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CHANGE HEADQUARTERS / 
DEPARTMENT OF THE ARMY 

No. 9 WASHINGTON, DC, 14 April 1976 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FINANCE AND 
FISCAL FUNCTIONAL FILES 

Effective 1 June 1976 

This change establishes subfunctional category 320 for the Finance and 
Accounting Subsystem of Corps of Engineers Management Information 
System files (COEMIS, F&A); included are new fdle numbers 320-01 
through320-07. 

AR 340-18-3, 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 

1 and 2 ------------- --------------------------------------------- 1 and 2 
None ----------------------------------------------- -------- 47 througlih 50 

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: Chief of Staff 
PAUL T. SMITH 
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 Finance 
and Fiscal Functional Files-C (Qty Rqr Block No. 238). 

TAGO 266A-April 210-474*-76 
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CHANGE BEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 7 JWAsHINGTON, DC, 12 September 197/4 

OFFICE" MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FINANCE AND FISCAL 
FUNCTIONAL FILES 

Effective 1 January1975 

This change revises disposition instructions for file numbers 302-06, 
303-01, 303-02, and 303-03; updates references to pertinent regulations 
in subfunctional category 305; revises description and disposition 
instructions for file numbers 306-13 and 316--11; corrects wording in 
disposition instructions for file number 306-19; and adds file number 
306-24, Subsistence and quartersrate deviation tiles. 

AR 340-1&S-3, 14 August 1069, is changed as follows: 

1. 	New or changed material is indicated by a star. 
2. Remove old pages and insert nlew pages as indicated below: 

norofe pa7s IBurrtpa'ca 

-- and 2 and 21--------------------------------------------
.- 6.1 through 10 .............-------------------------------------- 7 thrlnough 10

..	 13 through 20 ....--------------------------------------- 13 through 20 

37 and 38 .......------------------------------------------ 37 and 38 
43 and 44 4------------------------------------------344and 

7 Authentical ion . ............ Auihenitication..-------------------------------------------

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 Public-ations and Blank Forms) 
direct to HQDA (DAAG-AMR-P) WASH, DC 20314. 

By Order of the Secie'tary of the Army: 

FRED C. WElYAND) 
General, UnIted States .Amy 

Oflicial: Vice Chief of Staff 
VERNNEI L. BOWERS 
mlajor ('cencral, United States Army 
The Adjutamt General 

DISTRIBUTIION: 
Actice Army, ARNG, USAR: To be distributed in accordance with DA 

Form 12-9A requirements for AR; Maintenance and Disposition of Finance 
and Fiscal Functional Files-C (Qt.y Rqr Block No. 238). 

TA'O A S.:IotviiberDEr CO 467-s 74,) 
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CHIANGE I1EADQUA iTERS 
DE1 ARTM,ENT OF TI1E ARMY 

No. 6 W.smIlxN'roN, DC, 31 July 1973 
OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FINANCE 
AND FISCAL FUNCTIONAL FILES 

Effective 1 January 1974 

This change rellects increased retention periods for file numbers 306-11 
and 315-25, and changes in addresses. 

AR 340-18-3, 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 
15 through 18-------------------------------------------------- 15 through iS 
33 and ..... 33 through 3534 --------------------------------------------.. --------­
43 through 46-------------- --------------------------- 43 through 4G 
Authentication--------------------------------------------------. 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) to HQDA (DAAG­
ASR-P) WASH, DC 20314. 

/ 

By Order of the Secretary of the Army: 

CREIGHTON W. ABRAMS 
General, United States Army 

Official: Chidef 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 Finance 
and Fiscal Functional Files-C (Qty Rqr Block No. 238). 

TAGO 58A-July 540-465e-73 
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CANwaG 

No. 5 
OFFICE 

HIEA
DEPARTMENT 
WASHINGTON, 

MANAGEMENT 

DQ

DC, 

UA
O

RTERS 
F THE ARMY 
2 July 1972 

MAINTENANCE AND DISPOSITION OF FINANCE AND 
FISCAL FUNCTIONAL FILES 

Effective 1 January1973 

This change provides complete revision of subfunctional files category 
314, adds file numbers 304-20 and 305-10, and changes other files re­
tention periods. 

AR 340-18-3, 14 August 1969, is changed as follows: 

1. Changed ma,terial is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 
R;anore paga Ifsl8r pultls 

5 through 6.1-------------------------------------------------3 through 6.1 
11 ....---------------------------------------------------------- 11 and 12 
13 through 13 through i18-IS------------------------------------------------
25 and 26----------------------------------------------------.. 25 and 26 
31 through 34--------------------------......---------------------- 31 through 34 

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 Publicclions) direct to HODA (DAAG­
ASR-P) TAGO BLDG, FALLS CHURCH VA 22041 

By Order of the Secretary of the Army: 

BRUCE PALMER, Jj. 
General, United States Army 

Official: Acting Chief of Staff 
VERNE L. BOWERS 
Major General, United ,S'tatcs Army 
The Adjutant General 

Distribution: 
Active Army, ARNG, USAR: To )bedistributed in accordance with DA Form 

12-9 requirements for AR, Finance and Fiscal-C (qty rqr block No. 
82). 

TAGO 19A - July 510 4650'3-72 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 11 WASHINGTON, DC, 10 October1978 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FINANCE

AND FISCAL FUNCTIONAL FILES


Effective 1 January1979 

This change adds file number 304-21; revises descriptionfor file numbers 
306-01, 306-02, 313-13 and 316-15 revises disposition instructions for file 
numbers 306-04, 314-01, 314-21, 314-22, 316-01, 318-07; rescinds file num­
bers 315-18 through 315-21; and provides for general updating. 

AR 340-18-3, 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 
1 and 2----------------------------------------- ------------ 1 and 2 
11 ------------------------------------------- 11 and 12 
15 and 16-------------------------------------- -15 and 16 
29 through 38................................------------------------------------. 29 through 38 
41 and 42----------------------------------------- ---------- 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 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: 

BERNARD W. ROGERS 
General, United States Army 

Official: Chief of Staff 
J. C. PENNINGTON 

Brigadier 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 Finance 
and Fiscal Functional Files-C. 

TAGO 304A-July 260-4740-78 
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CIAN.-GE 

No. 12 

HEADQUARTERS 
DEPARTMENT OF THE A
Wa.simGlox, DC, 15 Aug•&~ 

RMY 
1979 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FINANCE 
AND FISCAL FUNCTIONAL FILES 

Effective 15 September 1979 

This change revises dispositioninstructionsfor file numbers 301-01, 305-95, 
312-,2, 312-03, 312-07, 313-13, 316-11, 318-01, 318-02, 318-01, 318-05, 318-19, 
318-21, 318-22, 318-23, 320-05, and 320-07; adds file number 319-17; rescinds 
file numbers 305-91, 306-19, 306-21, and 306-24; and provides for general 
updating. 

Interim changes to this regulationare not official unless they areauthenti­
cated by The Adjutant General. Users will destroy interim changes on 
their expiration date unless sooner superseded or rescinded:..-. 

AR 340-18-3, 14 August 1969 is changed as follows: 

1. New or changed material is indicated by a star. 
2. Remove old pages and insc,t. new pages as indicated below: 

Remove pagC8 Insert pages 
9 and 10 ----------------------------------------------------............ 9 and 10

13 and 14- .... 13 anrd. . . . . . . . . . . . . . . . . . . . . . . . . 14 
17 through 20 ------------------------------------------------- 17 through 19 
25 and 26 ---------------------------------------------------- 25 •and 26 
29 through 32 --------------------------------------------------- 29 through 32 
37 and 38 ---------------------------------------------------- 37 and 38 
41 through 50 . . .. .... .. .. . .. .. .-... 41 through 50. . . .. 

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

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

By Order of the Secretary of the Army: 

E. C. MEYER 
Gene'ra, United States Armin.y 

Official: Chkief of Staff 
J. C. PENNINGTON 

Major General, Unitcd States Arny 
The Adjudan•t Geieral 

DISTRIBUTION: 
Activ•e Army, ARNG, and USAR: To be distributed in accordance with 

DA Form 1-2-9A requirements for AR, Maintenance and Disposition of Finance 
and Fiscal Functional Files-C. 

TAGO 156A---July 280-405-79 
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ARuY REGULATION ' HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 340-18-3 WASHINGTON, DC, 1 October 1978 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FINANCE 
AND FISCAL FUNCTIONAL FILES 

Effective 1 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 con­
ducting basic combat training or advanced individual training. 

b. Offices responsible for finance and fiscal functions will use this regula­
tion to identify, maintain, and dispose of records documenting these functions. 
The identification, maintenance, and disposition of records of this nature main­
tained by other offices will be 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. a. Under the Army Functional Files System, files relating to the 
major functional category of Finance and Fiscal have been assigned the basic 
file number 300. This regulation contains file numbers, descriptions, and 
retention periods for files relating to the disbursement, allocation, allotment, 
and accounting for appropriated and nonappropriated funds; the Army Com­
mand Management System; military and civilian pay administration; account­
ing for civil works funds; the financial management plan; cost accounting; 
and auditing. 

b. Upon discontinuance of a finance and accounting organization, those 
records that cannot be destroyed or retired in accordance with current regula­
tions will be transferred to the office assigned responsibility for continuing or 
liquidating the functions and responsibilities of the discontinued office. 

*This regulation, together with AR 340-18-1, AR 340-18-2, 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, AR 340-18-14, and AR 340-18-15, all dated 14 August 1969 
supersedes AR 345-210, 31 October 1962, including all changes. 

TAGO 304A 1 
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c. Common mission files are described in this regulation under file numbers 
301-01 through 301-08. Other mission files are grouped into 19 subfunctional 
categories, as follows: 

Subfunctional 
category file Page

No. Subfunctional categoryfile title No.


302 Integrated financed and accounting files--------------------------- 6

303 Nonintegrated finance and accounting files .................------------------------ 8

304 Finance and accounting general operations files-_-10

305 Military pay files--------------------------------­------------ 13
..

306 Civilian personnel pay and accounting files.............. 16

307 Army stock fund accounting files -------------------------------- 20

308 Property and fund accounting and adjustment files... 21

309 Cost accounting files.. ------------------------------------------
. 22

310 Banking facilities and currency conversion files--------------------- 23

311 Guaranteed loan program files.............------------25

312 OCE civil works finance and fiscal files---------------------------- 26

313 Field office civil works finance and fiscal files ...----------------------- 27

314 Nonappropriated fund accounting files- -- -- 31


*315 Army and Air Force motion picture service accounting files Rescinded- 35

316 Auditing services files .......----------------------------------------- 37

317 Accounts office files. ------------------------------------------- 39

318 Consolidated financial files .......------------------------------------- 41

319 US Army finance and accounting center operations files 44

320 Finance and accounting subsystem of Corps of Engineers Management


Information System files (COEMIS, F&A)----------------------- 47


TAGO 304A 2 
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14 August 1969 	 AR 340 18-3 

301 COMMON MISSION FILES 
1. Common mission files may accumulate in any office to document per-
formance of its assigned Finance- and Fiscal 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. Abbreviated 
titles will be preceded by a title prefix that describes the records to be filed. 
For example, 301-01 Military Pay Instruction Files, 301-02 Cost Account-

Suing Administrative Files, 301-07 Trial Balance Reference Paper Files. ", 
rag N&. 	 Descrcpt 

301-01 Instruction les. Documents related to preparing, coordinat- A•.Oaces of HQ Departznent of the 
ing, issuing, and interpreting directives, regulatory instruc- Army, ofces of major and-ime­
tions, and comparable instructional mzteriLl. These fles ac- - . mcommand; N_. e.... ..... 
cumulate in ofces responsible for preparation and , lleynits in a combat zoni or desig­

., interpretation of instructions and' include coordinating ac- nated as a combat support element 
. tion, studies, interpretations, and published record copies in a combat zone (as defined by AR 

)of instructions, such as regulations, supplements, memoran- 810-25): Permanent. Out of an-
Sdums, circulars, pamphlets, and bulletins; SOP's or simila~ nually or on supersession or obso­

issuances; messages used for expeditiolus interim changes to lescence, as reference needs require. 
instructions; teeAnirl newuletterx or comparable media / ther ofces: Destroy when super-
used to forward semi-olcis1 and authorative instructions; ' seded, obsolete, or no longer needed 
and ofcial training r-terle : . . - for reference, whichever is •rst. 

V301-02 Administrative files. Documents relating to the overall or gen- Destroy after 2 years or on discontin­
eral routine administration of inance and fiscal activities, uance, whichever is first. However, 
but exclusive of specific Ales described in this regulation. documents in the cutoff file that re-

SThese files include, but are not limited to-	 quire additional action or relate to 
Sa. Routine orments on:regulations , directives, or other reopened case should be brought 

publications prepared by-another cSee with primary re- forward for filing in the current 
sponsibility. If comments-result in additional action affect- file. 
ing the mission or function of the oeme, documents should 
be filed with the appropriate mission functional files. 

b. Evaluations .of suggestions that do not result in issu­

ing an instruction or establishing a project.


c. Program knd budget documents, management improve-

ment reports, cost reduction reports, and comparable man­

agement reports prepared to sub-it data to ofces

responsible for these management functions.


d. Extracts of IG, GAO, AAA, or comparable reports of-

inspections, surveys, or audits that pertain to the opera­

tion of the mission or function.


e. Documents relating generally to the application of 
" 	 ADPS and PCM operations within the functional area re­

lating to finance and fiscal activities.& ­

f. Comments on or contributions to new releases or other

media furnished to information ofcers to publicize and pro­

mote the mission or functions.


3.01-03 	 Agreement files. Documents relating to agreements between Ofce requesting support and ofce 
elements of the Army, between the A-rmy and other military providing support: Agreements in-
services or Federal agencies, or between the Army and oth- volving transfer of personnel 
er non-Federal organizations or agencies; but not with for- spaces and materiel will be dis­
eign countries. These agreements are negotiated to provide troyed 6 years after supersession, 
for continued understanding between recognized organiza- cancellation, or termination of the 
tions and the Army for the purpose of providing or obtain- agreement. Agreements not in­
ing various types of support services. The services include volved in transfer of personnel 
logistic, medical, administrative, fire protection, facilities, spaces and materiel, will be de-
payroll, and similar support on a one-time or continuing ha- stroyed 3 years after supersession, 
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sis; and on a reimbursable or nonreimbursable ba•sis. In- cancellation, or termination of the............

eluded are agreements, agreement checklistst, amendments, agreement.
review comments, related correspondence, and similar docu- Reviewing offices: Distroy 1 year af­
ment& ter supersession, cancellation, or 

termination of the agreement. Ear­
lier destruction is authorized. 

301-04 Orientation and briefing files. Documents used in orientations Destroy on supersession or obsoles­
and briefings given to visitors and newly assigned individu- cenme. 
als about the mission, functions, and physical layout of an 9.. aAoffice. Included are photographs, transparencies or vug­
raphs, copies of specifically prepared handouts, and related 0 brsO ot". 

or similar documents. 
301-05 Committee files. Documents relating to establishing, operating, A Office of committee chairman or see-­

and dissolving committees which consider, advise, take ac- retariat, whichever is designated....... 
4 A, • tion, and report on specifically assigned functions. They in- office of record, and offices of mem­

clude joint, interdepartmental, and international committees bers of international committees in 
in which the Department of the Army participates;- as well which a foreign gover ent isas committees within all echelons and elements of the office of record- ut o-C[_ rxArmy. Included are proposals, approvals, -and disapprovals when no lon r needed focurre t 

-t, A /; 	 to~ establish the committee; charters, terms of reference, operations. 0W9t),aL.

and comments on them; directives establishing, changing, 3 Offics of other committee members:


Icontinuing, or dissolving the committee; documents nomi- Destroy when no longer needed for...............
nating, approving appointing, and relieving committee current operations.

members; notices, agenda, minutes, and reports of commit- A4 ,"e.•m oe.•"t. CC4 4uS•JleS

tee meetings; and related documents.•. joy a•. 


.06 Staff visit files. Documents relating to schedule or special via- Office performing visit: Destroy 1.....
its (but not minspections, surveys, or audits) for the purpose year after completion of next com-...

of performing staff or technical supervision or for conduct- parable visit or on completion of re- )..

ing studies. This definition is not applicable to visits made lated study.

in connection with a specific process or case which should be Office visited: Destroy after 2 years,.

filed with documentation of the case or process. Included except recurring staff visits will be

are requests for permission to visit, reports of visits, recom- destroyed on completion of the next

mendations, and other directly related documents, 	 visit........


301-07 Reference paper files. Documents used to facilitate, control, or 
supervise the performance of a specific function, process, or 
action-as distinguished from those official records neces---
sary for documenting performance of a function, process, or 
action. Although accumulated reference papers may relate 
to varied subjects and functions, they should bear. title re-........ 
lating them to the function, subfunction, process, or action 
they are used with. Reference paper files consist of the fol­
lowing types of documents: 

a. Notes, drafts, feeder reports, news clippings, similar Cut off on completion of the communi-
working papers, and other materials accumulated for prep- cation, study, survey report, or oth­
aration of a communication, a study, an investigation, a er action. Destroy in blocks after 
survey, an inspection, or other action. This definition does an additiohal 3 months, 6 months,
not include ufBrial and quasi-official recommandationr', coor- or 1 year. Earlier destruction is au­
dinating actions, and other documents which contribute to thorized. 
or result from preparation of the communication or other........

record.


b. Cards, listings, indexes, and similar documents used Destroy when no longer needed to fa-
for facilitating and controlling work. cilitate or control work. 

e. Copies of technical documents, intelligence documents, Destroy when superseded, obsolete, or 
emergency plans, mobilization plans, and similar reproduced no longer needed for reference.

materials that do not fall within the description for refer­

ence publication files.


d. Documents received for general information purposes Destroy after 1 year, however earlier
that require no action and are not required for documenta- destruction is authorized. 
tion of specific functions. 
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24 July 1972 

File No. 	 Descriplio 

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

f. Copies of documents accumulated by supervisory offices, 
such as chiefs of directorates, divisions, branches, or separate 
oflices. These documents duplicate the record copy filed else­
where in lower echelon offices of the same organizational le­

-	 ment which is responsible for performing the action, process, or 
function. Such files should be established only when necessary, 
not in each oflice of the same organizational element. 

301-08 Unidentified files. Records relating to the per formance of finance 
. and fiscal activities that are not described in this regulation. 

C 5, AR 340-18-3 

Disposition 

Destroy after 1 year. HIowevir, earlier de­
struction is authorized. 

Destroy after 1 year. However, dociiuments 
in the inactive file that require additioniial 
action or relate to reopened cases should 
be brought forward for filing in the cur­
rent file. Earlier destruction is also 
authorized.

/I 
i 
Permanent. Cutoff annually, or on coni­

pletion of the project, event, or other 
applicable action. 

