 1435-03 Energy Conservation Reporting Files. Documents consisting Office performing Army-wide staff respon-
of reports of energy consumption, projected fuel require- sibility: Destroy after 5 years.
ments, fuel availability and storage capacity, boiler plant Other offices: Destroy after 2 years.
equipment data, and similar reports. Included are Defense
Energy Information System (DEIS) reports, Department
of Energy data requirements, and information collected
for higher level agencies, and related documents.

TAGO 310A 59
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old file No.
1401-01
1401-02
1401-03
1401-04
1401-05
1401-06
1401-07
1401-08
1401-09
1401-10
1401-11
1401-12
1401-13
1401-14
1401-15
1401-16
1401-17
1401-18
1401-19
1401-20
1401-21
1401-22
1401-23
1401-24
1401-25
1401-25.1
1401-25.2
1401-26
1401-27
1401-28
1401-29
1401-30
1401-31
1401-32
1401-33
1401-34
1401-35
1401-36
1401-37
1401-38
1401-39
1401-40
1401-41
1401-42
1401-43

APPENDIX
CONVERSION TABLE

1400 LOGISTICS FILES °

File title _ New file No.

Procurement administrative files ....................... 1401-02
Procurement instruction files ....... ... . .............. 1401-01
Procurement board and committee files ................. 1401-05
Contract statutory restrictions files ... ......... ... ... ... 1402-01
Determinations and findings files . ...................... 1402-02
Contract financing files ........ ... ... .. ... ... . ... 1402-03
Pension, bond, and insurance administrative files ......... 1401-02
Contractors insurance files .. ........... ... ... ....... 1402-04
Contractors bond files ......................... ... ... 1402-05
Contractors pension and retircment files . .......... ... .. 1402-06
Pricing administrative files ......... ... ... ... .. L. 1401-02
Individual item pricing files ....... .. ... ... ... L 1402-07
Item pricing posting media files . ....................... 1402-08
Company pricing files ...... .. ... .. .. ... L 1402-09
Cost and price analysis files ............... e 1402-10
Buy American Act files ... ... .o oL 1402-11
Contract review files ........ ... ... ... ... .. 1402-12
Bid and award protest files ............ o e 1402-13
Contract appeals files ..................... . ST 1402-14
Contract termination reporting files . . ... .. e 1402-15
Contract termination review files .................... ... 1402-16
Contractor responsibility files .......... ... ... ... ... 1402-17
Procurement misconduct case files .. ................. ... 1402-18
Debarred bidder list files ........................... ... 1402-19
Bidder list files ........ ... ... ... ... .. ... . L. 1402-20
Technical data package files ........................... 1402-21
Advance planning procurement files ........... ... . ..., 1402-22
Transactions for $2,500 orless ........ .. ... ... ... .. ... 1403-01
Numbered transactions for more than $2,500 ............ 1403-03
Unnumbered transactions for more than $2,500 ......... rescinded
Open-end contract information files .................... 1403-04
Master, open-end, and call-type contract files ............ 1403-05
Contract standard drawing and specification files ......... 1403-06
Nonaction bid invitation files . ......................... 1403-07
Rejected bid files .............. ... ... . .. ... .. ... 1403-08
Procurement register files ......... ... ... ... ... .. ... 1403-09
. Procurement directive files ......... ... ... ... .. ... 1403-10
Procurement action report files ... ......... ... ... ..., 1403-11
Military urgency planning list files ..................... 1403-12
Cross-servicing agreement files.. ........ . ... ... ....... 1401-03
Interservice inspection files ....... . ... ... .. ... .. ...... 1403-13
Procurement assignment files .......... ... ... L. 1403-14
Coordinated procurement program report files . ....... ... 1403-15
Interdepartmental purchase request files ... ... .. ... 1403-16
Procurement inspection files . ... ... .. L oL 1403-17

AR 340-18-14
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A2

old file No.

1401-44
1401-45
1401-46
1401-47
1401-48
1401-49
1401-50
1401-51
1401-52
1401-53

1401-54
1401-55
1401-56
1401-57
1401-58
1401-59
1402-01
1402-02
1402-03
1402-04
1402-05
1402-06
1402-07
1402-08
1402-09
1402-10
1402-11
1403-01
1403-02
1403-03
1403-04
1403-05
1403-06
1403-07
1403-08
1403-09
1403-10

1404-01

1404-01.

