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Craxez HEADQUARTERS P e
DEPARTMENT OF THE ARMY
No. 9 ‘Wasminegron, 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 file numbers 320-01
throzﬁgh 320-07.

AR 3840-18-3, 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 oand 2 e 1 and 2
None_ e m e e 47 through 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 Staf
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



AR 340-18-3
Cc7
Cuange NEADQUARTERS
DEPARTMENT OF THE ARMY
No.7 v Wasmixgron, DC, 12 September 1974

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF FINANCE AND FISCAL
FUNCTIONAL FILES

Effective 1 January 1975

This change revises disposition instructions for file numbers 302-06,
303-01, 303-02, and 303-03; updates references to pertinent regqulalions
in subfunclional category 305; revises descriplion and disposition
instruclions for file numbers 306-13 and 316-14; corrects wording in
disposition instructions for file number 306-19; and adds file number
206-24, Subsistence and quarters rate devialion files. ’

AR 340-1S-3, 14 August 1969, is changed as follows:

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

Remore pages Insert pascs
~dand 2. e ceeeeeeoo e 1and 2
6.1 through 10__ . e ececcacaea 7 through 10
13 through 20 i meioaoao- 13 through 20
37 and 38 e e 37 and 38
43 and 44 e memcm————m——— e 43 and 44
Authentieation L L o eieeo- Authentication

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

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

By Orvder of the Secretary of the Army:

FRED C. WEYAXND
General, United States .trmy
Official: Vice Chicf of Staff
VERNE L. BOWERS
Major General, United States Army
The Adjutant Gencral

DISTRIBUTION:

Active Army, ARNG, USAR: To be distribuled in accordance with DA
Form 12-9A requirements for AR; Maintenance and Disposition of Finance
and Fiseal Functional Files—C (Qty Rqr Block No. 238).

TAGO 1598 Scplember 880 467°—T4
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Cé6
CuaNGE 1 HEADQUARTERS
» DEPARTMENT OF THE ARMY
No. 6 [ Wasmxaron, DC, 31 July 1973

OFFICE MANAGEMENT
MAINTENANCE AND DISPOSITION OF FINANCE
AND FISCAL FUNCTIONAL FILES
Effective 1 January 1974

This change reflecls increased retention periods for file numbers 30611
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 helow :

Remove pages Insert pages
15 through 18 e 15 through 18
33 and B4 33 through 33
43 through 46 _._____.______ 43 through 46
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 : Chief of Staff :
VERXNE 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 540-465°—73
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C5
CuaNGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 5 Wasuinagron, DC, 24 July 1972

OFFICE MANAGEMENT
MAINTENANCE AND DISPOSITION OF FINANCE AND
FISCAL FUNCTIONAL FILES
Effective 1 January 1973
This change provides complete revision of subfunctional files calegory

314, adds file numbers 304-20 and 305-10, and changes other files re-
tention periods.

AR 340-18-3, 14 August 19069, is changed as follows:
I. Changed material is indicated by a star.
2. Remove cld pages and insert new pages as indicated below:

Reinore pages Inserl puyes

b5 through 6.1 el o through 6.1
1Y e e emmmcmemmcn 11 and 12
13 through I8 L eeicaooo 13 through 18
25 and 26 e 25 and 26
31 through 34 e iiiao- 31 through 54

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

By Order of the Secretary of the Aymy:

BRUCE PALMER, Jin.
General, United States Army
Official : Aeting Chicf of Stoff
VERNE L. BOWERS o
Major General, United States Army
The Adjutant General

Distribution:
Active Army, ARNG, USAR: 'To he distributed in accordance with DA Form

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

TAGO 19\ - July 310 463°—72
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c1
CHANGE HEADQUARTERS
. DEPARTMENT OF THE ARMY
No. 11 Wasnixeron, DC, 10 October 1978

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF FINANCE
AND FISCAL FUNCTIONAL FILES
Effective 1 January 1979

This change adds file number 304-21; revises description for file numbers
306-91, 306-02, 313-13 and 316-I5 revises disposition instructions for file
numbers 306-04, 31401, 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 Imsert pages
1 and 2. _— e —————————————— emee—— e —— 1 and 2
11 el — 11 and 12
15 and 316 et e 15 and 16
29 through 88 e - 29 through 38
41 and 42 —_——— e e 41 and 42