TAGO 1A 



C 8, AR 34-0-18-3 17 September 1975 

302 INTEGRATED FINANCE AND ACCOUNTING FILES 

These files relate to o1i-iraE10s of finance and acco.u%tiLg 
the integrated accounting sysem. ntegrated ning 
anIId aetivi!ies of suliv,-ient sizeiand openatitonial s'ope 'to 
of a finance and"necounti ng oflice pur-suant to A" 37-1 . 

otliccs o(erating tu•nder' 
is uI.d by instaltations 
war rnt estalm•i m .ent 

! ;i Ne 

021 
De*:ri tio,-i 

ournal files. Documents relating to books of original,ntrv main­
tained to record all financial transactimt_ and to suimmnarize 

T)a.p,'edfiun 

Destroy 2 years after posting journal 
data to tho general ledger. 

.accounting for monthly postings to the general ledger. Included 
are the general journal; sp)ecial journals, such as fund receipt, 
fund disbiursement, and obligations journals; and relate-d or 
similar documents. 

302-(02 General ledger files. Documents relating to general ledgers which 
contain the accounts necessary to reflect financial operations, 
such as asset accounts, operating accounts, liability accounts, 
budgetary accounts, and statistic:al accounts. These accounts are 
maintained for the purpose of establishing in summary form the 
status of the accounts, operations for the month, and to provide 
a medium for verifying the accuracy of reports and subsidiary 
ledgers. Cut off ledger sheets thlat are filled or closed at end of 
fiscal year. 

Destroy after 10 years. 

/1, / 
I'. 

302-03 Subsidiary ledger files. Documn('nits relating to subsidiary ledgers 
maintained as a source for a.sccrtaining the composition of 
general ledger accounts, to accunmilate detail for analysis and 
rcporting purposes, and verification of accuracy of general ledger 
accounts. They consist of allontment ledgers., open allotment 
ledgers, appropriation revenue ledgers, transaction3s for others 
lodgers, and unapplied DI) deposit funds ledgers. 

Destroy 3 
accounts. 

years after closing ledger 

2 04 Trial balance files. Do cuments relating to trial balances prepared 

fromn general ledger accounts. Included are trial balance sheets 
and related papers. 

D)•,stroy after 1 year or on disconti1nuance' 
whichever is first. 

, 

302-05 Subsidiary files. DO cash accounts subsidiaries; advances to em­
ployees, progress payments to contractors, and advances to con­
tractors subsidiary records; and cash blotters and check ledgers. 

Destroy after 3 years. 

TAGO SSA 
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o...Di.po.i..on

cuments posted to booksor Cheeklistin• o •dcek:Dsry 

* 302-06 Accounting documents files. Do posted to books o Checkli.tings for .umentschecks:card . Destro 
origi~nai enitry. Th-ey incl*de a ota&mt documen(a o=ip- after 1year or on dise•otinuance, which­
t4on documents, duplicate copi es of disbursemeat voucher,s ever is Arst. 
collection doc.mwents (includin g cash collections), adjust- ~Check reconciliation statementr: Destroy 
ment documents (including adjustments relating to de- on xreceipt of current list of outstanding 
ficiencies and irregilarities), and related blocking tickets; cheeks. 
&-ecklistings for card checks; check re ocliatiow state-CAotnient &ocumentas: Dextroy after 3 
ments; check copies; copies of outstanding e~es-itary 
checks; notices of exception an d cortificates of deposit; and 
comparable documents. 

t 
f 

C 
fil302-07 epeort i ny, es M. oUJ 

i 

V L1ojJ1 rL k.3LI erv%; VillR ts I =6 

such as Headquarters, Department of the Army; gener 
operating agencies; and accounts offices. Included are the 
following reports with related documents: status of allot-
men•ts and subalotmnents; schedule of obligationsby activity 
ccounts; status of reynbursements; rnlscesaneo<s net dis­

bursemeats and net -collections;-transactimons for other-s; 
transactions for decentralized accounting olces; airmen's 
deposits and repayments; specis open allotments; state­
ment of accountability; summary schedule of transactions-
Air Force allotments; sched-le of transactions Cor others; 
net expenditures, reimbursements, and related cash transac­
tions; -statusof sad'ance payments for -ontracts•,tatus otAl I 1 1 4- . 

progress payments for contracts; obYgations by object eass; 
report of approprisation reimbursements; famey housing 
9eration and mnaintenance costs; and similar or comparable 

reports. 

Wwkiwg capi:J&IALd cka&rer fiBe". DacumeaUs w-ich "Utieize 
the upe cd -wck;ng cs&pital i-u".. L&&uded sre copes of 
e•harter with direiedy related VWerz 

Yct - 7 -6


years.....................

Copies of individual military pay vouchers


for active Army personnel: Destroy 

after 6 months, provided acknowledge­

ment of receipt of original summary and

certification sheets has been received

from the US Army Finance and Ac­

ooontin~ Center.


SCopies of outstanding depositary checks: 
Destroy when the checks have been 
paid or the proceeds thereof have been 
transferred to account 20 X 6045. 

Other documents: Destroy after 3 years 
except that documents relating to ex­
ceptions taken by GAO will be retained 
until cleared by a s•atisfactory reply to 
the notice of exception and then 
destroyed. 

d f4J4JJ....il..L.d t11f reports RLmXjs U%=,umetan y
kosing operation and maintenance cost 
reports: Destroy 1 year after all transac­
tions relating to the atotment account 
have been closed. 

Other report files-. Destroy after 1 year or

on discontinu•-ce, whichever is first.


Ofice of th2e C,on&pb er of the Army: 
Perm e Cit r. on revocation orat. 
superaeesioa of chazter. 

Oter oEke& DesU.7~ I r after revoca-
Uou or supersession charter. 

0 ver i,? 10vA S C0 

o "f/g ft 
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303 NONINTEGRATED DISBURSING FILES 

These files relate to the nonintegrated disbursing, collection, and accounting
functions performed by tactical units, mobile units, and certain small activi- ............. . . .


ties not authorized to use the integrated accounting system. Fires for which 
..... .... ...... . . 

disposition instructions are not specifically contained in this category may ............ . . . . 

be disposed of in accordance with instructions in this regulation covering
similar integrated finance and accounting files........


F\11No. D34-1ip-ion DiSpoptior
303-01 Activity nonintegrated disbursing files. Documents main- k Destroy after 5 years except that docu- .............. . . .


tained by activities (other than tactical organizations and ments relating to exceptions taken by....................

mobile units) under the nonintegrated disbursing system. GAO will be retained until cleared by a 
These documents account for the receipt and disbursement satisfactory reply to the notice of 
of funds specifically identified as retained money account exception and then destroyed.
files. Included .are savings bond records; uncleared notices of ...................

exceptions, and correspondence pertaining thereto; retained cvrn,.....

copies of payment and collection vouchers; schedules and


voucher registers; bills register; cash book; cash blotter and
subsidiary ledgers (civilian pay ledgers, agent's account-................

ability ledgers, and detailed deposit fund ledgers), check


,.......... .........
registers, and check copies; files.treasury~~ statements and recon-~ ~ odreod;ucerdntcso .__----:~ ~ ~ ~ Inlddýr ~ aig ~ ... ..... ..............


ciliations; deposit certificates; correspondence specifically
relating to the account (any record subsidiaory to an official .... .. •...................
"''-:'--­
transactiou in the disbursing account being shipped should e du c dy -wb 
be attached to the money account records to which it per­

tains); and all other capital papers. 

1-32 Mobile and tactical unit disbursing files. Documents main- Copies of vouchers and schedules: Destroy -. :

tained by tactical units and mobile units under the non- on notification from the appropriate "-- /
integrated disbursing system. These documents account for finance office that the originals have ...................

the receipt and disbursement of funds specifically identified been received by the US Army Finance..................

as retained money account files. Included are savings bond and Accounting Center (USAFAC). 

records; uncleared notices of exceptions and correspondence Cash books, cash blotters and subsidiary 

cash book; cash blotter and subsidiary ledger (civilian pay Finance and Accounting Center .. 

ledgers, agent's accountability ledgers, and detailed deposit (USAFAC), Financial Histories Opera-
fund ledgers), check registers, and check copies; treasury tions, Records Division, Miai and 
statements and reconciliations; deposit certificates; cor- Service Branch (Dept 60), Fort Benja­
respondence specifically relating to the account (any record min Harrison, Indianapolis, IN 46249. 
subsidiary to an official transaction in the disbursing account USAFAC: Destroy after 5 years or whenbeing shipped should be attached to the money account account is cleared, whichever is first. 
records to which it pertains); and all other capital papers. Other records: Cut off at end of account-

Note. Commanders of major commands and major Army ing period, hold 1 month, and forward 
subcommands may authorize disbursing officers to keep to the US Army Finance and Account-..... 
copies of vouchers and "other records" for a period not to ing Center (USAFAC), Financia His-

,::................. 

subsidiary~~~~~~~~~~~~ ~ ~~ tanofcatrnatointedsusnacon~ ~ -AA:Dsryatr5yasrwhn...............
~ 
the retention period and/or ad.-...... 

shipment period provided herein. and Service Branch (Dept 60),BnFort 
exceed 6 months longer than tories Operation, Records Division, Mail 

.......... .. . . .


46249. 
copis ofvoucers aperid nd "therrecods"to ng Cnter(UiLor no AC),Finacia.is-..7.........


. ..... ...........


s'hpmet prio prvied eren. nd ervceBrach Dep 60, Frt................


46249 . ...................


• . . . . . ... ,. . . . . . . . . . . . . . . . . .

....... .. . .................
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3G3-03 Outstanding check depository fies. Copies of out4tanding 
chcks-k and rd:toed p: s mnýdaiutainh,d by m-bile and tactical 
unit dizburzing o!j.rs. Th•:se files wi-v be retainied in the 
po~session of disbursing ofliccm until tran.-fered to account 20 
x 004-5. 

303-04 Transmittal letter files. Documents uivod as control instruments 
in the tran-mition of alotmrn.t forms and the transmission 
of oricinal vouchers and s-edue•s to the US Army Finance 
and Accounting Center "in,uding acknowledgement of re­
ceipt by the US Army Finan:e- rnd Aceountin-g CenD r). 

Check issue card files. Cards amd relatc- docments ud to 

prepar-e required det"!1d ch-,:ks isue lists. 

For-ward to the US Armv Fi::rnce 
and Accounting Centecr (US.FAC.',, 
FinancIal-istorks Op2erazonz, R.­
cords Division, Mail and Srvice 
Branch (Dept 80), lFcrt Bnj•min 
Harriz-on, IN 40249 on payment or 
on :rnMi.-r to account 20 x 60-'.. 

Deztroy after 6 mronths or on discon­
tinuance. iche:eris fir,t. 

D,stroy at cloýc of the acounb:g cyc!e 
iubseq'eut to tba:, in w:u.:,h pr,pT.:, 

or on discontin e.ane.w:hi,hw.,r i 
finrst. 

TAGO 1i.;i 
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304 FINANCE AND ACCOUNTING GENERAL OPERATIONS FILES 

These files relate to general or rniscellaneouv finance and accounting functions 
including allocation, allotment, collection, and the management of miscellaneous 

File No. 
304-01 

304-02 

304-403 

304-05 

304-06 

304-07 

funds. 
DeScription 

Allocation files. Documents relating to tranca-ti(or_,ns involving 
authorizations received from the Comptroller of the Army 
making specific funds available to a fiscal operating agency 
for the purpose of issuing allotments. They are accumulated 
by fiscal administrative elements in the Department of the 
Army. 

Alltoment files. Documents rei-ing to transactions making 
specific funds allocated to a fiscal operating agency avail­
able for obligation to field installation, either through allot­
ment or suballotment, and accumulated by fiscal adminis­
trative elements in the Department of the Army. 

Level of cash balance review files. Documents covering the 
periodic reviews of cash funds authorized for maintenance 
by finance and accounting offlicers and their agents. These 

Disposi.ion 

*OCA: Destroy after 10 years. Cut

off at end of FY for which funds are

available for obligation.


General or special operating agencies:

Destroy 4 years after the FY for which

the funds are available for obligation.


General or special operating ag,cnees:

Destroy after '47ears.


zf,YP. 
/V 1-4 iIl 

De tr ft "y or ea-di• i/uS/'y­
ae, chev-isWt. 

]• , ~\- -y- . o•­
?C 

amount of cash funds held at personal risk and for discon- 15 issays, w '~e• ­
documents serve as a basis for reducing or expanding thec-+A ? 4-o zl~,• o , 

tinuing such funds when demonstrated need no longer exists. 

Signature card files. Documents used in identifying signatures 
of individuals designated as certifying offieers for the purpose 
of certifying vouchers. Included are signature cards and 
directly related papers. 

Collection voucher files. Copies of documents that have been 
transmitted to disbursing offlicers which are accumulated by 
sales officers and other officials authorized to accept amounts 
due the United States from individuals, organizations, or 
governmental agencies, other than files accumulated by fiscal 
oflicers. Such files include report of deposits, soldier's deposit 
collection voucher, report of collection for authorized sales of 
services and supplies (oth'er than subsistence), account of 
sales of public property at public auction or on sealed pro­
posals, schedule of collections, and comparable documents. 

Note. When these documents form an integral part of the 
accounts of files described elsewhere in this regulation, they 
will have the same disposition as that file. 

Operation reporting flies. Unit or disbursing of-Icers' retained 
copies of monthly report of operations, report of discounts 
on contracts and purchase orders, and comparable documents. 

Contract progress payment reporting files. Reports submitted 
by contracting officer to Headquarters, Department of the 
Army, indicating progress payments of contract; recapitula­
tion reports prepared therefrom; and related correspondence. 

f~ 
'PI 

Destroy 3 years after revocation of the 
designation for any reason. 

Destroy after 3 years. 

Destroy after 1 year, or on discontin­
uance, whichever is first. 

Oflices of the Army staff: Destroy after 
2 years, except recapitulation reports 
retained by the Office of Comptroller 
of the Army are permanent. 

Other offices: Destroy after 1 year or on 
discontinuance, whichever is first. 
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1,'kNo. Dcscriptioa 
303--03 Outstanding check depository files. Copi•es of outstanding 

checks and related papers maintained by mobile and tactical 
unit disbursing officers. These files will be retained in the 
possession of disbursing ofcers until transfered to account 20 
x 6045. 

3043-04 Transmittal letiter files. Doc-,uments used as control instrumcents 
in the transmission of allotment forms and the transmis-sion 
of original vouchers and schedules to the US Army Finance 
and Accounting Center (including acknowledgement of re­
ceipt by the US Army Finance and Accounting Center). 

Check issue card files. Ca-rds and related documents uc-d o 
prepare required detailod checks issue lists. 

C 12, AR 340-18-3 

Di•spoz•mie. 
Forward to the US Army Finance 

and Accounting Center (USAFACS), 
Financial Histories Operations, Re­
cords Division, Mail and Service 
Branch (Dept 60), Fort Benjamin 
Harrison, IN 46249 on payment or 
on transfer to account 20 x 6045. 

Destroy after 6 months or on discon­
tinuance, whichever is first. 

Destroy at close of the accounting cycle 
subsequent to that in which prepared 
or on discontinuance, whichever is 
first. 
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304 FINANCE AND ACCOUNTING GENERAL OPERATIONS FILES 

These files relate to general or miscellaneous finance and accounti,ng functions 
including allocation, allotment, collection, and the management of miscellaneous 

F2c No. 
304-01 

304-02 

304-03 

304-04 

304-05 

304-06 

304-07 

funds. 
Dc.scriton 

Allocation files. Documents relating to transactions involving 
authorizations received from the Comptroller of the Army 
maki*ng specific funds available to a fiscal operating agency 
for the purpose of issuing allotments. They are accumulated 
by fiscal administrative elements in the Department of the 
Army. 

Alitoment files. Documents relating to transactions making 
specific funds allocated to a fiscal operating agency avail­
able for obligation to field installation, el:her through allot­
ment or suballotment, and accumulated by fiscal adminis­
trative elements in the Department of the Army. 

Level of cash balance review files. Documents covering the 
periodic reviews of cash funds authorized for maintenance 
by finance and accounting officers and their agents. These 
documents serve as a basis for reducing or expanding the 
amount of cash funds held at personal risk and for discon­
tinuing such funds when demonstrated need no longer exists. 

-Signature card files. Documents used in identifying sig-naturas 
of individuals designated as certifying o5ec-rs for the purpose 
of certifying vouchers. Included are sig•nture cards and 
directly related papers. 

Collection voucher files. Copies of documents that have beenc 
transmitted to d:sbursing officers which are accumnulated by 
sales officers and other officials authorized to accept amounts 
due the United States from individuals, organizations, or 
governmental agencies, other than iles accumulated by fiscal 
officers. Such files include report of deposits, soldier's deposit 
collection voucher, report of collection for authorized sales of 
services and supplies (other than subsis:tnco), account of 
sales of public property at public auction or on sealed pro­
pseals, schedule of collections, and comparable documents. 

Yofe. When these documents form an integral part of the 
accounts of files described elsewhere in this regulation, they 
will have the same disposition as that file. 

Operation reporting files. Unit or disbursing oMc-rs' retained 
copies of monthly report of operations, r.port of discounts 
on contracts and purchase orders, and comparable documents. 

Contract progress payment reporting files. Recpor•s subm,itted 
by contracting of.icer to IHeadquarters, Department of the 
Army, indicating progress payments of contract; rccaitula­
tion reports prepared therefrom; and re4ated corrdespndence. 

*OCA: Destroy after 10 years. Cut 
off at end of FY for which funds are 
available for obligation. 

General or special operating agencies: 
Destroy 4 years after the FY for which 
the funds are available for obligation. 

General or special operating a:cnces: 

Destroy 3 years after revocation of the 
designation for any reason. 

F...

• V. ' : 

[ .... 

K_..:.' 

L--E3 

'. . .

Destroy after 3 years. 

Destroy after 1 year, or on discontin-

Uance, whichever is first.


Ofrces of the Army staff: Destroy after

2 years, eocept recapitulation reports


retained by the Ofi-ce of Comptroller
of the Army are pormanent. 

Other offlces: Destroy after I year or on 
discontinuance, whichever is first. 
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1 October 1978 C 11, AR 340-18-3 
File No. 

304-09 

304-10 

304-11 

304-12 

304-13 

304-14 

304-15 

304-16 

304-17 

304-18 

304-19 

Description 

Contract advance payment progress reporting files. Reports sub­
mitted by installaticns and operating agencies administering 
contracts on which advance payments have been made, indi­
cating status of advance payments, consolidated reports pre­
pared therefrom, and related correspondence. 

Rescinded. See File No. 910-05, AR 340-18-9. 

Rescinded. See File No. 910-06, AR 340-18-9. 

Imprest fund account files. Documents accumulated by imprest 
fund cashiers which reflect the receipt and accounting for im­
prest funds. Included are copies of reimbursement vouchers 
and receipts for funds entrusted to agent officer which also re­
flect acknowledgment of return of funds and statement of 
balance. 