1404-02
1404-03
1404-04
1404-05
1404-06
1404-07

1404-08

1404-09
1404-10

Pt

14 August 1969

File title New file No.
Contracting officer designation files .................. ... 1403-18
Code of conduct files . ........ .. ... ... . .ol 102-10
Expediting files ........ ... ... ... e 1403-19
Tax exemption certificate files . ........... ... ... . ... 1403-20
Procuring office customs entry files ......... e 1403-21
Photographic inspection files........... ... ... ... L 1403-22
Laboratory test report files ... .. P e 1403-23
........................................ Previously rescinded -
Renegotiation Act administrative files ................ ... 1403-24
Government-owned and privately operated industrial .. ... 1403-25
installation files
Civil works contract files ............... [P 1403-26
Civil works requisition files .......... ... ... ... . ... 1403-27
Commercial business solicitation administrative files ....... 701-02
Commercial business solicitation files .................... 725-07
....................................... Previously rescinded
Procurement and production reference paper files ........ 1401-07
Small business program administrative files ............ .. 1401-02
Small business program instruction files ................. 1401-01
Army Small Business Council Files ............... ... ... 1401-05
Small business information files . ... ... ... ... . ... . ... 1404-01
Small business program survey files ............. .. ... ... 1404-02
Small business qualification files ............... ... ... ... 1404-03
Competency certificate files ............. ... ........ ... 1404-04
Small business report files . ... ... ... L 1404-05
Contractor report files ....... .. .. ... .. ... ... 1404-06
Qualification list files ........ .. ... ... ... ... .. 1404-07
Small business reference paper files..................... 1401-07
Labor relations and equal employment administrative files . 1405-01
Labor relations and equal employment instruction files .. .. 1401-01
Labor-management dispute files ... ... ... . . . ....-1405-02
Labor standard exception files ................. e 1405-03
Labor standard violation files ........................ .. 1405-04
Industrial equal employment compliance review files ... . .. 1405-05
Industrial equal employment investigation files ........... 1405-06
Industrial equal employment special visit files ............ 1405-07
Industrial equal employment report files ................ 1405-08
Labor relations and equal employment reference ......... 1401-07
paper files
Defense material system instruction files ................ 1401-01
Defense material administrative files .................... 1401-02
Allocation files . ... .. 1407-01
Allotment case files........ e 1407-02
Priority rating case files . ........ ... ... ... ... ... L. 1407-03
Report files ... ... ... . 1407-04
Controlled material accounting files .................... 1407-05
Special assistance files ........ ... ... ... . ... 1407-06
Audit files ... 1407-07
Representative sample files .......... ... ... . ... ... 1407-08 -
Defense material reference paper files .......... ... ... ... 1401-07

. K
S
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Old file No. File title New file No.
1405-01 Materiel standardization administrative files ............. 1401-02
1405-02 Standardization instruction files . ........ ... . ... oL 1401-01
1405-03 Materiel standardization committee files.................. 1401-05
1405-03.1 Standardization program recommendation files ........... 1412-01
1405-04 Materiel standardization plan files ... ... ... . ... ..... 1412-02
1405-05 Standardization document formulation files ........... ... 1412-03
1405-05.1 Standardization document collaboration files ........ .. ... 1412-04
1405-035.2 Military supply standard files .................... .. .... 1412-05
1405-05.3 Standardization document files .. ........ ... ... L. 1412-06
1405-05.4  Qualified product list formulation files ...... ... ... ... .. 1412-07
1405-05.5 Item standardization deviation files .. ................... 1412-08
1405-06 Standardization report files ... ... ... L oLl 1412-09 °
1405-07 Quadripartite technical procedures committee files .. ... ... 1401-05
1405-08 International standardization agreement list files .. ........ 1412-10
1405-09 International materiel standardization agreement files .. ... 1412-11
1405-10 International standardization project files .. .............. 1412-12
1405-11  Standardization status files ........ ... . ... 00 1412-13
1405-12 Materiel standardization reference paper files ....... ... .. 1401-07
1406-01 Materiel engineering administrative files ............. ... 1401-02
1406-02 Materiel engineering instruction files ................ ... 1401-01
1406-03 Materiel engineering committee files.................... 1401-05
1406-04 Materiel engineering case files . — ... TTTTTTT .. 1410-01
1406-03 Materiel drawing files ... .. ... ... L 1410-02
1406-03.1 Drawing index files .. ........ ... .. ... L 1401-07
1406-06 Preservation and packaging files........ ... ... ... ... 1410-03
1406-07 Materiel quality control files .. .......... ... . ... ..... 1410-04
1406-08 Materiel engineering reference paper files ............... 1401-07
1406-09 Value engineering administrative files ......... e 1401-02
1406-10 Value engineering instruction files . ............... ... .. 1401-01
1406-11 Value engineering reporting files ....................... 1411-01
1406-12 Value engineering studv files ..... ... ... ... ... . ... 1411-02
1406-13 Value engineering reference paper files .............. ... 1401-07
1407-01 Production administrative files ..... ... ... ... . ... ... .. 1401-02
1407-02 Production and industrial mobilization files ............ .. 1401-01
1407-03 Production and industrial mobilization ............ 210-01 thru -08
program files ¢ :
1407-04 Committee and board files ... .. ... ... ... . .. . 0000 MO!-QS}
1407-05 ... P Previously rescin,:ded
1407-06 Tax amortization files . .. ... . ... ... .. Ll 1406-01
1407-07 Production requirement data files ............. ... ... 1406-02
1407-08 Production record report files ~ ... ... . L 1406-03
1407-09 Industrial mobilization report files ............. .. .. ... 1406-04
1407-10 Industrial mobilization facilities files .. ........ ... .. .. 1406-05
1407-11 Production equipment history files . ........... ... ... 1406-06
1407-12 Production and industriul mobilization reference ......... 1401-07
paper files
1407-13 Strategic and critical material administrative files .. ... .. .. 1401-02
1407-14 Strategic and critical material instruction files ......... ... 1401-01
1407-15 Strategic and critical material requirement . ... ... L. 1408-01