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

The proponent agency of this regulation is The Adjutant General 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—474°—78



AR 340-18-3

C 12
CIIAxGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 12 Wasmyerox, DC, 15 August 1979

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF FINANCE
AND FISCAL FUNCTIONAL FILES

Effective 15 September I97

This change revises disposition instructions for file numbers 504-91, 305-95,
312-02, 312-03, 312-97, 31313, 316-14, 318~01, 318-02, 318-04, 318-45, 318-19,
318-21, 318-22, 318~23, 320-05, and 320~07 ; adds file number 319-17 ; rescinds
file ruenbers 305-91, 306-19, 306-21, and 306-24; and provides for general
updating.

Interim changes to this regulation are not efficial unless they ave authenti-
cated by The Adjutent General, Users will destroy interim changes on
their expivation date unless sooner superseded or rescinded. e,

.
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:
fulatee} >

Remeve pages Insert puges

G and 10 e ———————— e 9 and 10

18 and 14 e 13 and 14

17 through 20 . o o e ————————— 17 through 19
25 and 2B et e e e 25 and 26

20 through 32 . . o e e e e 29 through 32
37 and B8 e e 37 and 38

41 through 80 L e e e 41 through 50

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

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

By Order of the Secretary of the Army:

E. C. MEYER
Heneral, United States Aviny
Official: Chief of Steff
J. C. PENNINGTON
Major General, United States Army
The Adjutant Gencral

DISTRIBUTION:

Active Avmy, ARNG, and USAR : To be distributed in accordance with
DA Form 12-9A requirements for AR, Maintenanece and Disposition of Finance
and Fiseal Functional Files—C.

TAGO 156A-—July 280-4G3°—72



C 11, AR 340-18-3

*AR 340-18-3
ArmMy REGULATION HEADQUARTERS
. DEPARTMENT OF THE ARMY
No. 340-18-3 WasaixeroN, DC, I 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. ¢. 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



C 11, AR 340-18-3 1 October 1978

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

Subfunctional
category file . Page

No. Subfunctional category file title No.

302 Integrated financed and acecounting files_ ... ________________.___ 6

303 Nonintegrated finance and accounting files_ . . ... .. ... 8 e

304 Finance and accounting general operations files_...___________.__.____ 10

305 Military pay filles. o o e 13

306 Civilian personnel pay and accounting files. oo o ____ 16

307 Army stock fund aceounting files_ . __ . _______________. 20

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

309 Cost aceounting files_ . __ o 22

310 Banking facilities and currency conversion files.__ . _______________. 23

311 Guaranteed loan program files. . - oo 25

312 OCE civil works finance and fiseal files____________________________ 26

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

314 Nonappropriated fund accounting filles_ . . . ___________. 31

%315 Army and Air Force motion picture service accounting files Rescinded. 35

316 Auditing services files- . meeee 37

317 Accounts office files___ __ __ e 39

318 Consolidated financial files. . e 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) .o oo oo 47
‘V,/"

2 TAGO 304A



14 August 1969

4

301 COMMON MISSION FILES

1. Common mission files may sccumuiate in any office to document per-
formance of its assigned Finsnce 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, 801-01 Militery Pay Instruction Files, 801-02 Cost Account-

ing Ammhve Files, 80107 Trial Balance Reference P cle.'_s?ldlbes’.”'“\f oS b crmrm %
Fils Né Rz~ Description Dirposition . t
301-01 Instruction fles. Documents related to preparing, coordmat- A.Oﬁm of HQ De;)ar!:ment of the

AR 340 18-3

ing, issuing, and interpreting directives, regulatory instrue-
tions, and comparable instructional materizl, These files ac-

mherpre’tatxon of instructions and'incinde coordinsting ac-
tion, studies, interpretations, and publizshed record copies
7701 instructions, such as regul&twns, gupplements, memoran-
dnmz, circulars, pemphlets, and bulleting; SOP's or gimilar
issuances; messages used for expeditions interim changes to
instructions; technirsl newszletters or compsarable media
used to forward semi-official xnd xuthoratxve mztz'uctlonx,
and officizl tn.inm: rn-tm-‘v .