Imprest fund shortage files. Documents accumulated by finance 
and accounting officers which reflect imprest fund shortages, 
such as reports with supporting and related documents. 

Miscellanous expense contingency fund files. Documents sup­
porting categories A and B miscellaneous expense contingency 
funds. Included are requests for approval, justifications for 
expenditures, estimated cost of projects, approvals, itemized 
lists of expenses, guest lists, and similar or related documents. 

Certificate of settlement files. Certificates of settlement, state­
ments of differences, and related or comparable documents 
accumlated by accountable officers. 

Note. Retain in current files area. 

Agent finance officer account files. Documents accumulated in 
organizations to which agent finance officers are assigned and 
which reflect the receipt and accounting for funds entrusted 
to agent officers. 

Accounts payable files card. Cards and similar documents indi-
cating the amounts disbursed to payees. 

Savings program award files. Documents relating to awards 
presented to units and organizations in recognition of achieve­
ment in the overall Army savings program which includes ap­
plications for awards, statistical data, approvals and presen­
tation letters, and similar documents. 

Savings program reporting files. Documents relating to reports 
made in connection with the Army savings program, includ­
ing soldiers' deposits and savings bonds. Included are reports, 
statistical data, and related documents. 

Record of travel payments (civilian) files. Documents used to 
reflect travel allowance payments made to individual civilian 
employees. Included are DD Forms 1588, comparable forms, 
and related documents. 

Disposition 
OCA: Destroy after 10 years. 
Other offices of the Army staff and field 

offices: Destroy 2 years after comple­
tion of contract, or on discontinuance, 
whichever is first. 

Destroy after 2 years. 

Destroy 2 years after case is closed. 

OCA: Destroy after 8 years. 
Custodians of categories A and B 
funds: Destroy 1 year after inspec­
tion by a representative of the 
Comptroller of the Army. 

Destroy certificates covering periodic 
settlements when subsequent certifi­
cate of settlement is received. Destroy 
certificates covering closed account 
settlements, supplemental settle­
ments, and final balance settlements 
2 years after date or settlement and 
clearance. Retain in CFA. 

Destroy on reconciliation with the ac­
counts of the parent disbursing officer 
as evidenced by receipt of signed copy 
of a document acknowledging return 
of funds and indicating balance. 

Destroy 3 years after last entry on card 
or similar document. 

Destroy after 2 years, or on discontinu­
ance, whichever is first. 

Destroy after 2 years, or on discontinu­
ance, except that summary reports 
maintained by the US Army Finance 
and Accounting Center will be de­
stroyed after 10 years. 

Destroy 1 year after transfer or termina­
tion of employee or on discontinuance, 
whichever is first. 

TAGO 304A 11 
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305 MILITARY PAY FILES 

These do.umeonts relate to the various military pay syst ems in use throughout 
the Army. They accumulate in finance and accounting offliees and other offices 
when they ar respop, ble for administration and/or operation of the military 
pay function. 

4neNo. m 
305-0t *Individual mMitary pay record files. Rescinded. Use File No. 

305-10 

Fi3 ;v y crdpt oil 	 Dsspo,t'o;, 

3-5--02 Casual payment receipt fils,s. Documents used in paying tranlent 
or casual milimtary pry o wnlwho aroe not i;n poscesion of their 
pay records. 

305-03 Substanltiaidug document flies. retair,-ed copies of military p.ay 
ordeirs; cerilicates for deduction, pa,yments, and allowaances; 
and other cubstantiaingthat nu:pport entriesd-ocuments on 
military pay records. A subs antiating document is any docu­
meit which is used to effect a credit or debit entry on military 
pay records. 

305-04 Temporary pay record cer6ficate files. Copies of certificates 
which indiecae the pay status of individuals for Vwhom a 
temporary pay record .hasbeen opened. 

305-05 Record of ravel payments. Docnentsr used to provide informa.­
tion concerning yment to in(dividu•.ls for officiale tra.., 
such as i)D Fornrm 1588. 

Transmaitta letter files. Documnents used in tranmitting allot­
ment forms, authorization forms, and other papers that 
support., substantiate, or otlherwi.,e affect an in.dividual's pay. 

305-07 Pay record irndex card tiles. Cards prepared for each individual 
on whom a military pay record or financial data record foideir 
is reefived or i,nitia3ly opened. These cards are used for locator 
purposes and as rcepts for military pay records pl-cad in 
cuStody of the individu-al to whom they pertain. 

305-08 Financial data record folder files. Individual folders containin g 
docu:entas that afnect the pay of military personnel. These 
folders contain pay vouchers, leave record, allotment au­
tht,rizatio.ns. and discortinuances, statnement of service, tax 
withholding record, debt liquidation schedule, request for 
pay action, personmnel clothing request, application for basic 
allowance for ,ember wbith dependentis, pay adjustment a'n-­
thoriz.-tio•, s-tatem'nt of charges, casual pa•yrncnt receipt, 
emergyecy payment authorizations, travel vouchers, em-n 
ployn 's withholding tax exemption certificate, notice of 
levy, prona-oton orders, notices of exce(,ption, and other doeu­
menis tht affectMan individual's pay. To protect certain 
inforrmadion and to prevent the folder fromr becoming too 
bulky, diSposition of certain documents in the folder differs 
froIn the of the entire folder, as follows:eispo.tion 

Copy No. 5 of the m.ilitory pny voucher. 

Copies of travel venochIes. 

TA3O 150A 

Dispose of in accordance with instruc­
tions in AR 37-104-3. 

Destroy 1 year after close of pay record 
period to which they pertain. 

Destroy 1 year after transfer of related 
pay record, or on discontinuance, 
whichever is first. 

after 3 years. qDestroy 

Destroy after 6 months or on discon­
tinuance, whichever is firs-t. 

Destroy 1 yea.r after individual is trans­
ferred from the paying jurisdiction. 

Transfer folder, or portions thereof, as 
required byTAR 37-104-3, AR 635-10, 
and Alt 640-10. 

Destroy the financial data records folder 
and all documents containied threiju 
when the individual is separated or 
released from active duty and the final 
military pa.y voucher has been paid, 
except as follows: 
a. 	 Continue the folder in use when 

the individual is separated for the 
purpose of continuing on active 
duty in the same or another status,. 

b. Forward the folder as required by 
AR 37-104-3 when the final mili­
tary pay voucher cannot be paid. 

Withdraw and destroy when copy No. 5 
for the next pay period is placed in 
the folder. 

Withdraw 	 and destroy 2 years after 
close of the FY to which the-vouchers 
pertain. 

13 
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FileNo. Description 

Personal financial record files. A personal financial record will be 
maintained for each military member on active duty, except 
for personnel serving in a status of 6 months or less active 
duty for training. For personnel in the latter category, a Finan­
cial Data Record Folder will be maintained as prescribed by 
AR 37-104-3. Filing instructions for documents constituting 
the Personal Financial Records are prescribed by AR 37-104­
3, and include: leave record election of pay option, authoriza­
tion to start and stop basic allowance for quarters, application 
for basic allowance for quarters for member with dependents, 
allotment change/correction, allotment authorization, com­
mercial insurance solicitation record, withholding exemption 
certificate and forms, determination of withholding allowance 
for itemized deductions, military pay voucher, Internal Reve­
nue notice of exception, pay adjustment authorization, casual 
payment receipt, cash collection voucher, statement to sub­
stantiate payment of family separation allowance, request 
and authority for leave, allotment documents, allotment dis­
continuance notice, statement of service, report of pay change, 
local payment receipt, pay and allowance inquiries, notice of 
indebtedness letter, leave and earnings statement, memoran­
dum data affecting member's pay, such as promotion orders, 
reduction orders, court-martial and Article 15 orders, and 
incentive pay and proficiency pay orders. 

Disposition 
Destroy on separation or retirement of 

individual after final payment is made. 
Disposition of individual documents and 

complete Personal Financial Records 
under other circumstances will be in 
accordance with provisions of AR 
37-104-3. 

TAGO 304A 15 
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Fie No. Dci.crj.tiGc 

306-05 Leave record files. Subsidiary records to the offale le.ave record 
card. Includedd are time and attendance reports :mandor job 

card&s on wvehh. ',ave. data were maintained. appliea.tions for 

leave, ad -'Huia dais. 
No,te. Prior to dip-osal, all documents which are pertivv,nt 

to an- out.ta di-g A.IO e-xeption_ will be -withd-,.awU :anpd 

retaia-id indil e'eranic of the eceeption. 

306-06 Authorized timekeeper list files. Doum-nts i'-dcai g iu i-L 
vidnals -repipible for timik.rhwlug. Included arc •icts. .'­

orandum.s, anld o•inlun)lic,at10ores. 

306-07 Payroll ctonfroi Mes. Documne•ts l..t&.ned for -vre."l cin­
trol purposesC, il'!.udilg payroll sunmary control and e-rti­
fication countrol dovuvmints which include all source doci­

ments u,-d to outlaori.e or ch.age pavInecnts to employces. 

Also ineluded areayroll "u\ d i.suarncr ,c-di1-ts. buei. 
paaroii .o(lo re.iter c-nge slips, rCfund .ouc-a.yroll 
and adju--tnnt .'h-du-es whic-bh -rlate to ho pyn, 
except aFtion..s otb..' he p.ovi.ed in this 

Noe. Doumnt'- ••h.involve ori.c.. o aJ ce­
tion will be rem7vcd1 i-,u-rcd i m. ae •n',uho .urnt' 
etlaraVt,e of tiae c o. 

30a--".8 Payroll woCIk ie-. _o-r.s,one.c ,nd work p-pers re'-n- .-. 

to p-" Ar m h-ti-.. p -Pero..... .l tt .d..ed ar, dt,,-rol e " .. 

of b' etato of payroll data, wo, k or proof 
sheet-s, pay 01ave- infor-Oto. reucest. , 0d ;iaror 

dcum ents.


306-09 Indhividual witshodilg and deduction authorization files. Docu­
mentI reqied : ail authorization for ontinrig with­
holdin or ded,cci"g mu-.1s fr'o- a. idclvidnl`l wo 's for 
such purpos as prchase of savings bonds and hea- h in­

surance and--:p.... n of ,-ion ducs and .loe•ene.ts. In,.i1 ed' 
W7areappia , ,ng. , and cancellation forms and notices 

comidh ''yIa'd-oal emnploycees wivth directly related 
papers. 

-•x 
Depo,rtoeontI (TD I-4) for)ms xecxutcd by civiu-,an eniplooy­

ees of th-e -,part,n, of the Army. 

':6-1:0 Withholdfn-g ee:emptn ecrtificate rics. Copies of Trca--;u'.y 

,d. wv-,aes 
Included aererpor s to em" loyes of tot:al earni-ngs and ta-xes 

w,ithhe1 d1d to tho Inirbnal R1evenue Service of the total in­
coinc-t . u tax rcconci,iat4ions, receipts, 

306-11 Withhioldir,g tax '11 o asrce,,..ting with. 

dedc•uŽts sithheld, 
and re- cI' doume0,. 

306-12 Individua! plY record iransmital letter files. Copies: of letters 
tranan-i, i the iadiv idual pay reor,ds to the National 
Per el c-.ord.-. Center, GSA, 111 inncbago St., St. 
Louis, "MO63119, a-d related documents. 

t306-13 Subsistence and quarters au!thrization files. D,o,u•ets"ce­

]ating to autheriz:tions for pay.ent of subsite:ee and 

quarters to employ-es. Incuaea are requests for auxncr~z.­
tion, diseoet.in'-uance 0o authoit•.___io,<a, anld rIlated douenonts. 

C 12, AR 340-18-3 

Disposit.ion 
Destroy after 3 years. 

Destroy when superseded or wheNla ob­
solete for any reason. 

D- troy after 3 years. 

fv - 4 7r -,-J"10t 

Destroy after 3 yQearn. 

O0' transfr-. of employee: Tralsfer to 
gaining payroll office when require d 
by AR'Is in the 37 series. 

Ona separation of employee (when not 
transferred) or on eaneellation of 01­

thorization: Destroy after 3 years. 

Destroy 4 year)s after form is ,superseded 
or obsolete. 

Destroy after 4 years. 

Destroy after 3 years. 

Destroy after 3 years. 

T"- o -/ S'- S 1gm*'uc C{4dtwt /7o..o l /i VS (&. 
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1979 C 12, AR 

FBe N.. . D. . p . 

Leare recrd Wles. ~i"cords to he ofs lvc reco~rd Destroy 
card. Included are time zand atteadwe reports =d,:or job -

cards on whichTleave data were m infv!re*A mpplkations for 

leave, and si-nilar data.­
- Note. Prior to disposa00Zall Eoomeets wbich a2M pertinent 

.to an .outstanding GAO exception will be vithdrawn .and 

10 

&40-18-3 

.afrrye. 

or when 	ob­

- etained until clea.nte of the exception. 
Auiorze rdM Dcm 

30 uthorized tmekeeper list files. Documents indicat!Dg in&f-
.viduals responsni.e for t'.iiek-eping Included•eare lists,fo 	 m-

onDdunii, and crTmink! 	 J­

T-Ilpuyrca -06L-ncument& cnt rol-Culitrok 	 ma 

fi.cation 	 control• •ocuMene se i5nc e l~EC-
ments iused to withoilze aagep. naiye4ar 

-Alsoein dede r payraE o isEusched=k. 
7pay7:llontrc1 e ehage lips, refund svo Chers, 
and a u.en wid relate -to tho Z vaL eats, 
except as o -ise rov0ded m th2s setn . '­

. . . ocu-entsh cii mrrvtave vr to - GAO zxcep 
tion wil- Ii removed and retaied in nas Zretfment arl­

clearance of the exception.• . .... . -

Payoll -work Ufies.-CoreSIDa6dm,e 2nd`vmk sers relstng 
to payroll matters.i:Included ae payroll discrepances, report 
of balaces r tultion of payroll d%ata, wor1 -or proof 
Sheetr pa -or leave inlii-naSo reqaests, andcsiilar 

Individual wit•-.•a and dednc&m autitvr=izat" fles. Docu-
ments required as officialsuthoizstion for zimi witL-
holding or deducting amounts from an individual's ­hsea 
such purposes as purchase of savingp bonds an th in-
s-uriice .andpa. ent of smion dues and - .. ImncInded 

-fmkee 

Destroi uhea supem*ded 
zs•alete fo•ray reason. 

/, .oC•4 c 
-

J 

Destroy -&ters 

On tr-s-df emptoyee: Transfer to 
payroR offce when required 

by AR's in tbe 37 series. 
On sejparntio of employee (when 

transferred) -or n c.acellation -of -­.an-
thorizauan:- 3y.s­-

(?3•FC••%eIr 
4 years azfter orm is superseded.. 

or bsolete. 

D-estroy after 4 years. 
-. 

Destroy after 3 years. 

30-10 
-

306-11 

306-12 

..... 

are applic•aion, ha~e, d -r fornls sn ces 
yes wiIth ciracQy re6ed 

crfC- fles.&CopLes o Tasuoy 
eErxcd by ci-isan empey-

Army. 

Sompleted .by individunal 
papers. 

Withholding tax exemption 
Department (TD W-4) f 
ees of the Department o 

-

Withholding tax files. Documents reflecting wages -withheld. 
n xýudd rnin=s and taxesamreports to empkloyees o~ total 

withhehld and to the Intemal: Rc,enuc ervicevof the total in­
come tax deductions witihtld tax romtiiialcors, rLCeipts, 
and related documents. ­

Individual pay record transmittia letter files. Copies of letters 
transmitting the individual pay records to the National 
Personnel Records Center, GSA., 111 WiLneoago St,. S&......&..-	 ­

. .Louis, 

306-13 
Slating 

Squarters 

S- " 

MO 63118, and related documentrs. 

Subsistence and- quarters authorization fles. re-
to authorizations for -of subsistence and 

to emplov,- c uded are requests for authoriza-
- tion, discont,- cc of authorizations, and related documents.-. .• 	 " ..:;:_F 

Destroy 	after 3 years 

'/,' , 

,w 3 	<O - 2 • • 

.& 1 _-.6 ! -	 /A O 
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AR 340-18-3 
INTERIM CHANGE 

NO. 101O 
EXPIRES 5 November 1980 

...............
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OFFICE MANAGEMENT 
-'-----{-_"-1--­

MAINTENANCE AND DISPOSITION OF

FINANCE AND FISCAL ACCOUNTING FILES


This interim change rescinds file numbers 306-07, 306-o09, 306-10., and 
3061-13. and adds new file numbers 306-25 and 306-26. These changes 
will bring the AR into agreement with the GAO approved Standard Army 
Civilian Payroll System (STARCIPS) and MODELL SOPs for civilian payroll 
offices. It expires 1 year from date of publication and will be 
destroyed at that time unless sooner superseded by a formal printed 

chanrge;. is being distributed by 1st class mail through the publications 
pinpoint distribution system to all holders of AR 340-18-3; is, as an 
interim measure, issued in other than page for page format, and will be 
included in Change 13, AR 340-18-3. 

7-. 
Page 17, 	 file numbers listed below are superseded as follows:. 

306-07 	 Payroll control files Rescinded. Use file number 306-25 

306-09 	 Individual withholding Rescinded. Use file number 306-26c.

and deduction authori­

zation files . .......


306-10 	 Withholding tax exemnp- Rescinded. Use file number 306-26A

tion certificate files


...... a.306-13 	 Subsistence and Rescinded. Use file number 306-26%- ....


quarters authorization

files


V. 

Page 18, 	 new file numbers are added as follows: 

.306-25. Control Document Files - Documents Destroy after 3 years	 -----------­

maintained for payroll control and

-.•dit purposes, including payroll
 I 
listings, payroll summary control-	 ............

and certification, payroll vouchers, 

-----::-------­

bond issuance schedules, payroll 
control registers, leave control 
registers, other related subsidiary ................ 

control registers, listings that 
reflect payroll changes, refund 

---- -. -- --. ­



: 01, AR 340-18-3 5. November 1979 

vouchers and adjustment schedules 
which relate to those payments, 
except as otherwise provided in this 
section. 

NOTE: Documents which involve or 
relate to a GAO exception will be 
retained until clearance of the 

( 
............ 

.......... 
............ 

............. 

.............. 

.............. 

............. 

exception. 

306-26 Payroll Substantiating Document 
Files. Documents relating to pay 
authorizations, promotions, pay 
increases, pay adjustments, 
suggestion and incentive awards, 
authorization for payment of 
subsistence and quarters, records of 
leave datar withhol'ing-: tax exemp--.­
tion certif-cates, offiiat authIr-i­
za-ions for continuing, changing, 
cancelling withholding or deducting 
amounts from an individual's wages 
for such purposes as purchase of 
savings bonds and health insurance 
and payment of union dues and allot­
ment. 

a.Active and separated 
employees: Destroy 
after 3 years, except 
individual withholding 
and deduction authori­
zation documents - de­
stroy 3 years: after 

- superseded orT-can­
celled.- ' 

SWithholding tax exemp­
tion certificates: 
Destroy after 4 years. 