forecasting files

A-3
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Ol file No.
1407-16
1407-17
1407-18
1408-01
1408-02
1408-03
1408-04
1408-05
1408-06
1408-07
1408-08

1408-09
1408-10
1408-11
1408-12
1408-13
1408-14
1408-15
1409-01

1409-02
1409-03
1409-04
1409-05
1409-06
1409-07
1409-08
1409-09

1409-10
1409-11
1409-12
1409-12.1
1409-13
1409-14
1409-15
1409-16
1409-17
1409-18
1409-19
1409-20
1409-21
1409-22
1409-23
1409-23.
1409-24
1409-25
1409-25.1
1409-26

—

14 August 1969

File title New file No.
Strategic and critical material study files ................ 1408-02
Material stockpile reference data files ................. .. 1408-03
Strategic and critical material reference paper files ..... ... 1401-07
Manufacturing administrative files ........ ... e 1401-02
Manufacturing control files .. .............. ... ... . ... 1409-01
Manufacturing method project files .. ................ ... 1409-02
Manufacture description files ...... ... ... ... o L 1409-03
Manufacturing quality control files ........... i 1409-04
Gunfolderfiles .. ..... ... ... .. 1409-05
Inspection and proof report files ......... ... ... .. ..., 1409-06
Ammunition demilitarization and renovation work ........ 1409-07
order files
Ammunition lot history files ........ .. ... .. ... .. ... 1409-08
Component routing files .............................. 1409-09
Foundry casting record files .. ......................... 1409-10
Tool drawing files .. ... .. . i i 1409-11
Print distribution files ........ ... ... ... o 1409-12
Shop planning and layout files ......................... 1409-13
Manufacturing reference paper files .................... 1401-07
Supply control, distribution, and ...... ... .. .. o oL 1401-01
storage instruction files ........ ... ...l
Distribution, control, and storage administrative files ... ... 1401-02
Shortage report files ......... ... ... ..., S Rescinded
Requisition and shipping order files .. ................. Rescinded
Damaged or improper shipment report files . ............. 1415-09
Property loss, theft, and recovery report files ............. 1416-06
Requisition register files . .. ........ ... ... ..o L. 1415-07
Customer supply assistance report files .................. "1415-21
Maintenance materiel, and equipment inspection ......... 1420-05
report files
Stock level control files ....................iLL. 1416-09
........................................ Previously rescinded
Supply or equipment authorization files ............. . .. 1416-10
Authorized supply code files ......... ... ... ... ... . ... 1416-04
Stock record account serial number register files . ...... ... 1416-01
Stock record account serial number list files .............. 1416-02
Stock record account authorization control files ........... 1416-03
Equipment record card files ........ ... ... . .. .. ... 1416-24
Training ammunition control card files .................. 1416-25
Railway equipment report files ......................... 1416-26
Army headquarters requisition files .. ................ ... 1415-20
MARS equipment issue files ......... ... ... . o o 1415-18
................................ ........ Previously rescinded
Materiel handling equipment use files ................ .. 1415-19
Supply control and requirement administrative files . ... ... 1401-02
Supply control and requirement instruction files .. ..... ... 1401-01
Basicitemm files .. ... ... ... ... . . i 1414-01
Major item forecast files .......... . ... . ... .. 1414-02
Quantitative materiel requirement summary files ......... 1414-03
Secondary item and repair part forecasting files .......... 1414-04

PRI
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ol file No. File title New file No.
1409-26.1 Supply control study folder files ........... .. ... .. ... 1414-05
1409-27 ADP supply control study historical files .............. ... 1414-06
1409-27.1 Materiel allowance files ............ T 1414-07