‘ "/3/01-02 Admuustntxve ﬁlu. Documentl :elat:mg to the overall or gen-

erz] routine administration of ‘finznce and fiscal activities,
but exclusive of specific files described in this reg-ula.'non.
* These files include, but are not limited to—

a. Routine romments on:.regulztions , directives, or other

publications prepared by-another cSce with primary re-
-sponsibility, If comments-regult in zdditionsl action affect-
ing the mission or function:of the -oSice, documents should
be filed with the appropriate miszion functionsl files,

b. Evaluations of suggertions that do not result in izsu-
ing =n instruction or establithing & project,

¢. Program and budget documents, management improve-
ment reports, cost reduction reports, ind comparable man-
agement reports prepared to zubmit date to offices
responsible for these management functons.

d. Extracts.of IG, GAO, AAA, or comparable reports of
inspections, surveys, or audits that pertain to the opera-
tion of the mirsion or function.

e. Documents relzting generally to the application of
ADPS and PCM operations within the functionsl ares re-
lating to finance and fiscal activitieg,

f. Comments on or contributions to news relesses or other
media furnished to information officers to publicize and pro-
mote the mission or functions.

Agreement files. Documents relating to agreements between
elements of the Army, between the Army and other military
services or Federsl agencies, or between the Army and oth-
er non-Federal organizations or agencies; but not with for-
eign countriex, These agreements are negotiated to provide
for continued understzanding between recognized organizs-
tions and the Army for the purpose of providing or obtsin-
ing various types of support services. The services include
logistic, medical, administrative, fire protection, facilities,
payroll, and similar support on & one-time or continuing ba-

301-03

cumulate in offices responsible for preparstion’ and.

’

~

By

Anny, offices of major awc=inbesme-
commands bebdeueriersr—and

alements in & combat zoné or desig-

nated as a.combat support element - -

in & combat zone (as defined by AR
810-25): Permanent. Cut off an-
nusally or on supersession or obsc.
lescence, a3 reference needs require.
ther offices: Destroy when super-
seded, obsolete, or no longer needed
for reference, whichever is ﬁ.rst. :

Destroy a.fter 2 years-or on discontin-

'ﬁle.

wvance, whichever is first, However,
documents in the cutoff file that re-
quire additional action or relate to
reopened ceses should be brought
forward fer ﬁ]mg in the current

Office requesting support and office

providing support: Agreements in-
volving transfer of personnel
spaces and masteriel will be dis-
troyed 6 years =fter supersession,
cancellation, or termination of the
agreement. Agreements not in-
volved in transfer of personnel
spaces and materiel. will be de-
stroyed 3 years after supersession,

3
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Fils No.,

301-04

301-05

2 340-18-3

Description
gis; and on 2 reimbursable or nonreimbursable basis. In-
cluded are agreements, agreement checklists, smendments,
review comments, related correspondence, znd similar docu-
ments.

Orientation and briefing files. Documents used in orientations
and briefings given to vizitors and newly zssigned individa-
als about the mission, functions, and physical layout of an

office. Included are photographs, transperencies or vug-

\ o_,,.,l MA&OP scb

raphs, copies of specifically prepared handouts, and related
or gimilar documents,

and dissolving committees which consider, advise, take ac-

Y P ‘tion, and report on specifically assigned functions, They in-
NC1-Av-381- ;

T 5 Thiw | &
NCI-Ay-T78~
GH, Tl [y

clude joint, interdepartmental, and internztional committees
in which the Department of the Army participates;- as well
&8 committees within all echelons and elements of the
Army. Included are proposals, approvals, 2nd disapprovals
to establish the committee; charters, terms of reference,

continuing, or dissolving the committee; documents nomi-
nating, approving appointing, and relieving committee

Committee files. Documents relating to establishing, operating, A Office of committee chairman or sec-

14 August 196

cancellation, or termination of the
agreement. :

Reviewing offices: Déstroy 1 year af-
ter supersession, cancellation, or
termination of the agreement. Ear-
lier destruction is authorized.