C.On transfer of 
employee: Withholding 
and deduction authori­

............ 
.............. 

.:Z.'I .- , 

t ........... 

S.............. 

zation documents will 
be disposed of as 
required by ARs in the 
37 ;series and FPM 
regulations. 

Q 

(DAAG-AMR) 

BY .THE ORDER OF THE SECRETARY OF THE ARMY: S:-------l--­
•.. ...... ...... 

... ...... 

------:--­

E. C. Z~YER ........... 

General, United 
Chief of 

States 
Staff 

Army 

._.......... 

............ 

Official: 

Major 
J. C. PENNINGTON 

General, United States 
The Adjutant General 

Army 

.............. 

.............. 

2 

DISTRIBUTION: 
Actiie .Army, ARNG, and USAR: 

DA Form 12-9A requirements for AR, 
and Fiscal Functional Files--C. 

To be distributed in accordance with 
Maintenance and Disposition of Finance 

• ........... 

............. 
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17 September 1976 C10, AR 340-1&--3 

308 PROPERTY AND FUND ACCOUNTING AND

ADJUSTMENT FILES


These files relate to accounting for property and funds, including.preparation

and review of reports of survey and collection action taken thereon.


FTatXo. Description 

308-01 Installation property account files. Files accumulated by De­
partmental offices in staff supervision of property accounts 
at field installations. They include copies of audit reports 
received from the Army Audit Agency, reports on the sta­
tus of property accounts, and comparable documents relat-

Sing to installUation property accounts. 

308-02 Report of survey files. Documents maiut.dned for the purpose 
of reviewing circumstances concerning the loss, unservicea­
bility, or destruction of Government property or funds, and 
for determination of the question of pecuniary or other re­
sponsibility for the absence or condition of articles or funds, 
and action taken thereon, such as reports of survey boards of 
officers proceedings, and other documents concerning reports 
of survey. 

\ Kaote. Unless otherwise specified in AR 735-11, final action 
on reports of survey includes initiation of prescribed action to 
collect the pecuniary charge. 

308-03 Report of survey control register files. Registers and related 
documents maintained to control reports of survey. 

S08--04 Charge collection files. Case files accumulated in connection 
with the collection of pecuniary charges against individuals 
as a result of reports of survey or other adjustment proce­
dures which have been approved by the responsible Army 
sta'ff office. 

Destroy after 2 years. 

Office perfuniuing final review authoor­
- ity: files involving pecuniary liabi li­

ty; Destroy A5 years after comple­
tion of final action. Other filees: 
Destroy after 3 years. 

Other offices: All files, destroy 3 yesars 
after completion of final action. 

ft C/-A• *1- fel-7,­

Destroy after 10 years. 

Destroy 2 years after final action. 

r 
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309 COST ACCOUNTING FILES 

These files accumulate under accounting systems devised to record, classify, E 
summarize, anid report cost of material, labor, and overhead incident to the 
construction, maintenance, and operation of Army installations and facilities 
and incident to operations necessary in accomplishing various Army programs. 
The files described herein normally accumulate in cost accounting subdivisions 
of finance and accounting offices at all echelons. 

File 	 DccriptionANo. 
309-01 Cost ledger files. Documents containing source data for each cost 

account. Included are cost control ledgers, cost detail ledgers, 
comparable documents, and related papers. 

309-02 Cost register files. Documents reflecting cost data by elements 
and subelements of cost. Included are labor registers, supply 
registers, contractural services registers, similar registers, and 
related documents. 

309-03 Cost and performance reporting files. Documents reflecting ac-
tual and programed accomplishments measured in terms of 
cost. Included are copies of cost and performance reports and 
similar or related documents used in preparation of these 
reports. 

309-04 Cost voucher files. Documents containing cost summary data. 
Included are cost distribution, cost summary, and civilian 
labor cost summary vouchers and similar documents. 

Labor and workload files. Documents reflecting detailed cotts. 
Included are distribution of military payroll; individual time 
tickets; foreman's daily reports; record of working time; records 
of work units; summary of work units, man-hours, and labor 
costs; distribution of working time; civilian personnel time 
record; loan slip; labor charge to operating cost; and similar 
documents. 

309-06 Basic cost accounting reporting files. Documents accumulated in 
the preparation of recurring and periodic basic cost accounting 
reports made by operating offices of Army field elements, pri-
mariy for forwarding to higher echelon offices. These reports 
reflect costs in such areas as foreign aid, public information, 
military personnel procurement, maintenance, repair, critical 
materials, and similar areas. 

309-07 Cost report consolidation and summary files. Summaries and 
consolidations of basic cost accounting reports. These files are 
prepared from and contain information in the basic cost ac­
counting reports forwarded by operating offices of Army field 
elements to higher echelons. 

* 	309-08 Principal cost files. Documents accumulating in Corps of Engi-
neers offices which reflect costs of military projects. Included 
are cost-budget summaries for end of fiscal year, MILCON 
report~, feature and subfeature cost ledger sheets applicable to 
the f.re.going reports, and similar documents. 

309-09 Subordinate project cost files. Deferred. clearing, materials, and 
off-etting cost ledger sheets; job estimate summary sheetz; 
and various preliminary and monthly project cost summaries 
used for compilation of data required in preparation of project 
cost summary reports, detailed cost statements, payment esti­
-niate•-• anr,d other permanent cost accounting reports and records. 

Diaposition 
Destroy after 10 years. L 

Destroy after 5 years. 

Destroy after 5 years. 

Destroy after 5 years. 

Destroy after 1 year, or on 
ance, whichever is first. 

discontinu­

. 
;. 

:. 

Offices responsible for preparation of 
report: Destroy after 2 years. 

- Other offices: Destroy 1 year after 
preparation of consolidated report 
or summary of reports, or after 3 
years if consolidation or summary 
is not made. 

Destroy after 5 years. 

......................... 

Cut off at end of fiscal year of financial 
completion. Destroy in CFA after 
10 years. 

Destroy 5 years after preparation 
covering report or record. 

of 
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*310 BANKING FACILITIES AND CURRENCY CONVERSION FILES 
These files relate to establishment of banking facilities at military installations; 
to the control and conversion of instruments to foreign currency; and to the 
purchase and issuance of indemnity bonds. 

FfileY•o. Du.cription 
310-01 Banking establishment and termination files. Documents relating 

to the establisluhment and termination of banking and depositary 
facilities and banks or branches. Included are requests, recoinm­
mendations, authorizations, requests and authorizations for 
extension of services, notices of termination, leases, and similar 
or related documents. 

310-02 Banking operation files. Documents relating to the operation of 
established banking facilities, banks, or branche,s. Included are 
quarterly statements and reviews thereof, reports of services 
rendered and expenses incurred, correspondence related to 
hours of operation and services rendered, comparable papers, 
and related documents. 

310-03 Currency control files. Documents used in oversea commands to 
control the amount of foreign currency in the possession of 
United States military and civilian personnel for the purpose of 
preventing black market or other illegal activities. 

310-04 Currency conversion files. Documents accumulating in personnel 
and fmancoflices, hotels, clubs, unit orderly rooms, and similar 
activities, from conversion of dollar instruments to foreign 
currency; conversion of military payment certificates into 
dollar instruments or foreign currency; conversion of dollar 
instruments into mnilitary payment certificates; or replacement 
of a current issue of military payment certificates by new issue. 
Prior to disposal, files relating to unsettled irregularities or 
discrepancies will be withdrawn, held until settlement of the 
irregularities or discrepancies, and then destroyed. 

310-05 Military payment certificate accountability files. Documentsnmain­
tained by command accountable officers which provide account­
ability data for each series of military payment certificates. 
Included are receipts indicating shipments made or received, 
shipping documents, destruction certificeates, destruction sched­
ules, letters appointing destruction committees, and other 
documents containing daita indicating use, reduction, or increase 
of certificates. 

*310-06 Surety bond files. Rescinded. Function di-eontinued. -

310-07 Indemnity bond files. Original indemnity bonds and related docu­
ments furnished by educational institutions for care and safe­
keeping of Government property and terminated by the return 
of the prope(,rty by the institution to the Army. 

D;spoeitiol 

Destroy on termination or discontinu­
ance of facility, bank, or branch. 

Destroy after 2 years, or on discon­
tinuance, whichever is first. 

Destroy after 6 months, or on discon­
tinuance, whichever is first. 

Destroy after 1 year, or 1 year after 
date of inspection for those files for 
which inspection by an inspector 
general is required. 

Destroy 1 year after outstanding bal­
ances in each denomination of each 
series are liquidated and clearance 
has been received from the Army 
accountable officer. 

Destroy 3 years after termination of 
bond. 

'i.\GO 440A 
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311 GUARANTEED LOAN PROGRAM FILES 

These files relate to the Army's participation in the guaranteed loan program, 
such. as guaranteeing loans made to contractors that have been awarded Army 
contracts. 

File6No. Dascriptonl DispositVon 

311-01 Gaarantee files. Documents reflecting -legal aspects of official Destroy 4 years after case is elosedl, 
guarantees. Included are guarantee documents containing terns, 
agreed to and related papers. 

311-02 Guaranteed loan accounting files. Documents relating to. the ae- De.stroy 4 years after •case is closed. 
counting required in connection with guaralnteed loans-. In­
cluded are vouchers, registers, collection documenta financial 
statements, fiscal reports, ledgers, comparable papers, and re­
lated document-. 

TAGO 156A 
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312 OCE CIVL WORKS FINANCE AND FISCAL FILES 

These files acumulrate in the 0111e ofithe Chief of Engineers and rehlate to all 
aspects of civil works and to-finance accounting. They include files relating 
accounting (in•cldi• codt a-c.u,tng); co.lect:on, deposit,l and L.ur..entn 
of funds; an.d auditIn-"g. 

File No. D-ecriptfon D "',posWtHo• 
312-01 

312-02 

312-03 

312-04 

312-05 

312-07 

312-07 

312-08 

312-09 

312-10 

Finance and fiscal corresno)neiice flies. Rescinded. Use file 
numbers 301-01 and "NI-02. 

General ledger files. Cer-ral iedj'-r sheets which summarize civil 
works transactions. F-ied 5: .nd shets rcpreseting ds­
continued accounts wiLl be cUt , t tho ed of each filsal year. 

Appropriation warrant files. Documents ri:ating to transact ions 
involving authorizations reckiVed by tIhe Chief of Engineers 
from the Secretary of the T.•.a•ry upon the basis of whieh 

moneys are authorized to be v.ithdrawn from the Treasury. 

Contributed fund files. Dcnment. relating to funds con tributed 
by municipalities and lo-al interests for the impreovencnt of 
rivers and harbors. Etitr ines accunuliated by fild offices 
normally are filed with civil worls project files. 

Civil works cost basic repo.tng fMles. Cumulative cost data on 
authorized civil works projects, including projects for the im­
provement of rivers, lakes, harbors, flood control, hydroelectric 
power production, and other aspects of the conservanion, 
development, and use of natural water resources, con-isting of 
quarterly and other reports suJbmitted to the Chief of Engi­
neers by Engineer divi-ions and districts. 

Revolving fund reporting files. reports of financial ecindition, 
plant, properties and equipment, results from operations, 
and consolidated reports,. 

Finance and fscal principal repeortirg files. These reports ccnsitA 
of report on budget status--obligations basis; consol-diated 
status of civil funds; payment to states (grant-in-aid); and 
the consolidated balance sheet, 

Other financre and fiscal reporting files. These reports consist of 
fund availability statement; summary obligations and ex­
penditures; report of real estate receipts; report on real and 
personal property and selected financial assets; summnary of 
civil apprepriations, expenditures and advances; statemnent of 

unexpended balances of appropriations and (Treasury) re­
quest for Iransfers and restorat ions and balances (administra­
tive agencies); and report on obligation. 

Disbursing offcer's accounting ffles. Consolidated statomcnjt 
of accountabiHity and consolidated statement of transactionst 
with related documents, 

Allotment flies. Documents relating to transactions manking 
specific funds allocated to the Chief of Engineers by appro­
priation warrant available for obligation by field instala-­
tions or activities thro,gh iN.an,e of ail-tments. 

ADestroy 10 years afteor the close of 
the f•cRal year invzlve,. 

*Destroy 10 years after the close of 
the fical yc-ar1 voh ed. 

Destroy 2 years after completion of 

project. 

Cost reports for the month of June and 
c•o•solidated cost statements and 
studies: Permanent. Retire after 5 
years. 

Other files: Destroy after 1 year or on 
discontinuance, whichever is first. 

Destroy after 2 years, except that annual 
(30 June) reports are permanent and 

wvill be retired after 10 yers. 

A-Destroy 10 years after the close of 
the fiscal year involved. 

Destroy after 5 years. 

Destroy after 10 years. Retire after 3 
years. 

Destroy after 4 years. 

N 
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313 FIELD OFFICE CI'VIL WORKS FINANCE AND FISCAL FILES 

The,e files accumulate in Corps of Engineer field offices.and relftc to Civil 
Works finance and fi;cal functions. 

1 Il .N'0. 	 Dacriplion 

313-01 Notice of completion of audit files. Nozices received fromn the 
General Accounting OfFice inldicating completion of audit and 
certificates receive,d from the GAO indicating clearance of dis­
buIr:ing ofiicers accounts under ite audizt procedure. 

313-02 Civil works site audit files. Files re6ained in Corps of Engineers 
field offices engaged in civil works futnc'ions for audit by GAO 
representatives. Included are originals of accounts current; state­
mients of accountnbilityv; statemencts of transactions according to 
appropriations, funds and receipt accounts; appropriation 
transfer authorizations; invoices of funds received; schedules of 
transfers from deposit accounts; schedules of withdrawals and 
credits between appropriations and.':er funds; schedules of 
colliciions of special and trust fund recipts; collection vouchers 
and related contracts or other authorizations for the sales of 
services or commodities; procurement bureau vouchers:; purchas:( 
orders. delivery orders, and other obligating docunents except 
contracts formally executed by both parties; receiving reports;: 
invoices; procurement bureau voucher schedules; deposit refund 
vouchers or other authorizations or refunds; bureau vouchers for 
cost transfers; adjustment vouchers to effect correction of errors 
in the citation of funds where adjustment is authorized to be 
made by disbursing officers; schedules of canceled checks; pay­
ment estimates and partial payment records; and other original 
documents essential to support the receipt or disbursement of 
funds. Also included are authenticated copies of contracts and 
modifications thereto formally executed by both parties and 
copies of invoices of funds transferred to other disbursing officers; 
certificates of deposit; adjustment vouchers to effect correction 
of errors in the citation of funds certified by Treas.-ury Depart­
mient; checks drawnm; reports of US savings bonds issued and sold; 
statement; of de..pos_itory accounts and reports of checks drawn: 
reports of receipts. payments, and related transactions; bureau 
voucher sbchedules covering paymnents cf public vouchers for 
transportatitmn charges; bureau voucher schedules showing 
amounts of deductions frora vouchers ,o be held in deposit 
account-; Government transportation requests and bills of 
lading; li-t. of unpaid and uncollected bureau vouchers as of 
beginning and end of year; and copi-_- of other documents 
esientinl i, •slpprrt the receipt, deposit, or disbursement of 
funds. 

.1ol. Thl f,lxwing excepltions to di)o,,hion standard- are 

anpplicable to thesce Site audit files: 
a. Bur.eau 'v.nch,rs on which colloc-i:-n or paymeNt actions 

haive 	 not Ii. n c.l pleyd at the cad of the fi-cal year will be 
ff,n.-o.hersbrought f,,rward f.,r c(,ffcw with 	 for the next 

1*.Jra:I-:Ainl.1 ,.f - ,.i. ,.d 0i.-5 , <;.k . :r,., i tin . t., tim," 
up,',t r. ,.-i s..:" th:.: -fie,,i- a•u hiriz l..!..1 ,.- p.. ,:, record of all 

• 2'•es ,,,.! •r..:•.(;.• ,• v.!• , .• . .,] z: "0, Z;-,,of 

Tt r,y a:fteir 10 yearz. 

...... 1 .• 1 5 
-. .. M, 	 8 ... •:.. ....... .... $ h.. 


Et'"d"t.. . fi ua 2 O, 1075: 
Destroy after G years and 3 months. 

Transfer to the appropriate Federal 
Archives and Records Center, after 
3 years or upon completion of site 
audit, whichever is first. Civil Works 
Contract Files, described in 1403-2G 
and 1510-10, upon which final pay­
mnent has been made in the same 
fiscal year, will be transferred together 
with (but not interfiled with) these 
files. Duplicate copies of contracts and 
modification will be withdrawn and 
destroyed prior to transfer of the 
r,.maining file.. 
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313-02 Civil works site audit fi!es.-Continued

c. Voucher s•ehedulek- and supporting baicl d.cuumeits covering 

l,aytints for transportation services will be forwarded month:y 
t, the Fiscal Mana?ment Branch, Transportation Division, 
GAO, 441 G S:reet NW., Washington, DC 2054S in accordance 
with paragraph 4000.10, Title 5, GAO Manual. The originals of 
all contracts with conmmnon, contract, and charter carriers for 
line haul freight or passenger transportation services, including 
passenger charter agreements, but excluding contracts for local 
storage, drayage, and hauling, will be transmitted on a current 
basis to the Fiscal MIanagement Branch, Transportation Divi­
sion, GAO, 441 G Street NW., W•ashington, DC 20548. 

d. Files relating to outstanding exceptions, unsettled claims by 
or against the United States, incomplete investigations, cases 
under litigation, or any other matter involving a specific request 
will be retained at the site until satisfactory clearances thereof 
are obtained, after which they will be forwarded to the appro­
priate Federal Records Center for association with other ac­
counting documents. 

c. If storage of unaudited records presents a problem prior to 
expiration of the 3 year retention period, a request, through 
channels, should be made to the Chief of Engineers to obtain 
instructions from the Chief, Records Management and Services 
Branch, Office of Administrative Services, GAO, Wakhington, 
DC, with respect to disposition of the records. 

313-03 Disbursing officer's voucher files. These files accumulate in offices 
Swhere the GAO central audit procedure is used. They include 

copies of payment vouchers with receiving reports, copies of 
contracts, purchase orders, delivery orders or other forms of 
obligating documents, and invoices in whatever form; and copies 
of collection vouchers with copies of sales or service contracts or 
authorities of whatever form. 

313-04 Finance and fiscal principal reporting files. Annual reports of status 
of appropriations and funds. 

313-05 Fiscal accounting files. Interim reports of status of appropriations-
and funds, advices of allotment and revocation of allotment, 
records of apportionments, allotment ledgers, journals sheets, 
proof shcets, registers of obligation documentz. and comparable 
documents. 

313-OG General ledger files. The:-- cons-ist (if gemier:al ledger sheetzs or 
co-imparable d,:,cumentýs. 