- 1409-28 Supply control, distribution, and storage reference .. ... ... 1401-07
h paper files
1409-29 Supply cataloging administrative files ................ ... 1401-02
1409-30 Supply cataloging instruction files ... -.... ... ... . ..., 1401-01
1409-31 Supply cataloging advisory group files .................. 1413-01
N 1409-32 Cataloging activity reporting files ...................... 1413-02
1409-33 Supply item identification files .......... ... ... ... ... ... 1413-03
1409-34 Item identification collaboration files .................... 1413-04.
1409-35 [tem identification card files ..... ... ... ... .. ... ... ..., 1413-05
1409-36 Supply cataloging reference paper files .................. 1401-07
1410-01 Supply accounting instruction files ......... .. ... .. .. ... 1401-01
1410-01.1 Property accounting deviation files ........... ... ... .. 1416-07
1410-01.2 Property accounting waiver files . ............ ... ... .. .... 1416-08
1410-02 . Supply accounting administrative files .................. 1401-02
1410-02.1 Defense supply service requisition files ................... 101-17
1410-03 Government furnished material and equipment files ... ... 1416-27
1410-03.1 Equipment loan files ...... ... .. ... ... .. ... ... ... 1416-28
1410-04 Administrative and management financial inventory ... ... 1416-29
accounting files
,,,,,, 1410-05 Financial inventory accounting files .................... 1416-30
1410-06 Stock record files .. ... ... . . 1416-11
1410-06.1 Priority requisition files ...... .. ... .. ... 1415-06
1410-07. Contract property account files .. ....................... 1416-13
1410-08 Memorandum receipt jacket files . ... ... ... .. ... ... ... 1416-12
1410-09 Property and sales accountability files ................... 1416-19
1410-10 Property book and supporting transaction files ........... 1416-14
1410-11 Transaction files ... .. ... . .. . .. . ... L 1416-15
1410-12 Property record inspection report files ............... ..., 1416-18
1410-13 Hand receipt files . ........ ... ... ... .. ... . ... .. ... 1416-16
1410-14 Personal property accounting files ........... .. .. ... . ... 1416-20
1410-15 Vessel supply accounting files .............. ... ... ... ... 1416-21
1410-16 Vessel supply inspection files ........... e e 1416-22
1410-17 Property officer designation files .................. ... .. 1416-05
1410-18 Office nonaccountable property files .................. .. 1416-17
1410-19 Returnable container files .................. ... .. ... .. 1416-23
« 1410-20 Supply accounting reference paper files ................. 1401-07
1410-21 Sales account files . ......... ... .. .. L. 1424-01
1410-21.1 Sales store administrative files .............. .. .. .. ... 1401-02
1410-22 - Sales order register files ... ....... . . ... . ... ... ... ... .. 1424-02
1410-23 Commissary and clothing sales store planning files ... .. ... 1424-03
1410-24 Price list files . ... ... . . 1424-04
1410-25 Commissary store report files ... ... ... .. ... .. ... 1424-05
1410-26 Cash and charge sales fles ... ... .. ... .. ... ........ ... 1424-06
1410-27 Commissary store requisition files . ...... .. .. .. ... ... 1424-07
,,,,, 1410-28 Commissary store warehouse files . ................... .. 1424-08
1410-29 Ration request files ... ... ... . .. o 0 L. 1424-09
1410-30 Hospital subsistence issue files ... ... ... ... ... ... .. 1424-10
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Old file No.
1410-31
1410-32
1410-33
1410-34
1410-35
1410-36
1410-37
1410-38
1410-39

- 1410-39.1

1410-39.2
1410-39.3
1410-39.4
1410-39.5
1410-39.6
1410-39.7
1410-40
1410-41
1410-42
1411-01
1411-02
1411-03
1411-04
1411-05
1411-06

' 1411-07

1411-08
1411-09
1411-10
1411-11
1411-12
1411-13
1411-14
1411-15
1411-16
1411-17
1411-18
1411-19
1411-20
1411-21
1411-22
1411-23
1411-24
1411-25
1411-26
1411-27
1411-28
1411-29
1411-30
1411-31

14 August 1969

File title New file No.