' Destroy on supersession or obsoles-

[ A ?;emm HODA, wmagor conamand )
( , 4

Cominandd P

retariat, whichever iz designated

office of record, and offices of mem- |

bers of international committees in

when no longer needed for current
operations, g;i 20 )‘B&Aé’i’n .

Destroy when no longer needed for

‘F?SﬁA ‘ERU_, and comments on them; directives establishing, changing, B Offices of other committee members:
.;llbz}?l ]

30107

tee meetings; and related documents.

current operations.
members; notices, agends, minutes, and reports of commit-( :4@ Elemedds ot clhes, CCW feyels

g Staff visit files. Documents relating to schedule or specisl vis-
its (but not inspections, surveys, or audits) for the purpose
of performing staff or technical supervision or for conduet-
ing studies, This definition is not applicable to visits made
in connection with a specific process or case which should be
filed .with documentation of the czse or process. Inciuded
are requests for permission to visit, reports of visits, recom-
mendations, and other directly related documents,

Reference paper files. Documents used to facilitate, control, or
supervise the performance of 2 specific funciion, process, or
action—as distinguished from tnose official records neces-
sary for documenting performance of & funciion, process, or
action. Although accumulated reference papers may relate
to varied subjects and functions, they should bear a 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: -

6. Notes, drafts, feeder reports, news clippings, similer
working papers, and other materials sccumulated for prep-
aration of a communication, & study, an investigation, &
survey, an inspection, or other action. This definition does
not include vRejal and quasi-official recommandations, coor-
dinating actions, and other documents which contribute to
or result from preparation of the communication or other
record.

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

¢. Copies of technical documents, intelligence documents,
emergency plans, mobilization plans, and similar teproduced
materials that do not fall within the description for refer-
ence publication files.

d. Documents received for general information purposes
that require no action and are not required for documents-
tion of specific functions.

roy 10 yeurg ety Cowntoe 15 disselved .

Office performing visit: Destroy 1
year after completion of next com-
parable visit or on completion of re-
lated study.

Office visited: Destroy after 2 years,
except recurring staff visits will be
destroyed on completion of the next
visit. .

Cut off on completion of the communi-
cation, study, survey report, or oth-
er action. Destroy in blocks after
an additional 3 months, 6 months,
or 1 year, Ezrlier destruction is au-
thorized.

Destroy when no longer needed to fa-
cilitate or control work.

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

Destroy after 1 year, however earlier
destruction is authorized.




24 July 1972 R C 5, AR 340-18-3
“““““““““ . File No, Description Dig position
e. Extra copics of documents mainiained by action officers  Destroy after 1 year. However, earlier de-
which refleet actions taken by the action officer. Such files struclion is authorized.
should not be established unless absolutely necessary.

f. Copies of documents accumulated by supervisory offices, Destroy after 1 year. However, documents

such as chiefs of directorates, divisions, branches, or scparate in the inactive file that require additional
oflices. These documents duplicate the record copy filed else- action or relate to reopened cases should
where in lower echelon offices of the same organizational ele- be brought forward for filing in the cur-
™..._ ment which is responsible for performing the action, process, or rent file. JSarlicr destruetion is also

function. Such files should be established only when neecessary, . authorized.

not in each oflice of the same organizational clement, /
301-08 Unidentified files. Records relating to the performance of finance - i ermanent. Culofl annually, or on com-
<.. and fiscal activitics that are not described in this regulation. pletion of the project, event, or other
applicable action.
—_— \

TAGO 19A
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¢ 8, AR 310-18-3

17 September 1973

o= 302 INTEGRATLED FINANCE AND ACCOUNTING FILES

the integrated acconnting systern. Integrated necounting
and activities of sufficient size and operational scope to
of a finance and accounting office prrsuant to AR BT-101,

Fuie N Descrintion

82— surngl files. Documents reluting to books of original entry main-
tained to record all financinl trapsactions and to summarize
secounting for monthly postings to the genersl ledger. Included
are the general journal; spevial journals, such as fund receipt,
fund disbursement, and obligations journals; and related or
similar documents.