313-07 Voucher register files. Calsh receipt register-. cash disbursement 
registers., accounts receivable registers, accrued expenditure 
regi.•trs. jourr:al voucher register., and -aimnmry journal vouch­
er.; prepared frornm h,se registers. 

313.-OS Vendors paid obligation files. (Copi(- of paid ,,li:tioC d1cu:tor-ni's 
and tra ;zi,,-rt:ti,,n invx icf-e~ 1.ii iw,-d w 1.-y,f .•n nalphaln ie:lly 
ve d,,**r-. 

313-09 Accounts payable card file. ('ard- rdl-h.1' ,. i:i,.,- :,ai d.-­
',ur,-.m (.nts mainai.nh:? : !Idh:d, ir::l I,. \,., l.:-. int •i.. ..1 
vend.,r' paid h,ll:.(a il-. 

S-10 Miscellaneous accounting files. (Gv,r:ilhI.d .1.: : 1i,, -. c..-t 
and financial smu.,mariez. report4 ,.f civili: 01 r-,.*n.l stre-g'h 

17 Sep-emier 197T 

1. 

Destruy 0 years after end of fiscal year 
in which payment or collection is 
effected, provided there are no out­
standing claims, exceptions, or pend­
ing litigation in connection therewith. 

*Destroy after 30 years. Retire to 
the Federal Archives and Records 
Center serving the geographical area 
after 10 years. 

Destroy 10 year• af.ter end of FY (,f 
preparation. 

De4troy filled sheets 5 ve.r0after ac­
count is discontinued. 

Destroy 5 year-c after ecid of F Y of 
preparation. 

De-ir,,y after year-. 

lN--t.•r,,/ 3 y,.:r- :.f!(:"
t.h'iie erd. .:ili-i et,ti*t* en 
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SAugust 1979 C 12; AR 34.•-18-3 
File No. Descr•FU'• 

31-11I Temporary operational files. Copies of procurement bureau 
vouchers, procurement bureau voucher sehedulee, bureau 
vouchers for cost transfemprs journal vouche-rs, and similar docu­
ments prepared for temporary operatioxl;i pinup .ee. 

313-12 Audit files. Division and district aunditors' audit reports and 
accounting review and examination reports, withL working 
papers and copies of re-ports and related papers acunulated 
by the audited or ins-pected installation pertainuing to a'l%dis 
reviews, examinations, and hinspections by higher auth.orityy a•r, 
outside agencies. 

313-13 Cost accounting principal reporting files. Documents relating 
to co0st accounting in Corps of Eirnginecers field oces. InclAuded 
are recurring oand periodic cost reports such as fiscal year cost-
budget s.umimaries, revolving fund financial reports, and eom-v 
parable docum,-entstubfmiitted to higher echelon offiees. 

313-14 Cost accounting subordinate re.portin-g files. Interim reiorts of 
the nature listed as principal -reportsabove, reports of ope-a­
tion of shops and other faeilioties reports of cost. of opera.tion 
rad soge of pa.s¾nger vehicles, and comparble reports. 

Project aostruction work erder fles. Cost dt-a, such as work 
,I,t'Iestimnate sunun•a.ry sheets iniwhatever form, for 

p-,:jecttosmructi,rien work. 

313-16 Project construction work order cost fies. Work ordo-r cost 
ledgers, feature and subfenature cost ledgers, and w'ork order 

Dispozodto 
Destroy 1I year after the month of 

preparation, except copies of bureau 
vouchers may be ret.ined until conm­
pletion of payment or coillection. 
Earlier destruction is authorized as 
files serve their intended purpose. 

Destroy after 2 years, except audit files 
relating to cost reimbursable type 
contractsvwill be: destroyed 0 years 
after finallreinbn)lmrsoement, is maRd. 

*Destczroy aftet 30 Vyea,rs. Cut off at 
end of FY preparation. Petire to 
Fediral, Archives and Records Cn•ter 
servping the g.eogr"pical areaa..afer5 
years. 

Destroy after 5 years. Cut off at,a.d of 
FY of prupration. 

Destroy 6 ye-,rs after e(d 'A FY in 
which project, or arty tho­
ized modifi( a an % o•,p tied. 

Dest,,roy after 30 yCea-. CuAt off on com­
pletion of project. PRetire to Fer:l 

compnletion remports for project construcition, inchudng vandone Archives and Records Cen(ser searving 
engineerin,g and . . idesigA 

313-17 Project woroNlder cost fies (for oIher than construction). Worlk 
orders, work order cost ledgers, feature andI subfeature cost 
ledgers, and work order completion reports, for project work 
other than construetion, including plamnning, preliminary ex­
aminations antdd urvey, arld andvanwe engineering and design 
for projects which have been determined unfeasible. 

313-18 Project plant in service subsidiary ledger files. Cost ledgers 
covering costs of pr.oject plant in service, and retirement work 
in progress cost ljedgers, fr multiple-purpose projects incluing 
power. 

313-19 Revolving fund plant in service cost files. Plant in service cost 
ledgers, plant .equi:ition in progress cost ledgers plant rental 
comnputations, card records of annu,al charges to.plant rental 
accounts, plant retirement work in pro,gress co t ledgers for 
Revolving Fund nongroup items of plant, andl comparable! 
documents. In thoe event plant is traniferred to another dis­
trict or division, plant rental computations anrod card records 
of annual charges to plant rent.al account will be transf'rred 
to the district or division receiviing the plant. 

the geographica l a1rea after 5 yea rs. 

Destroy G years after end of FY of 
preparation or after project is d•ter­
mined unfeasibie, as appiieablle. 

Destroy after 30 years. CAut off ,n co­
pletion of project. Retire to Federal 
Archives and Pecords Center servng 
the geographical area after 5 years. 

Destroy 3 years after ernd of FY in 
wh;ch plant is disposed of. 

2A 
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313-20 

C 12, AR 340-18-3 1 Aug,.L 1979 

File No. 

313-21 

313-22 

Descr'*pNivs 
Other cost ledger files. Project stock, deferred, clearing advances, 

engineering and design, administrative, and offsetting ac­
counts, accounts representing work in progress for others, 
and, before fiscal year 1954, financial accounts; and Revolving 
Fund and former Plant Allotment accounts for group plant 
acquisition in progress, group plant retirement work in prog­
ress, monthly summaries of plant operation, office furniture, 
equipment, tools, stocks of materials and supplies, work in 
progress for others, plant rental, other deferred and undistrib­
uted items, transfers of assets to and from other Government 
agencies and other district and division Revolving Funds 
without transfers of funds, advances for services and com­
modities. leave, insurance, plant and equipment services, ware­
housing activities, shop and other facili-ty services, and general 
administrative services. 

Basic and intermediate cost media files. Daily labor reports cost 
sheet portion of time and attendance reports; requisitions on 
storekeepers; reports of materials and supplies issued from 
warehouses, reports of operation of plant; cost distribution 
vouchers; registers of cost distribution vouchers; recapitula­
tion or distributions of cost of labor, materials, or plant usage; 
journal vouchers; and similar cost accounting media. 

Civil works finance and fiscal supervisory files. Documents main­
tained by Corps of Engineers division offlices that duplicate the 
files maintained in subordinate offices, as described in this 
category. 

Disposi~ion 
Destroy 6 years after end of FY in 

which ledger sheets are filled or the 
account represented is discontinued 
as applicable. 

Destroy 6 years after end of FY of 
preparation. 

Destroy 1 year after the prescribed 
cutoff for the subordinate office copy. 
Earlier destruction is authorized. 
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1 August 1979 C 12, AR 3046-18-3 

314 NONAPPROPRIATED FUND ACCOUNTING FILES 

These files accumulate from certain revenue producing and welfare activities 
designed to contribute to the pleasure, comfort, contentment, and mental and 
phyvsical improvement of military and civilian persomnnel of the Atmy. Disposi­
tion of other nonapropriated fund les, for exa.mple, supply files, will be found 
in the regulaftion gove'arningf disposition of such functional files. Documents 
described in this regulation which are involved in unsettled claims, incomplete 
investigations, pending litigation, criminal action, or miiitary disciplinary 
action will not be destroyed until completion of claim, investigation, litigation, 
or other necesssary action. 

FileA. Docripto 
314-01 Central principal nonappropriated fund account files. Le-dgers, 

journals, financial statments., and comparable documents 
refleting revenue rce ts ar•nd distribution and the total avail-" 
ability of Army-wide ono-pprepriated funds. 

314-02 Central subsidiary nonajsrpriated fund account files. Docu­
ments reflectin• operaflton of various nonappropriated funds. 
Included nre vocnets, can eled cheeks, ban'k st atements, 
budget documents, stattistical r-ports, nd similar documents. 

Central nonappropriaied fur;d loan and granmt files. Docurmets 
relating to loans and grants from central nonappropriated 
funds. Included are requests for loans amd grants,;lcan instru­31 4-W4. ments, papers refectin•g pyrcents and, nona •-ents, and 
simrilar docume••nts. 

3.tt4 -U4 Central nonappropriated fund financial reportinAg files. Reports 
and directly related documents submitted by activities re­
ceiving or utilizing nonappropriated funds. 

Nenappropriated fund bank deposit insurance fles. Documents 
relating to arrangements with the Treasury Department for 
protection of nonappropriated fund bank deposits which ex­
ceed the coverage provided by the Federal Deposit Insurance 
Corporation. 

314-06 Nonappropriated fumd securities files. Documents reflecting 
securities and bonds owned by nonappropriated funds. In-
eluded are subsidiary ledgers (showing bond type, cost, in­
terest, appreciation, and maturity date) and custody receipts 
issued by the US Treas:ury or banking institution, 

314-07 Nonapproprilated fund statement and reporting files. Financial 
statements and reports including inspection reports and re­
lated documents pertainin.g to nonappropriated funds pre­
pared by units administering the funds and forwarded to 
higher headquarters. Copies of statements and reports retained 
by the preparing units will be disposed of in accordance with 
appropriate standards in this section applicable to nonappro­
priated fund account files. 

liiuxsiton 
Offices performing Army-wide staff re­

sponsibility: Destroy 10 years after 
the close of the fiscal year involved. 

Office performing Ara-•y-wide staff re­
sponibility: Destroy after 5 yars 
except that lces pertinent to a ei-'vil 
claian, eriminal action, or military 
disciplile action will be destroyed 4 
years after cloxe of cllan or action. 

Offices performing Army-wide siaafftrs­
sporjsibility: Destroy 5 years after 
close of transac.tion, 

(Offices performing Armiy-wide staff re­
sponsibility: Destroy after" 3 y rs. 

Offices of the Army staf: Destroy af'tIer 
8 years. 

Other offiees: Destroy when superscded 
or when account is closed. 

Offices performing Army-wide staff re­
sponsibility: Destroy 5 years after sale 
or redemption, except custody receipt 
will be surrendered to issuing agency 
at the time of sale or redemption. 

Other offlees: Destroy 3 years after sale 
or redemption, except custody receipt 
will be surrendered to issuing ageney 
at the time of sale or redemption. 

Destroy after 1 year, or on discontin­
uance, which ever is first. 
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FrU No. 
314-08 Check Khding pifvege Xls, Documents relating to advancing, 

revokh!ng or suspending, reustoring, and general supervision 
of check es jA:viges. IncludeIcd are litters to individuals 
about bad ks, wr.ng2s that a recurrencei inissuing a bad 
chek may result In wvIthdrawing check caslang priviOeges; 

n ces from baks that the b•ank was in error; notices to activ­
ities th.t chck casng privileges have been suspended or re­
stored for cetain ndividur and related pupers. 

3al-09 *kNoanapp; optWt fund am"unt files. Documcnts m1eiating to the 
rccpt,, d'iburscrent, and administration of nonappyropriat.ed

5 .. 
dry, Vocionta Trnd g, Civplain"s, Book Dopa.rtment, 

cer and N commssoned Ofileeor OpenM s, Post Res­
taurant, B.<-ing ..' Club, Hosptal: Army Gift, and 
sim1a1r fund,included are ledgers, journals, council boo:s, 
eash receipts, check bookq cnn-e"ed cheeks, doeposit slips, bank 
s'at;nlesis, vouche,rs invoces, nveOA1Ste, re.ordt, rianpened 
state.n•ts eAd aeprts, safQkeepLng deposits, potty cash 
voucher, petty cash summary vouchers, thortion control 
reords, and other docun"t constit-tg in-tgal Part of 
the accounting sy:tem for ucmh funds. 

Naote. Prior to uthorzd r a cref search of the 
Ecs w:ii be made for any cash, US Treasury cheeks, Govern­

mont scuriies, and s,aekep,in receipts. 'When any such 
itens are found, the records w fi ,t be destroyed, but wiM be 
reported to jQDA(DAAj-CM: C -) WASH DC 20314. 

fund# suh W.',e, Unit, Isnaate's, Com.alnrdant's, Sun-

IR-k,aded., U fsle NV=ber 31:•-0. 

a•T•I Pes. -oer and 
officer open mess and rsaurnts mess che.ks; bowIng ce,nter 

ore she-'ts or sumarics thereof; ch eck gisters; golf course 
anddrv,g rnge fee regirs;ý nursery fee regters; bed cards; 

dMily bngro, and n-Ie-y a-ctivt.y reports; monthly feed, crop 
prodnto•n, avnd farm matcrials reports; cash register t,apms and 
saics sOipq; cashVer's repoW-s; nnd simadI,z subsidiary documncas. 

'S1a NAI ecy t O noncommiasasoned 

31f- 12 NAF esbEshent fIes. Docuuonte rfdating to the estaMbish­
lmet of nonpprp td fund e÷tabihment of disbursement 

Enmit'at. ppinmnt of c-ustodianzs end council members, 
and estabAishment of constitutins and bylaws. Included are 
or&drs; b-ylaw-s, constitutions, and changes thereto; and similar 
oTmcial fund . . docalu ents. 

314-13 NAF irnurts af meeting iles. Mnutes of meetings of councils 
and boards of governors a.ppoet•-od to a-cuminsster nonappropri­
ated funds as prescribed by directives, regulations, consti1u­
tions, bylaws, and shimlar regulatocry ma,edia. Included are 
minuts oCfm0c.t'ngs and d!rectly related docuaments. 

314-14 Rescinditd. Use file number 314-09. 
314-15 Rescinded. Use file number 314-09. 

314-16 Resehnded. Use file number 314-09. 

311-17 Individnal trmsactlion files. D icuments reMating to trv-tasicticiis 
within the Az-my, with other Covernment agencies and cm­
ployces, and with nongovernmenta•i organizations and indi­
viduals. Inclutded are purcht:se orders, contracts, invoices, re­
ceiving reports, vouchers, xreg,ter, loan-m contracts, and similar 
or related d-cumeants. , 

.v, , 

1 August 1979 

DLSpmstioI& 
Destroy after 3 years, or on discoon­

tinuance, whichever is feit. 

Destroy after 3 years, except that bound 
books, ledgers, and journals will be 
defstroyed 3 years after date of last 
cut'ry therein 

A a a 

DGstroy after 1 year provided filcs have 
been audited, except that bowling 
center score sheets will be destroyed 
1 monat afteor verification. 

Destroy on supersession or destroy with 
related fand account records on dis­
solution of the fund, as appropriate. 

Destroy with accounting fund records 
related to actions prescribed wit.hin 
the recorded minutes of meeotings. 

Documents relating to transactions for 
more than $2,500: Destroy after 6 
years. Documents relating to transac­
tions for $2,500 or less: Destroy after 
3 years. 
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1 October 

File No, 
314-18 

314-19 

314-20 

314-21 

314-22 

314-23 

314-24 

314-25 

314-26 

314-27 

314-28 

314-29 

TAGO 304A 

1978 

Decription 
Nonappropriated fund report of audit files. Documents accumu­

lating from audits performed pursuant to AR 36-5 and AR 
36-75. included arc reports of audit with directly related 
papers, such as financial statements and correspondence 
relating to actions taken. 

Rescinded. Use file numbers 316-02 and 316-09. 

Rescinded. Use file numbers 316-02 and 316-09. 

Nonappropriated fund individual employee pay record files. 
Documents reflecting ll earnings, deductions, adjustments, 
bond issuances, and similar matters, concerning each indi­
vidual employee paid from nonappropriated fund.' Prior to 
shipment, documents will be arranged in a single alphabetical 
order. 

Nonappropriated fnid employee leave files. Individual leave 
cards, time and attendance reports, applications for leave, 
and similar documents pertaining to nonappropriated fund 
employees. 

Withholdhing tax exemption certificate files. Copies of Treaesury 
Department TD Form W--4 (Employees Withholding Ex­
emption Certificate) forms executed by civilian employees 
paid from nonappropriated funds. 

Nonappropriated fund employee insurance fiBes. Documents 
relating to the administration of group life, health, and ac­
cident insurance programs and retirement plans for NAF 
employees. Included are requests for group insurance, agree­
ments, waivers, requests for discontinuance, applications for 
insurance, beneficiary designations. notices of employment 
termination, statements of contributions, similar documents, 
and related papers. 

Withholding tax files. Documents reflecting wages withheld 
from employees' earnings. Included are reports to employees 
of total earnings and taxes withheld (TD Form W-2), reports 
to the Internal Revenue Service of total taxes withheld, and 
similar documents. 

Position schedule bwnd files. Documents related to fidelity in­
surance coverage for custodians and employees of nonappro­
priated funds. Included are ofcial agreements and other 
bond documents, list of positions covered, list of individuals 
filling positions, and similar documents. 

NAF payroll control files. Documents used in controlling pay 
to employees. Included are time cards, time sheets, time and 
attendance reports with attached evidence of court or military 
service, overtime authorizations, copies of notifications of 
personnel actions, copies of applications for NAF retirement 
plan and/or group insurance plan, payroll change slips, and 
other documents used to assure proper payment. 

Payroll deduction fles. Documents authorizing payroll deduc­
tions. Included are bond deduction authorizations, health 
insurance payment deduction authorizations, and similar 
continuing deduction authorization documents. 

Authorized timekeeper list files. Documents indicating or 
appointing individuals responsible for timekeeping. Included 
are lists, memorandums, and communications. 

C 11, AR 340-18-3 

Disposition 
Offices responsible for conducting audits: 

Destroy after 3 years. 
Other offices: Destroy after 2 years or on 

discontinuance whichever is first. 

,Destroy after 56 years. Forward 
annual blocks to the National Per­
sonnel Records Center, GSA, 111I 
Winnebago Street, St. Louis, MO 
63118, after 3 years in CFA. 

*Destroy after 3 years. 

Destroy 4 years after supersession of 
form or termination of employee. 

Destroy 6 years after termination of 
involvement by the NAF activity. 

tl'kItjU6'f W9 

Destroy after 4 years. 

Destroy when superseded, obsolete, or 
on discontinuance. 

Destroy after 3 years provided audit has 
been made and exceptions or irregu­
larities have not been reported. 