Commissary store application and permit files ... .. 707-03 & 707-05
Bakery, meat market, and meat cutting plant files ........ 1424-11
Commissary reference paper files ....................... 1401-07
Laundry and drvcleaning administrative files .. .~....... ... 1401-02
Unit and organizational laundry and drycleaning files ... .. 1427-01
Station laundry and drycleaning files .......... 1427-02 & 1427-03
Hospital linen inventory files .. ... e 1427-04
Laundry and drycleaning reference paper files ... ...: ... 1401-07
Food program instruction files ...................... ... 1401-01
Food program administrative files .................. ... 1401-02
Food facility establishment files ....... .. ... .. ... ... 1423-01
Oversea food facility establishment notification files .. ... .. 1423-01
Food facility layout review files ........................ 1423-02
Food program staff visit files .. ........ ... .. P 1401-06
Food program committee files ...................... ... 1401-05
Food program project files ......... ... ... .. ... . ... 1423-03
Food program report files ... ... ... . .. ... oL 1423-04
Master and special menu files . ....... S 1423-05
Food program reference paper files .......... ... ... ... 1401-07
Station and depot supply instruction files .. .............. 1401-01
Administrative files .. ... . ... 1401-02
Supply operations report files ............ ... ... ... ... 1415-22
Inventory and adjustment files .......... . ... ... ... ... 1415-23
Packing, boxing, and crating files....................... 1421-16
Box and crate work order files ....... . ... . o oo 1421-17
Box and crate order and control register files ............. 1421-18
Account authorization files ... ... .. .. oo oL 1417-01
Authorized supply representative card register files ....... 1417-02
Authorized supply representative card register files ....... 1417-03
Principal accounting files . ... ... ... . ... ... ... 1417-04
Subordinate accounting files ........... . ... ... ... ... 1417-05
Miscellaneous stock control files ..................... ... 1417-06
Report files ... ... ... ... . 0 1417-07
Self-service supply center reference paper files ........... 1401-07
Due-in document files ........... ... ... 1415-01
Due-in document registers ... ............ ... 1415-02
Car arrival report files ............... ... .. ... ... .. ..., 1415-03
Shortage report files ........ . ... ... ... ... il Rescinded
Advice of availability files .......... ... ... ... ... Rescinded
........................................ Previously rescinded
Equipment table files . ....... ... ... ... . il 1415-17
........................................ Previously rescinded
Depot supply operations report files ................. ... 1415-10
Station supply report files ............. . . L Rescinded
Depot stock availability report files ..................... 1415-138
Depot stock status and transaction analysis report files . . . .. 1415-14
Major item status report files . ...... ... ... ... ... ... 1415-15
Stock inventory and reconciliation files .. ....... ... ... ... 1415-12
Depot supply reference paper files...................... 1401-07
Storage facilities and service contract files ... ... 1403-01 & 1403-03
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Old file No.
1411-32
1411-33
. 1411-34
1411-35
1411-36
1411-37
1411-38
1411-39
1411-40
1411-41
1411-42

1411-43
1411-43.1
1411-43.2
1411-43.3
1411-44
1411-45
1411-46
1411-47
1411-48
1411-49
1411-50
1411-51
1411-52
1411-53
1411-54
1411-55

1411-56
1411-37
1411-58
1411-59
1411-60
1411-61
1411-62
1411-63
1411-64
1411-65
1411-66
1411-67
1411-68
1411-69
1411-70
1411-70.1
1411-71
1411-72
1411-73
1411-74
1411-75

AR 340-18-14

File title New file No.

Warehouse planning and layout files ................. ... 1421-01
Locatorrecord files .. ... .. ... ... ... ... L, 1421-02
Storage register files . ... o o oo 1421-03
Storage identification and inspection report files .......... 1421-04
Warehouse receiving files ... .. ....... .. ... ... ... 1421-05
Warehouse shipping files . ....... ... ... ... . . oL 1421-06
Labor pool and equipment operating files ............... 1421-07
Storage reporting files .......... ... .. e 1421-08
Supply item reference files ........ ... ... ... L L 1421-09
Transportation unit control files ... ... ... .. . .. 1421-10
Industrial reserve equipment historical property .......... 1421-11

record files
National stockpile account files ........................ 1421-12
National stockpile voucher register files ................. 1421-13
National stockpile reporting files .............. ... ... ... 1421-14
National stockpile shipping files ........................ 1421-15
Depot storage reference paper files ..................... 1401-07
. Model (service) stock files . ... ... ... . ... ... 1415-16
Due-in document files ....... ... ... . o oo L 1415-01
Station supply reporting files . ... . ... ... . ... ... ... 1415-11
Requisition reference files ... .. e 1415-08
Stock inventory and reconciliation files ........ ... ... ... 1415-12
Station supply control reference paper files .............. 1401-07
Motor vehicle stock status files ................ e 1429-01
Automotive vehicle transfer release files ....... ... .. ... 1429-02
Motor vehicle locator record files ........ ... . . L 1429-03
Vehicle inventory and density reporting files ............. 1429-04
Quarterly administrative vehicle allocation........... .. .. 1429-05
reporting files