362-62 Generzl ledger files. Docunments relating to genera! ledgers which
contain the accounts necessary to reflect financial operations,
such as asset accounts, operating accounts, linbility sccounts,
budgetary accounts, and statistien! accounts. These accounts are
maintained for the purpose of establishing in summary form the
status of the sceounts, operations for the month, and to provide
a medium for verifying the accuracy of reports and subsidiary
ledgers. Cut off ledger sheets that are filled or closed at end of
fiscal yenr.

302-02 Subsidiary ledger files. Documents relating to subsidiary ledgers
maintsined a3 a source for wscertaining the cowmposition of
general ledger accounty, to accumulate detail for analysis and
reporting purposes, and verification of nceuracy of general ledger
accounts. They consist of allotment ledgers, open allotinent
ledgers, appropriation revemte ledgers, transactions for others
ledgers, and unapplicd DO deposit funds Jedgers.

RN (% Trial balance files. Documents relating Lo trial balances prepared
from general ledger accounts, Included are trial balance sheets
and rclated papers.

302-065 - Subsidiary files. DO cash aceomnts subsidiaries; advances to em-
ployees, progress payments to contractors, and advances to con-
tractors subsidiary records; and cash blotters and check ledgers.

These files relate to operntions of finunce aud acconuting offices eperating vnder

s u=md by installations
warrant establishment

Despnaifinn
Destroy 2 years after posting journal
data to the generul ledger.

Destroy alter 10 years.

o

Destroy 3 years after closing ledger
accounts.

Destroy after 1year or on discontinuance’
whichever is firat.

Destroy after 3 years.

TAGO 85A



y 12 September 1974

File No.
% 302-06

302-07

[
v

Jeacrition

Accounting documents files. Documents posied to Looks o

eriginal entry. They include abotiment documents; obligs-
tiom documents, duplicate copies of disbursement vouchers,
collection docasaents (includirg cash collections), adjust-
ment documents (including adjustments relating to de-
ficiencies and irregularities), and rclated blocking tickets;

elecklistings for card checks; check recoscilistion state-¢ Atlotment documents:

ments; cheek copies; copies of ocuistanding <epesitary
checks notices of exception and certificates of deposit; and
comparab)e documents,

C 7, AR 340-183

Disposition

Checklistings for card checks: Destroy

after 1 year or on diseontinuance, which-
ever is firgt,

beck reconciliation statements: Destroy
on receipt of current list of outstanding
checks,

Desray after 3

Years.
“ Copu.s 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-
ocounting Center.

E Copies of outstanding depositary checks:

€

Reporting files. Copies of reports ferwarded to higher echelon,

such as Headquarters, Department of the Army; genersal
operating agencies; and accounts offices. Included are the
folowing reports with related documents: status of allot-
mertx and subafotments; schedule of obligations by activity
accounts; statms of reimbursements; mizeeflarecus net dis-
bursements and pet oollections; fransactions for others;
transactions for decentralized accounting offices; airmen'’s
deposits and repayments; specia’ open allotments; state-
ment of accountability; summary schedule of transactions—
A Foree allotments; schedule of tramsactions for others;
net expenditures, reimbursements, and related cask transac-
tions; status of advance payments for contracts; statas of
progress payments for contracts; obBgations by object cinss;
report of appropriatior reimbursements; famBy housing

operation snd maintenance costs; and similar or comparable

reporta.

Werking capi sl fund charter filles. Documents which autherize

the ure of werking cepital {wnde. Included xre copies of
ebarters with direetly related papers.

wel- Al 75—67

9’7 7)o

Other documents:

Otber offcen: Destroy 1

bcks

Destroy when the checks have been
paid or the proceeds thercof have been
transferred to account 20 X 6045.

Destroy after 3 years
except that documents relating to ex-
ceptions taken by GAO will be retained
until cleared by a satisfactory reply to
the notice of exception and then

' destroyed.
Status of allotiment reports and family

keusing operation and maintenance cost
reports: Destroy 1 year after all transac-
tions relating to the aTotment account
hkave been closed.

Other report files: Destroy after 1 yes‘r or

on discontinusece, whichever is first.

L
L4

Ofice of the Compireler of the Army:

Persasaent. Cut of on revocation or
supersession of charier.

r after revoca-

tiom or supersession & charter.