Destroy 2 years after separation of 
employee or cancellation of authori­
zation. 

Destroy when superseded or obsolete for 
any reason. 
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315 ARMY AND AIR FORCE MOTION PICTURE SERVICE ACCOUNTING FILES 

(RESCINDED) 

[Next page is 37] 
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1 August 1979 " C 12, ARI 4 3 

316 AU••DITING SERVICZS FILEST 

These files relate to audits performed by the Army Audit Agency and the

General Accounting Offilee in perfo-mnance of their designated missions and to

internal review, internmal control, and ronappropriated fundaudits performed


firms, 


other agencies.

by commands, the Army Audit Agency, certi^ed public .accountin.-g or 

Fik NO. DerpinDi"PwWton 
316-01 GAO audit reporting files. Documents relating to. reports of GAO contract audit reports: Dispose of......


audit made by the General Accounting Office. Included are in the same mannier as the related

notices of intent to audit, copies of documents furnished GAO contract files. I

representatives, copies of tentative findings and recommenda- Office of The Ins,ecC eneral: Final

tions, advance notice of major fi4ing•r reports of major find-
-•s, GAO reports and final rr-plies to GAO 

...................
ingZ, report of exit confcrences, aft.- reports, final reports, - &aft reports: i yes. 
follov.up progress repcrts, eomm ts relating to the reprts,A Retire after 3 years in CFAIRe­

and comparabic and related documents. "< maining documents: Destroy c-n conm­
,otc. Documents accumulated by of'ces other than those pletion of all related acts. 

designated as central point of contact (4AR 36-20) should COffCees designated as central point of 

be identified with the function of the accumulating office. contact: Destroy after 10 years in 
CFA except that. GAO draft repeortts 
may be destroyed on receipt of fial 
report. 

316-02 Internal review files. Documents relating to review and examina- OMces making the review: D •stro after

tion of operations to ensure proper protection of assets; compli- 5 years.

ance with policies, procedures, and objectives; and the ac- Other oflcos: Destroy after 3 ycar,or

curacy, propriety, legality, and reElability of actions taken pri- on disco.tinuane, whiahever is first.

marily in connection with the use cof assets. These files accumrnu­

late as a result of commands making review of their own.........

operations, supervisory and A:rmy Staff cTfieces making review


-of their subordinate commands, and as a result of supervisory ­
and Army Staff offices receiving the results of reviews made bysubodinte cmmad•.",,- - • 2-'...... ............
"•.•v•. 
subordinate commands. Inc'luded are rnepo..ts and directly re-Cj 
lted correspondence.V o . 

Note. Documents used in conncetian wi.th making reviews, 0 --- ,:Z;, ,_ O .................. 

such as documents reflecting operaticns and procedures and 4.-= 

documents developed for statistical, control, or investigative 4. " • -•' •-. • .W - • .................

purpose should be disposed of as auditing service reference 4 .

paper fles. ,


316-03 AAA audit reportingfles. Copes of US.-ArmynAud.it Age:•ncy audit O..n ce of The -T ,• Geno.ral: De-t...C.....

reports, command replies, HQDA staffling actions,, followup stroy after 10 years.


acti6ns, cosut actions, and relate:d correspondence. Other o-es: Destroy after 
r................


316-04 Military estabucshment audit- fles. Dr•.. s -.crcated ora c- U.AA.A O. ces: Destroy aft-er issuance

cumulated by the US Army Audit Agency n the verformance of the final audit report, of the next ::::::::

of scheduled and spc-ial audits of Deartraent of the Army completed audit, or 2 years after

commands, instaa; tions, and actiKt'. Irncluded are audit re- deactiva.tion of commanrd, h.'ta,,:tion,

ports, auditors' woL1kpapers, survey reports, and relted docu- activity, or 2 years after determine­

ments. .. 4on is made that a subsequent audit ..........


Arote. This file does not. include audits of American National vil not be conducted, whichever is ............... 

Red Cross and Nonappropriated Funds. applicable, except thait: 
a. Files pertaining to purely adm:inis-d:..... 

trative matters may be destroyed 
- .LZ on completion of the coranand r- ............... 
A •8 Plr,y process. .Y.............!Vl - C/-r] o oo ,..... to.............
No-sfli1.. f 5i 1 shing infolration to a 

requestcor or audit control point 
nmay d,estroy internal ass-ist audit 
filecs 1 year after information is 
furnished. 

TAGO 1VfiA t17 : 
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Dacr :,l.`c1:c 

Ver~tial audit files. Rescinded. Use file number 316-04. 

Lateral audit files. Rescinded. Use file number 316-04. 

Special audit files. Rescinded. Use file number 31G6--04, 316-13, 
or 316-14, as appropriate. 

Contract audit files. Rescinded. Function transf-erred. 

Audit background files. Documents created or accumulated by 
the US Army Audit Agency rclating to the organization, func­
tions, relatlionslhps, policies, financial capabilities, operating 
procedure--s, production methods, records and facilities, pre­
vious history, and physical size and location of military com­
mands and Ar-my Installations and activities subject to audit 
by the US Army Audit Agency. 

Audit control fies. These files are maintained by the UoS Army 
Audit Agency in connection with controlling audits and include 
documents reflecting all audits performed, installations and 
activities audited, periods of audit, sched-limg of audits, time 
budgeting, and related or similar information required for ad­
ministreative, statistical, or control purposes. 

Internal assist audit flies. Rescinded. Use file number 316-04. 

Pre-award contract advisory service evaluation flies. Rescinded. 

American National Red Cross audit Mies. Documents relating to 
scheduled and s~peeial audits of the various elements of the 
.arican Natiol Red Cross-:, a.s provided by AR 930-53. In-

eluded are audit reports, auditor's workpaper, and related
docum-e nts. 

Nonappropriated fund audit faIles. Documents relating to the per­
formance of scheduled and special audits of nonappropriated 
fund activities by 7SAA.A and CPA firms. Thc-se documents 
are aecumulated by offices of the USAAA. Included are eudit 
reports, auditors' workpapers, CPA repoets and correspond­
enc, and rrat.d documents. 

DAS audit reporting files. Documenut relating to reports of 
audit conducted by the Offiee, Defense Audit Service (DA.S), 
Oce, Secretary of Defense. Included are notices of intent to. 
audit, preaudit surveys, tentative findings and recommenda­
tions, audit reports and command comments, and other official 
correspondence and related documents. 

1 	August 1979 

c. 	Survey reports and related work-
papers may be destroyed when ob­
solete, superseded, or no longer 
needed. 

d. 	Audit workpapers will be destroyed 
1 year after completion of the com­
mand reply procedures closeout. 

USAAkA offices: Destroy when obsolete, 
superseded, or no longer needed. 

USAAA offices: Destroy after 2 years. 

QS,444 OMCrr. 
.At Cu.. .L: copy' C Record of 
Annual , , American Na­
tional Red Cross Audit epo-rt; De­
stroy in CFA aftc:~if years. Other 
documents wilR be destroyed ;* 
after completion of .. l ".t.rfK 

AUSAAA and CPA audits: Destroy 
after completion of next audit per­
formed by either USAAA or CPA. 

Ofe- of The Inspector General: De­
stroy after 5 years. 

U.S. 	Army Audit Agency: Destroy after 
3 years. 

Audited comm.ands: Destroy after 2 
years, or 1 year after completion of 
all related actions, whichever is later. 

Other 	oefflec providing input: Destroy 
after 1 year. 
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317 ACCOUNTS OFFICE FILES

These files accumulate in Accounts Offices as listed in AR 37-102-1 and

offices performing comparable functions. The files relate to disbursement,

collection, and accounting activities within established areas of the Depart­

ment of the Army. 

File No. Description 

317-01 Fiscal reporting files. Documents accumulating in accounts 
offices and used in preparation of reports reflecting dis­
bursement and collection transactions of all finance and ac­
counting officers under jurisdiction of the specific operating 
agency. Included are summary of soldiers' deposits and re­
payments; net expenditures, reimbursements, and related 
cash transactions; Air Force cross-disbursing data; OSD 
transactions; Navy and Marine Corps transactions; Coast 
Guard transactions; consolidated statement of accountabil­
ity; Army National Guard paid drills; reconciliation of DO 
deposit fund balances; Airmen's deposit and repayments; 
comparable reports; and related documents, including con­
trol registers for net disbursements and detail and sum­
mary electrical accounting machine cards. 

317-02 Status of funds reporting files. Status of funds reports for 
current fiscal year and prior fiscal years, flash reports on 
current month obligations, advance reports of cumulative 
obligations, and related documents. 

317-03 Detail tabulating card files. Detail tabulating cards and re­
lated documents prepared to show data received from dis­
bursing offices, fiscal stations, and property offices and used 
in the preparation of listings and reports. 

317-04 Summary tabulating card files. Summary cards and related 
documents prepared to show data received from disbursing 
offices, fiscal stations, and property offices and used in the 
preparation of listings and reports. 

317-05 Adjustment files. Adjustment vouchers, journal vouchers, and 
similar documents received from disbursing officers for use 
in adjusting fiscal records erroneously reported on disburse­
ment and collection vouchers. 

317-06 Funding and allocation voucher files. Allotment documents, 
journal vouchers, and similar papers received from fiscal 
stations for reporting activity on budget programs and ad­
justing fiscal accounting classifications reported by fiscal 
stations. 

317-07 Headquarters financial statement files. Financial statements 
and related papers prepared from summaries and recapitu­
lations of data furnished by fiscal stations. 

317-08 Daily expenditure transcription and summary files. Documents 
prepared from data furnished by finance and accounting of­
ficers on all collections, disbursements, transfers, and ad­
justments and used as detail records to obtain summary 
information for monthly and quarterly reports. Included 
are disbursing officers' summaries, appropriation gross and 
net control, Treasury statements, expenditures by purpose 
and reimbursements, and data for consolidated register of 
net expenditures. 

317--09 Collection and disbursement files. Documents reflecting vouch­
ers processed daily by disbursing officers. Included are cop-

Dispotition 

Retained copies of vouchers accompa­
nying reports: Destroy after 
months, provided reconciliation 
with the related report has been ac­
complished. 

Consolidated statement of accounta­
bility report (with all directly re­
lated papers) and control registers 
for net disbursements: Destroy af­
ter 2 years. Related detail and sum­
mary EAM cards: Destroy after 6 
months. 

Remaining files: Destroy after 1 year, 
cut off at end of FY 

VL-estroy after 1 year, %.eptstatus of 
funds report for current FY and 
prior FY for June will be de,tre'd 
after 10 years. 

Destroy after 6 months. Cut o. at the 
end of each month. 

Destroy after 6 months. Cut off at the 
end of the FY. 

Destroy after 3 years. 

Destroy after 2 years. 

Destroy after 2 years. 

Destroy after 6 month. Cut I

end of FY.


Destroy after 2 years. 
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File No. Description 

317-09 Collection and disbursement files.-Continued 
ies of schedules and collections and disbursements consist­
ing of detailed tabulations submitted to }he General 
Accounting Office. 

317-10 Daily register of transaction files. Register sheets and directly 
related papers which reflect daily transactions. 

317-11 Cycle expenditure transcription and summary files. Tabula­
tions prepared from daily expenditure transactions to ob­
tain a biweekly recapitulation of expenditure transactions, 
including X-30 and disbursing officers' recapitulations; ap­
propriations gross and net controls; expenditures by pur­
pose and reimbursement files; expenditures by fiscal office 
files; and related documents. 

317-12 Register of net expenditure and reimbursement files. Registers 
and directly related papers containing accounting data for 
use in connection with daily expenditure transcriptions and 
summaries. 

317-13 Monthly expenditure transcription and summary files. Docu­
ments consisting primarily of copies of tabulations prepared 
from cycle expenditure transactions to obtain a monthly re­
capitulation of expenditure transactions which are reported 
to the Chief of Finance and other headquarters. 

317-14 Daily register of budget transaction files. Tabulations and re­
lated papers, prepared from data furnished by fiscal offices, 
on budget programs and used as detail records to obtain 
summary information for monthly reports. 

317-15 Monthly budget summary files. Tabulations and related docu­
ments prepared from daily budgetary transaction date and 
used to obtain monthly recapitulations of -budgetary trans­
actions. 

317-16 Monthly and quarterly budget reporting files. Copies of 
monthly and quarterly reports with related papers which 
have been prepared from data in the monthly budgetary 
summary listings. 

317-17 Property transcription and summary files. Documents reflect­
ing pertinent property data. Included are monthly stock 
value listings, monthly summary listings, monthly listings 
by transaction code, and reports of status of stores by ac­
count, such as copies of tabulations of receipts and issue 
and stock values reported by property offices. 

317-18 Accounting classification audit files. Documents used in verify­
ing the correctness of accounting classifications cited on 
collection, disbursement, and adjustment documents. In­
cluded are master numerical lists of valid accounting classi­
fications and related papers. 

14 August 1969 

Di8position 

Destroy after 10 years. Do not retire. 

Destroy after 1 year. 

Destroy after 5 years. 

Destroy after 1 year. 

Destroy after 2 years. 

Destroy after 2 years. 
\ 

Destroy after 1 year, or on discontin­
uance, whichever is first. 

Destroy after 1 year, of on discontin­
uance, whichever is first. 

Destroy all lapsed accounting classifi­
cation at the end of each fiscal 
year. 

)\•
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318 CONSOLIDATED FINANCIAL FILES 

These files accumulate in the USA Finance and Accounting Center. They 
relate to the consolidated budgetary, financial, and statistical records and 
reports of all elements of the Department of the Army. 

FIOUNo. Dcscrfpflon Disposlion 

318-01 Statezment of accountability files. Consolidated Statement of *Destroy 3 years after the period of 
Accountability and directly related documents. This report is the account. 
received from each accounts office monthly and covers all dis­
bursing officers under their jurisdiction. File by accounting 
month. 

313-02 Statement of transaction fEes. Reports and directly related docu- *Destroy 3 years after the period of 
me.nts submitted by Accounts Offices to support the Con- the account. 
solidated Statement of Accountability reflecting a breakout 
of total amounts disbursed and collected by disbursing officers; 
separate disbursements, reimbursement and receipts by appro­
priation, fund, or receipt account. File by accounting month. 

318-03 Statement of tranrsaction and accountability files. Rescinded.

Function discontinued.


318-04 Budgetary repcorting files. Consolidated budgetary reports and *Reports required by and submittAed 
directly related documents which reflect the status of appro- to outside agencies: 
prlations and/or fund accounts. These reports are prepared Septeomber reports: Destroy after 5 years 
pursuant to requirements of law or as prescribed by directives in CFA. 
issued by the Bureau of the Budget, Treasury Department, Other reports: Destroy after 3 years in 
General Accounting Office, Department of Defense, and CFA. 
Headquarters, Department of the Army. Included are such 
reports as Budget Status, Analysis of Appropriation Status 
by Activity and/or Project, Annual Certification of Unliqui­
dated Obligations and Unobligated Balances, and Reimburse­
ment Report-s. File by report month. 

31-05 Internat•.•a balance of payments reporting files. Documents *Armny internal reports: September 
reflecting payments and collections for those accounts and reports: Destroy after 10 years. 
countries for DOD international transactions related to US Other reports: Destroy after 3 years in 
balance of payments. Included are reports submitted by Army, CFA. 
Navy, and Air Force accounts offices, consolidations of these 
reports, and directly related papers. Received reports are filed 
by accounts office and consolidated reports are filed by quarter. 

9~9uns~~4 0 B'udget fornuiation and presentation files. Documents relating Perro"- - Cvt off on -1apTI o of 
to the consolidation of budget estimates and to presenting the t4s-" dbe cf.

1~P~nr 
Army budget to higher authority. Included are Army budget &Ic +rj
system standard worksheets, punched cards reflecting or sup­
porting data required, budget formulation procedures, sched­
ul.s (in bound book form) for periodic reports reqmired by 
Director of Army Budget, and directly related papers. 

313-137 Civil service retirement fund reporting fies. Annual reports with Destroy after 3 years.

directly related documents, containing data on deductions and

contributions to the Civil Service Commission retirement fund

by Department of the Army. File by fiscz station number.


313-08 Status re-p,oring files. Reports and directly related documents Related EAM cards: Destroy after ( 
submitted by accounts s monIths.officeMand operating agencies which 
reflect annual funding programs, allocations received, obliga- Renmalning files: Destroy after 10 years 
tions, disbursements for general appropriations and civil func­
tions, transfer appropriations, consolidated working funds, 
working capital funds, trust funds, reimbursements programed, 
orders received, and reimbursements earned and collected for 
those appropriations, for which such activity is authoriozed. 
File by accounts office. 

.cGO1 A 41 
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File No. DcJcr•o~,e4 
318-09 Expenditure reporting files. Consolidated repo•its and direetly 

relate[d documents, whickh reflect disbursements (less net, 
refi'nds) malde for and by the Department of the Army. File 
by type of report." 

318-10 Foreign currency reporting fies. Consolidated reports and di­
rectly related documents prqpared by Army di-:bur-ing ileers4 
which reflect foreign currency tra l'a.tions (ex-eprt tra•ns­
actions relating to AceCounts FT 571, FT 575, FT 580, and 

FT 581). File by t%ype of report. 

318-11 Miscellaneous feeder daMa fles. Reports, listwgs cheduls and 
similar doumen,-is tthat support and/or supplement major re­
perts, conlio tio and reconciliations, or t,han are incidenrtal 
t,o accountitng and reporting rnancial trantatieons. ile by 
type of d.ata. 

318-12 Departmental-d reporting guide files. Docurnents relating to the 
preparalion of departmental reports. Included are instruetions 
fronm cther Goevernmint agencies; DOD; and IIQDA. 

318-13 Audit classiiecaoin and fiscal sItaftion publication files. Re­
scinded. Function discontinued. 

318-14 Central clearing frunciion flies. Statement of interfund trans­
actions for billing and ec-ieticns of sales of stork fund miate.ric 
supported by EAM eards, litings, and related papers. File by 
disbusing station sm-bel and accounAting month, 

318-15 TFO/T.PO lisfig files. Documents refle-ting tranactions for 
others (TFO) and transactions by others (TBO) for each dis­
bursing station symbol number. Included are reporIts listings 

AM e.ard\Y, and related do-uments. 

a18--16 Logistical support billing files. Doeumenis which sopport billings 
nmade to foreign governlmenrts and to the Military Assista,nce 
Appropri±ation for materiel and services provided under a.n­
thority of the Foreign Assistance Act and the Foreign Military 
Sales Act. Inceluded are disbursement, collection, and adjust­
ment vouchers; issue and turn-in slips; shipping do-cuments; 

aud reporis of services and supplies funi shed. File by maio:r 
program, by country, and billing date. 

US8-17 Foreign military sales tran,saction files. Documents retIa.tng to 
transactions consummated under the Foreign Military Sales 
Program including Supply Support Arrangements. Included 
are DOD Offer and Acceptances, accounting statements eand 
alloca.tion advices received or prepared. File by cotmftry or 
interational orgm,izatiol, by ease designator. 