Vehicle title files ... ....... ... 1429-06
Motor vehicle supply reference paper files ............... 1401-07
Petroleum supply reporting files . ........ ... ... ... ... 1431-01
Gasoline and lubricant issue files ................ ... .. 1431-02
Petroleum product analysis reporting files ............... 1431-03
Petroleum supply reference paper files .................. 1401-07
Solid fuel supply instruction files ....................... 1401-01
Solid fuel administrative files .......... ... ... ....... ... 1431-04
Solid fuel perpetual inventory files ..................... 1431-05
Solid fuel requirement and estimate.files ............ . ... 1431-06
Solid fuel reference paper files ............. .. PP 1401-07
Spectacle issue and receipt files ....... ... ... . ... ... ... 917-05
Parasitological specimen record files ...... ... ... ... 914-06
Parasitological specimen stock record account files ....... .. 914-07
Specimen stock reserve record files ... . o oL 914-08
Inspection record files ........ .. e . 902-06
Pharmacy stock record card files ... ... ... o L. 913-03
Pharmacy issue files ... ... ... ... L 913-04
Hospital due-out files ... ..o o Rescinded
Hospital price extension files ...................... .. Rescinded
Cost analysis files . ... .. . . . Rescinded
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Old file No.
1411-76
1411-77
1411-78
1411-79
1411-80
141181
1411-82
1412-01
1412-02
1412-03

1412-04
1412-05
1412-06
1412-07
1412-08
1412-09
1412-10
1412-11
1412-12
1413-01
1413-02
1413-03
1413-04
1413-05
1413-06
1413-07
1413-08
1414-01
1414-02
1414-03
1414-04
1414-05
1414-06
1414-07
1414-08
1414-09
1414-10
1414-11
1414-12
1414-13
1414-13.1
1414-14
1414-15
1414-15.1
1414-16
1414-17
1415-01
1415-02
1415-03

14 August 1969

File title New file No.
Hospital memorandum receipt card punch files......... Rescinded
Medical supply reference paper files .................. Rescinded
Library supply administrative files .. .................... 1401-02
Library voucher files ..................... P 1428-01
Shelf listcard files ... ... ... ... .. i 1428-02
Library catalog files ... ... ... o i 1428-03
Library supply reference paper files .................... 1401-07
Ammunition supply instruction files ... ....... .. e 1401-01
Ammunition supply administrative files ...... e 1401-02
Ammunition, guided missile, and rocket status ........... 1422-01