00Qe s MARS

obter!
o 5 ‘f/)GfCL'S'S/ﬁ);

[0 year

20-5 04855 ¢
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o)

Y




\R 340-183

File No,

303-01

~32

. 12 September 1974

303 NONINTEGRATED ‘DISBURSING FILES

Deacription

Activity nonintegrated disbursing files. Documernts main-

tained by =activities (other than tactical organizations and
mobile units) under the nonintegrated disbursing system.
These documents account for the receipt and disbursement
of funds specifically identified as retained money account
files. Included are savings bond records; uncleared notices of
exceptions, and correspondence pertaining thereto; retained
copies of payment and collection vouchers; schedules and
voucher registers; bills register; cash book; cash blotter and
subsidiary ledgers (civilian pay ledgers, agent’s aceount-
ability ledgers, and detailed deposit fund ledgers), check
registers, and check copies; treasury statements and recon-
ciliations; deposit certificates; correspondence specifically
relating to the account (any record subsidiary to an official
transaction in the disbursing account being shipped should
be attached to the money account records to which it per-
tains); and all other capital papers.

Mobile and tactical unit disbursing files. Documents main-

tained by tactical units and mobile units under the non-
integrated disbursing system. These documents account for
the receipt and disbursement of funds specifically identified
as retained money account files. Included are savings bond
records; uncleared notices of exceptions and correspondence
pertaining thereto; retained copies of pay mentand collec-
tion vouchers; schedule< and voucher registers; bills register;
cash book; cash blotter and subsidiary ledger (civilian pay
ledgers, agent's accountability ledgers, and detailed deposit
fund ledgers), check registers, and check copies; treasury
statements and reconciliations; deposit certificates; cor-
respondence specifically relating to the account (sny record
subsidiary to an official transaction in the disbursing account
being shipped should be attached to the money account
records to which it pertains); and all other capital papers.

Note. Commanders of major commands and msjor Army
subcommands msy suthorize disbursing officers to keep
copies of vouchers and “other records’ for a period not to
exceed 6 months longer than the retention period and/or
shipment period provided herein.

-

These files relate to the nonintegrated disbursing, collection, and accounting
functions performed by tacticsl units, mobile units, and certsin small activi-
ties not authorized to use the integrated accounting system. Files for which
disposition instructions are not specifically contained in this category may
be dlsposed of in accordance with instructions in this recrulqtlon covering
similar integrated finance and accounting files.

Disposition

+* Destroy after 5 years except that docu-

ments relating to’ exceptions taken by
GAO will be retained until cleared by a
satisfactory reply to the notice of
exception and then destroyed.

Copies of vouchers and schedules: Destroy

on notification from the appropriate
finance office that the originals have
been received by the US Army Finance
and Accounting Center (USAFACQ).

Cash books, cash blotters and subsidiary

ledgers: Units: Cut off at end of fiseal
year and transfer to the US Army
Finance and Accounting Center
(USAFAC), Financial Histories Opera-
tions, Records Division, Mai and
Service Branch (Dept 60), Fort Benja-
min Harrison, Indianapolis, IN 46249,
TUSAFAC: Destroy after 5 years or when
account is cleared, whichever is first. -

Other records: Cut off at end of account-

ing period, hold 1 month, and forward
to the US Army Finance and Account-
ing Center (USAFAC), Financia His-
tories Operation, Records Division, Mail
and Service Branch (Dept 60), Fort
Benjamin Harrison, Indianapolis, IN
46249.

s
¢
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303-04

36305

TLAGO 1384

Deseniziion
Qutstandirg check depository fles. Copies of outstanding

chocks and reluted po ncw waintained by mobile and taetieal
unit dishursing ofice > files will Le retained h the
possession of dishursin ntil tranz{ored to account 20
x D3,

Transmittal letter files, Documents uscd as control insiruments
in the transmission of allotment forms and the transmission
of original vonckars and sekaodules to the US Army Finance
and Accounting Center fneluding 'u.‘mowlcd"nmc-nt of re-
ecipt by the US Army Finanee and Aceounting Center

Check issuc card ﬁlc< Cards and related d:)g'.'ments used to
prepare required da iesue lsts,

Forward to the TS

Doz

C 12, AR 340-18-8
Disprtion

and JAceounting Cente
Financial Ilistories
eords Divizion, 3.!:1'}1
Branch (Dept 60),
Harrison, IN 462
on iransfer to