318-18 MAP order fund transaction fiTes. Documennts relating to finanmce 
and fiscal functions involved under the Cbrmmon Item Order 
portion of the Military As-istance Grant Aid Program. In-
eluded are MAP orders, alloeation doleumens, budget and 
program. schedules., consolidated reports, and reports of ma­
teriel an.d services furniChed to recipient countries., File by 
MAP o~rder and/or report. date. 

318-19 Consolidated statement of transaction reporting files. Consoli­
dated statement of transactions repot with directly related 
documents which releo t data pertinent to all Army disbursing 
officers. File byrmonth. 

1 August 1979 

DIspostio-z 
Destroy after 10 years. 

Destroy after 10 years. 

Destroy after 10 yeara. 

Destroy -yearsafter discontinuance of 
report. 

Cut offil at end of each month and destroy 
EAM cards sifter 6 months. Destroy 
remn-ining fies, 1 year after all items 
for specific month and disbursing 
station are mat&ched. 

Cut off at end of each month and destroy 
EAMI cards after 60rmonths. Destroy 
remaining files 1 year after all items 
for specific month and disbursing sta­
tion are mnatched. 

Destroy 12 yea-rs after final settlement. 

Destroy 12 years after close of case. 

Destroy after 10 years., 

*Destroy after 6 yearx. 

T•AGO 156A 
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FiZe No. Description 

318-20 Budget legister files. Documents such as various warrants, 
authorizations of funds to various appropriations, transfers 
of appropriations, allocations to operating agencies, and 
obligations recorded against appropriations. File by month. 

318-21 Ledger files. General and subsidiary ledgers which are the official 
records used as a control over all financial transactions made 
by and for the Army. File by type. 

318-22 Machine listing files. Documents which include consolidations of 
feeder data of EAM cards or listings. File by type. 

318-23 Reconciliation files. Reconciliations prepared on reports, ac­
counts, and ledgers. File by type. 

318-24 Adjustment voucher files. Vouchers which reflect necessary ad­
justments. File by voucher number. 

318-25 Navy voucher files. Vouchers and attached supporting docu­
ments paid by Navy disbursing officers and citing Army funds. 
File by month. 

C 12, AR 340-18-3 

Disposition 
Destroy after 10 years. 

*Destroy 10 years after the close of 
the fiscal year involved. 

*September listings: Destroy after 10 
years. 

Other listings: Destroy on completion 
of action for which created. 

*September reconciliations: Destroy 
after 10 years. 

Other reconciliation: Destroy on finali­
zation of reconciliation. 

Destroy after 6 years. 

Destroy after 1 year. 

TAGO 15A (g 
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319 US ARMY FINANCE AND ACCOUNTING CENTER OPERATIONS FILES 

The files described in this regulation are maintained at the US Army Finance 
and Accounting Center, Indianapolis, IN. They accumulate in a.dministering 
such functions as military pay; the allotment programr; payment of Government 
life insurance premiums; isssuance of US Savings Bonds; soldiers deposits; 
pay of retired Army personnel; payment for transportation services furnished 
the Army, Air Force, and Secretary of Defense; FILPA mortgage insurmance 
payments; storage and serviciLng of original Army disbursing offieers naeoimnts; 
and other assigned finance services. 

Fle No. Desocrptiou 

319-01 Original disbursing officer account files. Original mioney account 
documents submitted by Army disbursing oi"icers for GAO 
central audit and review. Included are original schedules,: orig­
inal vouchers with supporting papers, correspondence relating 
to settlement of the aemounts, and comparable or related 
documents supportling the statements of accountabjility or 
accounts.current. 

319-02 Original contract f les Resdcinded. Fmnetion• discontinued. 

Individual financial history files. Documents consisting of 
financial records for all out-of-service Army personnel. In­
cluded are all records reflecting the payment or collection of 
money from service members separated fromiactive duty by 
reason of death or disclharge, such as military pay vouchers; 
pay adjustmenit notices; travel vouchers; closed allotment 
accounts of oversea civilians; retired pay death folders; closed 
claim and collection folders on FItA mortgage payment 
insurance; uniform allowance; deceased active and inactive 
reserve and National Guard; deceased service members; 
mntalliy incom,petent service members; medicare folders; 
similar documnents, and related correspondence. 

319-04 Validation files. Documents relating to the administrative re­
view, continuing study, and preparation of quarterly compre­
hensive analysis in connection with procedures or incidents 
subject to or suspected of fraud or improper payment. In-
eluded are reports of investigation, copies of vouchers, copies 
of orders, copies of notices of exception, copies of military 
pay orders, copies of pay adjustment authorizations, copies 
of dependency, sworn statements, similar documents, and 
related correspondence. 

Geineral collection files. Documents relating to the collection of 
amounts due the US Government involving civilian and 
military pe,rsonnel of the Department of the Army and con­
tractors and com-mercial firms dealing with the Department 
of the Army. These files primarily consist of those cases re­
ferred to the US Army Finance and Accounting Center after 
efforts to ecolcet by individual finance and accounting offieers 
have failed. Included are blocking tickets with attached 
source deata; EAM listings refecting collections, closed ac­
count., tr,nsferred accounts, and bala_ cs; similar documents; 
and r,iat- d corresp)ondence. 

Dispositio 
Cut off in FY blocks, hold 3 years, then 

retire to the Federal Records Center, 
GSA, Dayton, OH 43439. 

Cut off in FY blocks, hold 3 years, then 
retire to the Federal Records Center, 
GSA, Dayton, OH 45439. 

Destroy after 3 years. 

Destroy 2 years after completion or 
forwarding to GAO. 

TAkO l6A6 
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FileNo. 

319-07 

319-08 

31'9-00 

319-10 

319-11 

Description 
Household goods shipment excess cost collection files. Docu­

ments relating to the collection ef excess cost of household 
goods shipment indebtedness from in-service personnel and 
to the settlement of claims for reimbursement of funds ex­
pended by members in shipment of househlold goods. Included 
are copies of household goods shipment bills of lading, copies 
of orders, requests for refund of excess baggage shipment 
costs, similar documents, and related correspondence. 

FHA mortgage payment insuarance files. Documents relating to 
the payment of ITIA mortgage insurance premiums by the 
Department of the Army for eligible members of the Army. 
Procedures and requirements for obta.ining certificates of eligi­
bility are contained in AR 608-8. Included are certificate of 
eligibility, certificate of termination, premium notices, similar 
documents, and related correspondence. 

Depository designation files. Documents relating to the establish­
ment of banking facilities as approved depositaries to be used 
by US Army finance and accounting officers when Federal 
Reserve Banks are not available for use. These depositaries are 
approved by the Treasury Department. Included are letters 
requesting approval of a speclfied facility as a depositary, re­
quests for permission to change depositaries, notices, of intent 
to discontinue use of depositary, approval and disapproval 
notices, s milar documents, and related correspondncue. 

Banking files. Documents relating to the establishment of banks, 
branch banks, banking facilities (including mobile facilities), 
and conversion points to provide banking and cheek cashing 
services at installations located too far from regularly esta•b­
lished banks and branches to receive adequate banking and 
financial services for its personnel. These facilities are approved 
by the Treasury Department on recommendation of the Com­
mander, US Army Finance and Accounting Center. Included 
are requests for approval to establish facilities with related 
studies, requests to modify established facilities, approvals, 
disapprovals, quarterly review consolidations, notifications to 
Chief of Engineers, similar documents, and related papers. 

Conversion files. Documents relating to the conversion, settling, 
or paying of military payrnment certificates, destroyed deposi­
tary checks, foreign currencies, and military paymont orders. 
Included are requests for conversion, statements of circum­
stances, bonds of indemnity, requests to stop payment and 
requests to remove stop payment order, identifeication data, 
copies of court-martial findings, alphabetical index cards, 
similar documents, and related correspondence-

Disbursing office establishment and appointment files. Docu­
ments relating to the establishment of disbursing offices, the 
appointment of deputies and bond issuing agents, and the ap­
proval of other than Finance Corps officers for appointment as 
accountable oficers and special disbursing agents. The Com­
mander, US Army Finance and Accounting Center is respon­
sible for these functions. Included are requests with accom­
panying justification data, approvals, disapprovals, similar 
documents, and related correspondence. 

Disposition 
Destroy after 4 years. 

Destroy 10 years after final separation 
of the individual. 

Destroy 10 years after use of facility is 
discontinued. 

Destroy 10 years after disestablishment 
of related facility. 

Destroy 10 years after conversion or 
other final action. 

Destroy 10 years after disestablishment 
or revocation, as applicable. 
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FiC No. Description 

319-12 Commercial account claim files. Documents pertaining to corm­
mercial invoices and accounts against the US resulting from 
contractual relationship with the Department of the Army, 
which have been submitted to the Claims Division, US General 
Accounting Office for settlement because of doubtful question 
of law or fact. Documents included in the files are copies of 
contracting officers' reports, copies of recommendations, copies 
of GAO decisions and recommendations and data relative to 
payment or nonpayment, similar documents, and related 
papers. 

319-13 Bankruptcy processing files. Documents relating to the develop­
ment and processing of bankruptcy cases to be submitted to 
GAO and the Department of Justice. These files relate to indi­
viduals, including service memrbers, former service members, 
and civilian employees; contractors; and other commercial con­
cerns involved in transactions with the Army who file for bank­
ruptcy. Included are bankruptcy reports, petitions, notifica­
tions, similar documents, and related correspondence,. 

319-14 Pecuniary charge appeal files. Doccuments relating to the review, 
processing, and making of determinations in connection with 
appeals relating to the establishment of pecuniary charges. 
Pecuniary charges are established as a result of reports of sur­
vey covering loss of property, board proceedings covering losses 
or shortage in appropriated or nonappropriated funds, and prk­
ceedings relating tothe less of individual's property. Included 
are copies of reports of surveys, copies of proceedings of boards, 
inquiries from and answers furnished GAO, similar documents, 
and related papers. 

319-15 Savings deposit proofing files. Rescinded. Function diseon­
tVnued. 

319-16 Unclaimed( money files. Documents relating to unclaimed moneys 
of persormnnel whose whereabouts are unknown. These moneys 
are reported by finance and accounting and disbursing officers. 
The moneys primarily accumulate when military personncl 
transfer within the Army or separate-from the Army and fail 
for some reason to collect amounts authorized to be deducted 
from their pay, such as partial deductions for purehase of 
savings bonds. Included are alphabetica card files, machine 

listings, and related correnpondence. 

*319-17 Wage and Tax Statement. Documenmts in connection with the 
administration of controlling and reporting Wage and Tax 
statements of service members to the state or city taxing au­
thority. Included are reports, statistics with supporting records 
reflecting wage, state and local taxes, social security taxes, 
similar documents and related correspondence. 

1 August 1979 
Dispositior 

Destroy after 4 years. 

Destroy 5 years after conclusion of re­
lated bankruptcy proceedings. 

Destroy 10 years after close of case for 
any reason. 

Permnan•ent. Cut off each 10 years. Hold 
12 additional years and then retire to 
The Federal Records Center, GSA, 
Dayton, 011 43439. 

Destroy after 4 years. 
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320 FINANCE AND ACCOUNTING SU•SYSTEM OF CORPS OF 
ENGINEERS 

MANAGE•MENT INFORMXATION SYSTEM (COEMIS, F&A)


These computer-related files cum1liate in the US,Arr,y Corps of Enginecrs

field operating agencies and relate to finance and fiscal functiorns where the

automated data system is operational. 

FiU No. DcZC:ja 

326-01 COEMIS, F&A sIte audit input documentrs files. Documents 
consisting of copies of reports relating to data base build,load, 
and maintenance; accounMting transfer entry!rcfcrcnce docu­
ment; labor cost distribution sheet; azd sim-lar documents. 

Labor cost card, batch control card, and ot.-r tabulating cards 
prepared from the above source documr:-ts and uscd to input 
data into the computer. 

320-02 COEMIS, F&A site audit output files. Documents include data 
base maintenance accepted transaction listings; error listion.s; 

I:.:.. civil, milltary, and revolving fund accounting transaction 
Iistings; audit tape transaction reports; consolidated audit 
trail transaction listings; listing from 1abor processing pro­
gram; voucher and schedule of withdrawais and c-redits; trial 
balance-Chart B (post closing); cost report; document purge 
list; military audit and error listing; indIroct distribution data; 
military passback lists; contracts and other obligations; obli­
gations and expenditures by object cia-.s; re-volving fund up­
date listirngs; new civil and revolving fand listings; status of 
revo.lving fund accounts; and si:nm'lar and re!ated documents. 

1 I);AS 

". ..'..s i,' 5:Y ... ,..J. .... •:4 < •. c.:..a 
Destroy after 6 years and 3 months. 

R.tiro complete fiscal year blocks of 
files to the Federal Archives and Rec­
orcds Center serving geographical 
area after 3 years or on completion 
of GAO audit, whichever is first. These 
files will be retired with (but not 
interfiled with) Civil Works contract 
f-les described in 1103-20 and 1519-10 
upon which final pay-ment has beca 
made in the same fisc.-al year. 

Desctroy upon completion of GAO audit. 

De-Aro.; f,: 0 .r, 11,.7:D etry a.t r0.....a..rs. 3-montls. 

Des=troy after 6 Tears. ancdtimonths.... 

R.etire com,plete fiscal year blocks of file-s 
to the edcra Archives- and Records 
Center serming the geographical area 
a:fter 3 ycs or on comil'..ticon of 
GAO audit, wvh.:chever is first. These 
files will be retired with (but not 
interfiled with) C,ivil Works contract 
files described in 1403-20 and 1510-10 
upon which final paym(ent has been 
made in the same fiscal yea:r. 

TAGO 1~ 447 



... ......I.......
................ ..... ......

..........
... .


2, AR 310-10-3 

.': xNo.

-V-03 COEMIS, F &A internal otpt .iies. Th fle- cnt•rain
lee p:.nt­

ou's t in managing field oper-ations. E.nples arehc. reports 
used in controllIng the system; feeder data for preparation of 
other areports which are not'e. ie to be aut-mated, uch 

siflah -reportsand other letter rejpor:s; and .ihmila r documencnts. 
*ka. Biweekly report; pT,roje• -!u-imimIry; project report; 
u-r.-ary msaciial report; ireport ind-•;. intcrim mana-grial 

report; branch report; CW progress and performance repoirts; 
line item status-; line item CWE, finance clenments; finance 
Zd=a by accounting element; expense by elenent, within 
proj--ect+, within appropritian exp>ense by ecount- within 
li-ne item: s5atus ofrevolvingi d cost ad op-ratin••cou-ts; 
District O)f-e buigrt and Risc:d - ear vwiE; and reiohving 
fund hb nce sheet. 

Revoin.• distributions lists valid&. P fud and of cost 

.•-S*ý-0 listitng of records stored on but•work file. 

. P=Ionnci Elecdata base listing; labor by organization 
.and subf•-tr d;"nd-projectfund balances. 

e. Trial balance--Chart C.

j 1fi.ax-v appropriations trial balance fund status.


g..Revolving fund cash balance zeport. 

h. F&A data base organization .code.ar-d nnmeiisthig; and 
selective F&A data base record Iype listing. 

i. PB-11 feeder report (if:equired). 

320-04 COEMIS, F&A external output flies. The-e files con:tz n field 
office copies of status reports f=ar-c..-ded to hig*er.. atheoi-. 
They include -ppropriations and work allowances report; 

e-st and perfo-mance.-reports, fiscal year cost-budget sum-
mar•cz trL- haLvLces,.famnily housi-ng, statu of allotm'ncnts, 
=dd slr;1-r and related reports. 

e. A~p oprLiteon. nd work allowances; obligation; supple­
mzentald c-t; cast ad performance; supplei2entary construe­
tien; fiscna year cost-budget sumiaar-ies; financial •s-vistance 
pro'•s;n -. ed as_e and materihls with e,ontractrs: .analy-Sis 
of w.mchouse stocks, accounts receivable; trial balance of 
gMneral ed.= and sumnmry of transaction:s; schedules of 
plan, p:-.perti.es, and equipment; stat:emncnt of fund avail­

-,:iliy d rcquircment; ; statement- ofr.:h fr.-,m o,perat. -; 
and na:,.ente of shop or facility ce.:v:ai,n. 

1 August 1979 

End 4f FY rep.urt-: Dc--:troy after 30 
'cars. Retlr- to the Fedleral Archives 

and Records Centcr serving the geo­
:-iphic:l are after 10 years. 

Monthly reports: Destroy after 5 years. 
Weekly or biweekly reports: Destroy 

aft,r they have served their purpose. 
Destroy after G6ears. 

End of FY report: Destroy after I year. 
Month!y reports: Destroy after they 

have served their purpose. 
End of FY report: Destroy after 5 years. 
Monthly report: Destroy after 3 years. 
Daily :report: Destroy after they have 

Erved their purpose. 
Destroy after 3 years. 
M.onthly report: Desiroy after 1 year. 
Daily report: Des.troy after they have 

served fheir purpose. 
Destroy after U0 da-ys. Ea•lier destrue­

tion is auflaoized. 
Destroy upon receipt of new listing or 

after it lia served its purpose, which­
ever is Iater. 

Destroy after they h.ave served their 
purpose. 

End of FY report: Destroy after 30 
years. Retire to the Federal Archives 
and Records Center serving the geo­
graphical area after 10 years.-. 

Quarterly andaor monthlly report: Do­
strv after 3 yearz. 
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Fac No.	 .D=c':ip:io-a 

320-05 
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b. ICAR submission, SO-SO list; anz trial balance, Charts 
B, C, D, and E. 

c. Family housing operation and maintenance cost report; 
family housing, SO-80 listing; status of allotments-AF; and 
summary-AF allotments. 

d. 	 Nonstation fund reor..............................------------------------­


COEMIS, F&A utility files. Included are output reports used 
primanrily for maintaining and control-ling the F&A subsys­
tem, and related documents. 

a. Civil cost,ifinance reconciliation; Civil cos-t/finance re­
conciliation-error listing; finance and cost reconciliation 
(military); and cost report generation (military). 

b. Data base maintenance ADP err-cr listing; 30!Sc source 
data; and F&A data base build error listing. 

c. Condition of input batchees; ove.flow transfers listing; 
and 80-80 list (card input). 

d. Civil, mailitary, and revolving fund error listings; and 
diagn,ostic reports. 

e. 	 Message output; and military transactions tape spit ..-­

f. Civil, milita-ry, and revolving fund accounting transac­
tions listing; total F&A data base utilization; F&A data base 
dump listing; F&A data base directory; record count (disc 
to tape); record count (tape to disc); accepted input transac­
tion record count listing; record count (LRDB disc to tape); 
record count (LRDB tape to disc). 

g. Record counts (cost data); przgram messages (ICAR); 
program messages (program cpe:ations) ; selective F&A data 
base records type lis-tg; sekcted F&A data b.ase record type 
error listing. 

h. Batch control cards, ENG tFor 4499, and other tabulat­
ing cards prepared solely to input data into the conaputer. 