report files

Ammunition inspcction report files ......... ... 1422-02
Depot surveillance files . .......... ... ... ... .. ... 1422-03
Ammunition data card files ......... ... ... .. . .. 1422-04
Ammunition suspension card files ... ... ...... ... ... 1422-05
Daily humidity and temperature chart files .............. 1422-06
Atmospheric annual graph files ................ ... . ... 1422-07
Ordnance stock control subsidiary files ............... ... 1422-08
Ordnance ballistic acceptance test files .................. 1422-09
Ammunition supply reference paper files ................ 1401-07
Port supply administrative files . .......... ... ..o 1401-02
Port oversea requisition files . ... . ... ... . ... 1432-01
Port extract requisition files ... ....... ... .. ... ... ... 1432-02
Secondary port oversea extract requisition files ........... 1432-03
Port Army exchange service requisition files . ............. 1432-04
Port due-in document files ............................ 1432-05
Port control files .. ... ... ... 1432-06
Port supply reference paper files ........ ... .. ... . ... . 1401-07
Troop supply administrative files ............. ... ... ... 1401-02
Unit supply report files ....... ... . .. ... . L. 1426-01
Unit packing certificate files ................... .. ... ... 1426-02
Unit supply inspection files ............................ 1426-03
Unit training film issue and turn-in files .............. ... 1426-04
Unit training equipment issue and turn-in files ........... 1426-05
Garrison ration account files ........ ... ... ... ... ... 1426-06
Supply status and control files ..... ... ... ... ... ... ... 1426-07
Troop train subsistence account files ...... ... B 1426-08
Cash receipt files . ... ... .. ... ... . . ... ... 1425-01
Cooks’ worksheet files ....... ... ... ... . oL, 1425-05
Nonreceipt ration request files ..... .. ... ... ... ... ... 1425-05
Field ration issue and delivery files ..................... 1425-02
Headcount files ... ... ... ... ... . 1425-05
Field ration issue and deliverv files . ................. ... 1425-02
Cash collection sheet register files .. .......... e 1425-01
Mess account quarterly review files ..................... 1425-04
Menu files .. ... .. . . . ... 1425-03
Troop supply reference paper files . ........... .. ... ... 1401-07
Publication supply administrative files ............. ..., 1401-02
Publication shipping order files ... ... ... ... . ... . ... 1430-01
Request for status of publication files ... ............ ... 1430-03
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Old file No. File title New file No.
1415-04 Initial distribution requisition files . ........ .. ... ... ... 1430-04
1415-05 Requisition for reimbursable publication files ............ 1430-02
1415-06 Initial publication distribution iles ............ ... ... .. 1430-05
1415-07 Accountable form receipt and issue files . ................ 1430-06
1415-08 Printing plant job jacket files .. ... . ... .. .. .. L 227-12
~.._ 1415-09 Duplicating job control files .. ...... ... ... .. .. .. ... .. 227-13
I415-10 e Previously rescinded
1415-11 Printing and binding requisition files ....... e 227-14
1415-12 o Previously rescinded
1415-13 Publication control and processing files................ ... 227-11
1415-14 Publication stock record card files ................ .. 1430-08
1415-15 Publication history and stock usage files ................. 1430-09
1415-16 Publication supply reference paper files ................. 1401-07 -
1416-01 Pictorial service administrative files ..................... 1101-02
1416-02 Pictorial service instruction files ........... ... ......... 1101-01
1416-03 Film programing files. .. ....... . ... ... ... ... ... .. 1107-03
1416-04 Pictorial facility establishment files ..................... 1107-01
1416-035 Pictorial service technical assistance files ............. .. 1107-02
1416-06 ~ Film news letter files . ... ... . .. ... ... ... ... 1107-09
1416-07 Audio-visual report files .. ..... .. e 1107-11
1416-08 Projectionist license control files ............... e 1107-10
1416-09 Photographer identification files . ........... ... ... ... 1107-17
1416-10 Motion picture film files ......... ... ... . oo 1107-22
1416-11 Film project case files .................... L P "1107-04
1416-12 Local TV recording files ...................... e 1107-23
1416-13 Local TV program case files ........ ... ... ... ........ 1107-05
1416-14 Commercial TV program case files .................. ... 1107-06 .
1416-15 Still picture files .. ... . ... . 1107-21
1416-16 Negative register book files ... ... ... . ... ... 1107-19
1416-17 Photographic caption files ........ ... . ool 1107-20
1416-18 Photographer caption book files .. .. .. e Rescinded
1416-19 Booking card files ... ... .. ... 1107-15
1416-20 Film inventory and utilization files . ................. ... 1107-16
1416-21 Audio-visual equipment loan files ... ... .. ... 00 1107-14
1416-22 Retain filmorder files ... ... ... .. ... 1107-12
1416-23 Photographic work order files . .......... ... .. ... ... .. 1107-18
1416-24 Requisition and statistical files ... ... .. ......... . ... 1107-13
1416-25 Audio-visual reference paper files ...................... 1101-07
1418-01 Military assistance program instruction files . .......... ... 1401-01
1418-02 - Military assistance program administrative files .. ......... 1401-02
1418-03 Program files ... ... . . . i 1419-01
1418-04 Allocation files . ... ... . ... ... . 1419-02
1418-05 Military assistance program account files ............. ... 1419-03
1418-06 Foreign government receipt files . . ... ..... .. 1419-04
1418-07 Report files ... ... . ... . . 1419-05
1418-08 Military assistance program reference paper files ......... 1401-07
1419-01 Nonappropriated fund supply instruction files ............ 1401-01
1419-01.1 Nonappropriated fund supply administrative files ... ... ... 1401-02
1419-02 Previously rescinded
1419-03 Merchandise inventory files ........... .. ... .. ... ..., 1418-01
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. Ol file No.

1419-04
1419-05
1419-06
1419-07
1419-07.1
1419-08
1419-09
1419-10
1419-11
1419-11.1
1419-11.2
1419-11.3
1419-11.4
1419-12
1419-13
1419-14
1419-15
1419-16
1419-17
1419-18
1419-19
1420-01
1420-02
1420-03
1420-04
1420-05
1420-06
1420-07
1420-08
1420-09
1420-10
1420-11
1420-12
1420-13
1420-14
1420-15
1420-16
1420-17
1420-18
1420-19
1420-20