249 on pp;.-n~on: o
account 29 x 6923,
trar after 6 months or en dizcon-
tinuanece, whichever is first,
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2, AR 310-18-3 1 August 1979 -

File No,
304-01

304-02

304-03

364-04

364-85

304-06

304-07

304 FINANCE AND ACCOUNTING GENERAL OPERATIONS FILES

These files relate to general or misecllancous finance and accounting functions
including allocation, allotment, collection, and the management of miscellaneous
funds.
Description Disposition
Allocation files. Documents rclating to trancactions involving ¥ OCA: Destroy after 10 years. Cut
authorizations received from the Comptroiler of the Army off at end of FY for which funds are

making specific funds available to a fiscal operating agency available for obligation.

for the purpose of issuing allotments. They arc accumulated General or special oporating agencies:

by fiscal administrative elements in the Department of the Destroy 4 years after the FY for which

Army. the funds are availabie for chligation.
Alitement files. Documents roluting to transactions making Generzl or special operating rgoncles:

specific funds allocated to a fiscal operating sgeney avail- Destroy after4§ears.

able for obligation to field installation, either through allot- L0

ment or suballotment, and accumulated by fscal adminis- / ! f

trative elements in the Department of the Army. IV AR TR
Level of cash balance review files. Documents covering the DeWOr 07 ontir /2}{/‘5/2%‘}

pericdic reviews of cash funds authorized for maintenance e, whithevet is _

by finance and accounting officers and their agents. These Derrau afiar @ gea. 5 o eMEVL DL V\QU‘)

ie

documents serve as a basis for rcahcmg or expanding the®xwthen” 4o ol Yacniv ooy Perse i s
amount of cash funds held at personal risk and for discon- 1S 15Swed, Lohionavts Ty \otel,
tinuing such funds when demonstrated neced no longer exists. -

Signature card files. Documents used in identifying signaturcs Destroy 3 years after revocation of the
of individuals designated as certifying officers for the purpose designation for any reason.
of certifying vouchers. Included are signature cards and

directly related papers.

Colleciion vouchker files. Copies of documents that have been Destroy after 3 years
transmitted to disbursing officers 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
ofﬁcer.’. Such files include report of deposits, soldier’s deposit

oliection voucher, report of collection for authorized sales of
services and supplies (other than subsistence), account of
sales of public property at public auction or on sesled pro-
posals, schedule of ccllections, and comparable documents.

Note. When these documents form an integral part of the

ccounts of files described elsewhere in this regulation, they
will have the same disposition as that file.

Operation reperting files. Unit or disbursing officers’ retained Destroy after 1 year, or on discontin-
copics of monthly report of operaticns, report of discounts uance, whichever is first.
on contracts and purchase orders, and comparable documents.

Contract pregress payment reperting files. Reports =me‘t’ccd Offices of the Army staff: Destroy after

by contracting officer to Ifeadguarters, Department of th 2 years, except recapitulation reports
Army, indicating progress payments of contract; 1epapltula.- retained by the Office of Comptroller
tien reports prepared therefrom; and related correspendence. of the Army are permanent.

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

{
deeNCl=RU- 7% L Ly



1 August 1979
Fie No. Dicseription
36303 OQuistanding check depesitery files. Coples of outstanding

cheeks and related papers maintained by mobile and tactical
unit disbursing officers. These files will be retained in the
possession of disbursing officers until transfored to account 29
x 6045,

303-04 Transmiital letter files. Documents used as control instruments
in the transmission of allotment forms and the transmission
of original vouchers and schedules to the US Army Finance
and Accounting Center (including scknowledgement of re-
ceipt by the US Army Finance and Accounting Center).

16365 Check issue card files. Cords and related documents used fo
prepare required detailed ebecks issue lsts,

=~
—

C 12, AR 340-18-3

Disposition

Forward to the US Army Finance
and Accounting Center (USAFACS),
Financial Histories Operations, Re-
cords Division, Mail and Service
Branch (Dept 60), Fort Beanjamin
Harrison, IN 46249 on payment or
on transfer 10 account 20 x 6045.