-COEMIS, F&A mag•netic tape data base flies. This is the 
primary F&A data file and cent.'i the net result of ali trans­
actions processed by the update programs. It represents all 
data formerly maintained in the cost ledgers, general ledgers 
(Charts B, C, D, and E), wok al:low:nce and al-.tment ledger, 
and accounts payable and accounts receivable registe.'s. 

Note. Printouts of the tape file will be retired to the 
Federal Archives and Record, Center u ,' he field opvrating 
agency has rcce.i'ed authority under .l- -'.:0-22 procedures
to rai-rofi2. h"-E and St.r.:" ,;;er records. Ind.ceumen- -e 

this case, " :11 be ret:d t,o
n.ie-iL 	 he r-.ral Aroluv.s 
:,n-'d Rcec,r•' Cc:zz•r. 

C 	 12, AR 34O-1,S,­

D !,ps:"if..n 
End of FY rcpo,t: Destray after 10 

years. Retire to the Fedc:.- ArcLivcs 
and Records Center serxving the geo­
graphica area after 5 years. 

Monthly report: Destroy af:er 3 :years. 
Destroy 1 year after all transactions 

relating to the allotment account 
have been closed. 

Dostroy after 1 year. 

Destroy after 5 years provided that 
all corrections have becn made, re­
entered into system, and accepted as 
valid data; and accounts reconciled. 

* 	Destroy after 1 year provided that 
all corrections have been made, re­
entered into system, and accepted as 
valid data. 

Destroy after 1 year or after itMpurpose 
has been served, whichever is later. 

Destroy after 90 days provided that 
corrections have been made, entered 
into the system, and accepted as 
valid data. 

Des-troy after 30 days or azter its pur­
pose has been served, whichever is 
later. 

Destroy 	upon receipt of new listing or 
after it ha~s served its purpose, which­
ever is later. 

Destroy after all correctiens have been 
made and reprocessed or after it has 
served its purpose, whichever is later. 

Destroy, after 90 days. 

Destroy year-end file after 30 years' 
Retire to the Felderal Archives a,d 
Records Center serving the gc.o­
graphical area after 5 years. 
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F:. No, Dcteription ..ywý;.,J..
.320-07 *COM•IS, F&A audit trail tape les. Tib. t.;p,C o•u.T.ainj cSch P .. . p. .. ' 41- -}: 

valid tra-n:acticn processed by update.r-:ogr.m. "ra••"ris ?~ ~ -"ly 2i omay be accinuh.ted over several updatc pcriods on one tape. A- s 

NV!c. i%-ntouts of the tape file v."iIl be retired to the Destroy after 6 years and 3 months. 
Feder.z .Archives andiRecords Center un-es the field operat.- MRetire to the appropriate Federal 
ing na ncy h:r-cceived authority under A.-R 310-22 procedures Archives and Records Center after 
to nicrofllhu the documents and det.-tro- the pj;,er recordUs. In Z years or u,.-n completion of site 
this zc..e, the microfilm will be retired tc the Federal Archives: audit, whiciche•-er is first. These files 
-andRecon-ds Center. will be -rctir.d.-with (but not interf-led 

with) Civil Works contract files 
desaribed in l403-26 and 151---10 
upon which fin=l payment has been 
raade in the me fiscal year. 
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APPENDIX 
CONVERSION CHART 

300 FINANCE AND FISCAL FILES 

Old File No. File Title New File No. 
Chapter 3, AR 340-18-3 

AR 345-210 
301-01 Administrative files 301-02J 
301-02 Journal files 302-01 
301-03 General ledger files 302-02 
301-04 Subsidiary ledger files 302-03 
301-05 Trial balance files 302-04 
301-06 Subsidiary files 302-05 
301-07 Accounting document files ' 302-06 
A301-08 Reporting files 302-07 
301-09-- Working capital fund charter files 302-08. 

301-10 Finance and accounting RP files 301-07 
301-11 Activity nonintegrated disbursing files 303-01 
301-12 Mobile and tactical unit disbursing files 303-02 
301-13 Mobile and tactical unit outstanding check deposi- 303-03 

tory files 
301-14 Transmittal letter files 303-04 
301-15 Check issue card files 303-05 
301-16 Disbursing RP files 301-07 
301-17 Individual military pay record files 305-01 
301-18 Military pay record receipt files 303-04 
301-19 Casual payment receipt files 305-02 
301-20 Substantiating documents to military pay record 305-03 

files 
301-21 Temporary pay record certificate files 305-04 
717-12 Record of travel payment files 305-05 
717-14 Transmittal letter files 305-06 
Added Pay record index card files - 305-07 
717-18 -Financial data record folder files 305-08 
717-19 Miscellaneous military pay voucher files 305-09 
301-22 Military.pay record RP files 301-07 
301-23 Civilian personnel pay and accounting administra- 301-02 

tive files 
301-24 Individual pay record files 306-01 
301-25 Individual retirement record files 306-02 
301-26 Individual retirement record control files 306-03 
301-27 Leave record card files 306-04 
301-27.1 Leave record files 306-05 
301-27.2 Authorized time keeper list files 306-06 
301-28 Payroll control files 306-07 
301-28.1 Individual withholding and deductions files 306-09 
301-28.2 Unemployment compensation request files 306-23 
301-29 Decedent claim files 306-22 /o /{/ 



(


AR 340-18-31 14 August 1969 

Old File No. File Title New File No. 
301-30 Withholding tax exemption certificate files 306-10 
301-31 Audit letter files 306-16 
301-32 Individual pay record transmittal files 306-12 
301-33 Payroll work files 306-08 
301-34 Withholding tax files 306-11 
301-35 Savings bond report files 306-17 
301-36 Subsistence and quarters authorization files 306-13 
301-37 Health benefit files 306-18 
301-38 Memorandum travel voucher files Rescinded. No longer 

needed. 
301-39 Civilian personnel travel files Rescinded. No longer 

needed. 
301-40 Record of travel payment files Rescinded. No longer 

needed. 
301-41 Statement of charges files 306-14 
301-42 Personnel exception and indebtedness files 306-19 
Added Civilian personnel claim files 306-20 
301-43 Pay table files 306-15 
301-44 Repatriated personnel payment files 306-21 
301-45 Civilian personnel pay and accounting RP files 301-07 
301-46 Army stock fund accounting administrative files 301-02 -2 
301-47 Branch office journal files 307-01 
301-48 Branch office posting media files 307-02 
301-49 Branch office ledger files 307-03 
301-50 Branch office subsidiary files 307-04 
301-51 Branch office financial statement and schedule files 307-05 
301-52 -- Home office ledger and report files - 307-06 and 307-07 
301-53 Home office financial statement and schedule files 3-67-08 
Added Stock fund reconciliation files 307-09 
301-54 Stock fund RP files 301-07 
302-01 Administrative files 301-02 FL, 
302-02 ---- Finance and fiscal instruction files - .... 301-01 
302-03 Allocation files 304-01 
302-04 Allotment files 304-02 4-41 
302-04.1 Level of cash balance review files 304-03 
302-05 Signature card files 304-04 
302-06 Collection voucher files .- 304-05 
302-07 Operation report files 304-06 
302-08 Contract progress payment report files 304-07 
302-09 Contract advance payment progress report files 304-08 
302-10 Emergency medical treatment voucher files 304-09 
302-11 Medical service account files 304-10 
302-12 Imprest fund account files 304-11 
302-13 Imprest fund shortage files 304-12 
302-14 Intelligence confidential fund files 502-06, AR 340-18-5 
302-15 Military police confidential fund files 508-08, AR 340-18-5 LA.,­
302-15.1 Miscellaneous expense contingency fund files 304-13 
302-16 Certificate of settlement files 304-14 
302-17 Agent finance officer's account files 304-15 

48. . . 
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f\ 14 August 1969 

Old Filee No. File Title 

302-18 Accounts payable card files 
Added Savings program award files 
Added Savings program report files 
302-19 Collection and disbursement RP files 
302-20 Guaranteed loan administrative files 
302-21 Guarantee agreement files 
302-22 Guaranteed loan accounting files 
302-23 Guaranteed loan RP files 
302-24 Banking and depository facility files 
302-24.1 Currency and bond administrative files 
Added Banking operation files 
302-25 Currency control files 
302-26 Currency conversion files 
302-27 Military pay certificate accountability files 
302-28 Surety bond files 
302-29 Indemnity bond files 
302-30. Currency control and bond issuance RP files 
302-31 Installation property account files 
302-32 Report of survey administrative files 
302-44 .3 Report of survey files ..-----­
302-34 .­ Report of survey" control register files 
302-35 Charges collection files 
302-36 Property accounting and adjustment RP files 
303-01 Cost accounting administrative files 
303-02 Cost ledger files 
303-03 Cost register files 
303-04 Cost and performance report files 
303-05 Cost voucher files 
303-06 Labor and workload files 
303-07 Basic cost accounting report files 

4 
303-08 
303-09 

Cost report consolidation and summary files 
fPrincipal project cost files -

T - -303-10 Subordinate project cost files 
303-11 Cost accounting RP files 
304-01 Detail tabulating card files 
304-02 Summary tabulating card files 
304-03 Adjustment files 
304-04 Collection and disbursement files 
304-05 Funding program and allocation distribution 

voucher files 
304-06 HQ financial statement files 
304-07 Daily expenditure transcription and summary files 
304-08 Daily register of transactions files 
304-09 Cycle expenditure transcription and summary files 
304-10 Register of net expenditure and reimbursement 

files 
304-11 Monthly expenditure transcriptions and summary 

files 
304-12 Daily register of budget transactions files 

AR 340-18-3 

New File No. 

304-16

304-17

304-18

301-07

301-02

311-01

311-02

301-07

310-01

301-02

310-02

310-03

310-04 •lYk

310-05

310-06

310-07

301-07

308-01

301-02


-,8308-02 c/, Ok ~~1 ?.~ 
3084-3- tc 
308-04 

- 301-07

301-02

309-01 ty.

3094-02 Ai•&


309-03 ­


309-04'

309-05

309-06

309-07


-,309-08 J 
309-09 
301-07 
317-03 
317-04 
317-05 
317-09 2)/. 
317-06 

317-07

317-08

317-10

317-11

317-12


317-13 

317-14 

49 
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/317-17 

AR 340-18-3 14 August 1969 

Old Fi le No. File Title New File No. 

304-13 Monthly budget summary files 317-15 
304-14 Monthly and quarterly budget report files 317-16 
304-15 Property transcription and summary fil?s 

317-18304-16 Accounting classification audit files 
317-17

S 304-17 Integrated accounting report files 317-01 , 
304-18 Status of fuhds report files- 317-02 / 
.304-19 Accounts office RP files 301-07 ­
304-20 Status report files 318-08 
304-21 Statement of transactions files 318-02 
304-22 Statement of accountability files 318-60 
304-22.1 Departmental reports guide files 318-12 
304-22.2 SAudit classification and fiscal station publication 318-13 

files 
304-22.3 Central clearing function files 318-14 
304-22.4 TFO/TBO listing files 318-15 
304-22.5 Correspondence administrative files 301-02 
304-23 Statement of transaction and accountability files 318-03 
304-24 Logistical support billing files 318-16 
304-25 Military sales transaction files . 318-17 

MAP order fund transaction files 318-18 
304-27 Miscellaneous feeder data files 318-11 
0334-28 Civil Service retirement fund report files 

304-29 Budgetary report files 31104 
Added International balance of payments report files 
Added SBudget formulation and presentment files 318-06 
304-30 Foreign currency report files 318-10 
304-31 Expenditure report files 318-09 

it 304-32 Consolidated statement of accountability report 318-01 if 
files 

304-33 Consolidated statement of transaction report files 318-1U
304-34 Budget register files 318-L20 
304-35 Ledger files 
304-36 Machine listing files 
304-27 Reconciliation files T19123
0-38 Adjustment votucher files 318-24 

S304-39 Navy voucher files 318-25 
305-01 Auditing service instruction files 301-01 
305-02 General audit files 301-02 y 

305-03 - Internal review files 316-02 6) 12 R 
305-04 AAA audit report files 316-03 l-0Y 

305-05 ------------ ---- Previously rescinded 
305-06 GAO audit report files 316-01 
305-07 Military establishment audit files 316-04 
305-08 Vertical audit files 316-05 
305-09 Lateral audit files 316-06 
305-10 Internal assist audit files 316-11 

S305-10.1 Contract assist audit files Deleted 
305-11 Special audit files 316-07 
305-12 Audit background files 316-09 

V­
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14 August 1969 

Old File No. 

305-13

305-14

305-14.1

305-14.2


305-14.3 
*305-15


306-01

306-02

306-03

306-04

306-05

306-06

306-07

306--08

306-09

306-10

306-11

306-12

306-13

306-14

306-15

306-16

306-17

306-18

Added

Added

Added

Added

306-19

306-20

306-21

306-22


-306-23­

306-24

306-25

306-26

306-27

306-28

306-29

306-30

306-31

306-32

306-33

306-34

306-35


306-36

306--37 

AR 340-18-3 

File Title New File No. 
Audit control files 316-10

Contract audit files 316-08

Major defense contractor audit report files Deleted

Preaward contract advisory service evaluation 316-12


files

Overhead report audit files Deleted

Auditing service RP files 301-07

Finance and fiscal instruction files 301-01

Finance and fiscal administrative 312-01

Budget files 213-01, AR 340-18-2

General ledger files . - 312-02

Civil works finance and fiscal RP files 301-07

CW cost basic report files 312-05

Operation report files c- 1521-07, AR 340-18-15

Plant rental files 1521-08, AR 340-18-15

Appropriation historical data files 213-04, AR 340-18-2

Hydro climatic network report files 213-05, AR 3340-18-2

Performance report files 213-09, AR 3340-18-2

Study program schedule files 213-10, AR 3340-18-2

General expense schedule files 213-11, AR 3340-18-2

Construction performance summary files 213-12, AR 3340-18-2

Budget statement for project office cost files 213-02, AR 3340-18-2

Appropriation warrant files 312-03

Allotment files 312-10

Contributed fund files-- ------ 312-04

Revolving fund report files 312-06

Finance and fiscal principal report files 312-07

Other finance and fiscal report files Q 312-08

Disbursing officer's accountability files 312-09

Notice of completion of audit files 313-01

Civil works site audit files 313-02

Disbursing officer's voucher files 313-03 ­

Finance and fiscal principal report files - 313-04 %

Fiscal accounting files /(0 2
-313-05 

General ledger files 313-06

Voucher register files 313-07

Vendors paid obligation files 313-08

Accounts payable card files 313-09

Miscellaneous accounting files 313-10

Temporary operational files 313-11

Audit files 313-12

Cost accounting principal report files .313-13 L-­

Cost accounting subordinate report files 313-14

Project construction work order files 313-15

Project construction work order cost files 313-16

Project work order cost (other than construction) 313-17


files

Project plant in service subsidiary ledger files 313-18

Revolving fund plant in service cost files 313-19
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Old File No. File Title New File No. 
306-38 SOther cost ledger files 313-2 0 
306-39 Basic and intermediate cost media files 313-2 1 
Added S Supervisory office files 313-2 2 
307-01 Nonappropriated fund administrative files 301-0 2 
307-01. 1 Check cashing privilege files 314-0 8 
307-02 Nonappropriated fund instruction files 301-0 1 
307-03 Central principal NAF account files 314-0 1 
307-04 Central subsidiary NAF account files 314-0O2 
307-05 Central NAF loan and grant files 314-0'3 
307-06 NAF securities files 314-0 6 
307-07 Central NAF financial report files 314-0 4 
307-08 AER transaction files 729-0 6, AR 340-18-7 
307-09 Welfare fund account files 314-0 9 Cow 
307-10 Sundry fund account files 314-1C0 y
307-11 Subsidiary records to welfare and sundry fund 314-111 

account files 
307-12 Constitution and by-laws of welfare and sundry 314-12 

fund activities files 
307-13 Minutes of meeting files 314-13 co/,/ 
307-13.1 1 Army gift fund account files 314-14 
307-14 NAF statement and report files 314-07 / VZ 
307-15 - _NAF individual employee pay record files 314-21 
307-16 Withholding tax exemption certificate files 314-23 
307-17 NAF employee leave files 314-22 
307-17.1 NAF employee insurance files 314-24 
307-18 NAF report of audit files 314-18 v 6-kr y4 
307-19 Preaudit work paper files 314-19 
307-20 Audit work paper files 314-20 c o 
307-21 NAF bank deposit insurance files 314-05 
307-22 Post restaurant fund external files 314-17 
307-23 Post restaurant fund internal files 314-17 
307-24 Hospital fund account files 314-15 
307-25 Vocational training fund accounting files 314-16 
307-26 Army theater operation administrative files 315-19 
307-27 Army theater fund account files 315-20 
307-28 AAF salary and withholding tax files 315-21 
307-29 AAF theater authorization files 315-18 
307-30 Book department external files 314-17 
307-31 Book department internal files 314-17 
307-32 AAFES daily report files 315-08 
307-33 Army exchange cash register report files 315-09 
307-34 AAFES journal and ledger files 315-02 
307-35 AAFES accounts receivable files 315-03 
307-36 AAFES disbursing files 315-04 
307-37 AAFES accounts receivable and payable control 315-05 

files 
307-38 AAFES miscellaneous disbursement files 315-06 
307-39 AAFES accountability files 315-07 
307-40 AAFES payroll control files 315-15 { 
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Old File No. File Title 

307-41 AAFES payroll deduction files 
307-42 AAFES personnel travel files 
307-43 AAFES fidelity bond files 
307-44 AAFES self-insurance files 
307-45 AAFES employee insurance files 
307-46 AAFES comprehensive casualty insurance files 
307-47 AAFES insurance claim files 
307-48 AAFES tax case files 
307-49 NAF R P files 
308-01 Validation files 
308-02 General collection files 
308-03 Household goods shipment excess cost collection 

files 
308-04 FHA mortgage insurance payment files 
308-05 Depository designation files 
308-06 Banking files 
308-07 Conversion files 
308-08 Disbursing office establishment and appointment 

files 
308-09 Commercial account claim files 
308-10 Bankruptcy processing files 
308-11 Pecuniary charge appeal files 
308-12 Savings deposit proofing files 
308-13 Unclaimed money files 
Added Original disbursing officer account files 
Added Original contract files 
Added Individual financial history files 

New 

315-16 
315-17 
315-10 
315-11 
315-12 
315-13 
315-14 
315-01 
301-07 
319-04 
319-05 
319-06 

319-07 
319-08 
319-09 
319-10 
319-11 

AR 340-18-3 

File No. 

319-12 
319-13 
319-14 
319-15 
319-16 
319-01 
319-02 
319-03 
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