1420-21
1420-22
1420-23
1420-24
1420-25
1420-26
1421-01
1421-02

14 August 1969

File title New file No.
Fixed asset record card files ........................... 1418-02
Concessionaire agreement files ................... ... ... 1418-03
Concessionaire complaint and violation files ............. 1418-04
Concessionaire open application files . .... .. .. [P 1418-05
AAFES documentary files .............. ... ... ... .. 1418-06
Operator’s record of medical examination files ........... 1418-07
Army theater stock record account files........... ... ... 1418-08
External post restaurant fund supply files .. .. .. e 1418-09
Internal post restaurant fund supply files ................ 1418-10
AAFES food procurement files ............. ... ... ... 1418-11
AAFES food issue files .. ........ .. ... ... .. 1418-12
AAFES food card files .......... .. ... ... ... 1418-13
AAFES menu files ... .. ... .. ... i 1418-14
External book department fund supply files .............. 1418-15
Internal book department fund supply files .............. 1418-16
Vocational training fund supply files .................... 1418-17
Welfare fund supply files ....... ... ... ... .. ... ..., 1418-18
Sundry fund supply files ......... ... ... il 1418-19
Hospital fund supply files ...................... P 1418-20
Nonappropriated fund utility service agreement files ... ... 1418-21
Nonappropriated fund reference paper files .............. 1401-07
Maintenance instruction files . ....... . ... ... . ... ... 1401-01
Maintenance administrative files .................... ... 1401-02
Maintenance summary and management files ......... ... 1420-03
Item maintenance engineering files ..................... 1420-04
Maintenance inspection files . ........ ... ... . ... .. ... 1420-05
Maintenance technical assistance files ................... 1420-06
Support unit record files .......... ... . . ol 1420-07
Equipment operator permit files .. ... B 1420-08
Equipment operator permit register files ................ 1420-09
Dispatcher organizational control record files ............. 1420-10
Equipment daily utilization files ................... ... 1420-11
Maintenance request files ..:...... ... .. ... .. o L. 1420-12
Maintenance request register files ........... ... ... ... 1420-13
Exchange tag files . ........ ... .. ... .. .. i 1420-14
Shop property account files ........ ... .. ... .o oL 1420-15
Shop locator record files ....... ... ... ... . oL, 1420-16
Preventive maintenance schedule files................... 1420-17
Equipment inspection'and maintenance worksheet files . ... 1420-18
Installed and spare engine report files .. .............. ... 1420-19
Army aircraft inventory, status, and flying time .......... 1420-20

report files

Engine log or run-indata files ................ ... . ... 1420-21
Calibration data card files ............ .. ... ... ... ... 1420-01
Historical record or logbook files o ..ol 1420-02
Care and preservation administrative files ............. Rescinded
Care and preservation files ............. ... ... .. ... Rescinded
Maintenance reference paper files ... ... ... ... ... .. ... 1401-07
Supplies disposition instruction files . ... .. ... .. ... 1401-01
Property disposal administrative files .. ......... ... ... .. 1401-02
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Old file No.

1421-03
1421-04
1421-05
1421-06
1421-07
1421-08
1421-09
1421-10
1421-11
1421-12
1421-13
1421-14
1421-15

1421-15.1

1421-16
1421-17
1421-18
1422-01
1422-02
1422-03
1422-04
1422-05

AR 340-18-14

File title New file No.
Property disposal account files ......................... 1434-01
Property disposal report files .. ............ ... ... ..., 1434-02
Film disposal files .. .... ... .. ... i 1434-03
Lease administrative files ............................. 1401-02
Lease and rental case files ............................. 1434-04
Sales contract register files .......... ... .. ... . ... 1434-05
Sales contract files ....... ... . ... ... ... .. i, 1434-06
Unsuccessful and rejected bid files ..................... 1434-07
Retail sale files ......... .. .. ... .. .. ... .. ... ... 1434-08
Sales contract review files ............. . ... L 1434-09
Small arms sales record files ............ ... ... ... ... 1434-10
Surplus property declaration files . ...................... 1434-11
Property disposition reporting files...................... 1434-12
Demilitarization and mutilation files .................... 1434-13 °
Surplus property donation files ........ ... ... ... .. .... 1434-14
Excess property donation files . ............ .. ... ... .. .. 1434-15
Supplies disposition reference paper files ......... ... ... 1401-07
Supply administrative files ......... ... . ... L 1433-01
Bid datafiles ...................... B 1433-02
Bid experience files . ......... ... ... ... ... ... . ... 1433-03
Invitation to bid review files .. ........... ... ... ... .. 1433-04
Civil works supply reference paper files ................. 1401-07

NEW FILE DESCRIPTIONS ADDED

Unsuccessful bid files ....... .. .. ... ... ... ..., 1403-02
Requisition suspense and status files .................. .. 1415-04
Issue history files ............ R 1415-05
Accountable form authorization files ................. ... 1430-07
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% The proponent agency of this regulation is The Adjutant General
Center. Users are invited to send commentis and suggested improvements
on DA Form 2028 (Recommended Changes te Publication and Blank
Forms) direct to HQDA (DAAG-AMR-P), Washington, DC 20314,

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : Chief of Staf.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution:
Active Army, ARNG, and USAR: To be distributed in accordance with DA Form 12-9 require-
ments for AR, Records: C (Qty Rqr Block No. 340).
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