Destroy after 6 months or on diseon~
tinuanee, whichever is first.

Destroy at close of the accounting eyele
subsequent to that in which prepared
or on discontinuance, whichever iz
first.



C 12, AR 310-13-3 ' 1 August 1979
304 FINANCE AND ACCOUNTING GENERAL OPERATIONS FILES

These files relate to general or miscellanecus finance and accounting functions
including ellocation, allotment, collection, ard the management of miscellancous

=

funds.
File No. i Deserigtion Disposition
304-01 Allocation files. Documents relating to transacticns involving 4 OCA: Destroy after 10 years., Cut
authorizations received from the Comptreller of the Army off at end of FY for which funds are
melking specific funds available to a fiseal opersting agency available for obligation.
for the purpose of issuing allotments. They are accumulated  General or special operating agencies:
by fisca]l administrative elements in the Department cof the Destroy 4 years after the FY for which
Army. ~ the funds are avaxiablﬁ for obligation.
304-02 Alltoment files. Documents relating to transactions making Gencral or special operating azcncies
specific funds zlocated to a fiscal operating sceney awvail- Destroy after years.
able for obligation to field installation, either throuzh ollot- MJ”&E
ment or suballotment, and accumulated by fiscal adminis- 19
trative elements in the Department of the Army. . - o
04-03 - Level of cash balance review files. Docuwents covering the Destroy after 2 yearsor <n dizsontinu
periedic reviews of cash funds authorized for mzintenance - conce, vhichivwr la Lists when 2 reW

by finance and zccounting officers and tkeir agents. These 'Uﬁ"’"e)'fo held cash = /0&"S¢/N/ risk
documents serve as a basis for reducing or espanding the ‘I Issued, whickever 73/ later.
amount of cash funds held at personal risk and for discon- e -av-24-24; @'47"’?5‘.7
tinuing such funds when demonstrated necd no longer exists.

304-04 ‘Signature card files. Documents used in idextifyinz signatures Destroy 3 years after revocation of the
of individuals designated as certifying ofScers for the purpose designation for any reason,
of certifying vouchers. Included are sigeature cards and
directly rclated papers.

304-05. Coliection voucker files. Copies of decuments that have been  Destroy after 3 years.
transmitted to dizbursing officers whkich zre accumulated by
2les officers and other officials autherized to acespt amounts
due the United States from indn-zdua‘xs, organizations, or
sovernmental azencies, other than files accumulated by :Lcal
officers. Such files include report of depes i
collection voucher, report of colecticn
scrvices and supplies {cther than
sales of public property at pub.“ suction cr on ¢
pesals, schcdule of collccticns, and comparable documents.

Nole. When these documents form an intogral part of the

accounts of files desceribed elsewhere in this regulation, they
7ill have the same dispesition as that file.

304-06 Operation reporting files. Unit or disbursing officers’ retzined  Destroy after 1 year, or on discontin-
. copics of monthly repert of c,)cr:‘.tum, r: port of ciscounts uance, whickever is first.
. on contracts and purchase orders, and cemparable documents.
304-07 Contract pregress payment reporiing files. Reperts submitted  Offices of the Army stafl: Destroy after
by contracting officer to Ileadquarters, D.p:‘ tment of the 2 years, except recapitulation reports
Army, indicating progress payments of coatract; reeapitula- retained by the Office of Comptrolier
tion reperis prepared therefrom; and redeted cerrespondence. of the Army are permanent.

Other offices: Destroy after 1 year or on
iscontinuance, whichever is first.




1 October 1978

File No.
304-08

304-09
304-10
304~11

304-12

304-13

304-15

304-16

304-17

304-18

30419

TAGO 304A

Description
Contract advance payment progress reporting files. Reports sub-
mitted by installaticns and operating agencies adminijstering
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 contingeney 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 refiect 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.

C 11, AR 340-18-3

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 cf employee or on discontinuance,
whichever is first.

11
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File No.

305-M

345--02

305-03

34504

505

38566

305-67

TAGO 1584

365 DMILITARY PAY FILES
These documcnts relate te the various military pay systems in use throughout
the Army. They accumulate in finance and accounting offices and other offices
when dley are responsible for administration and/or eperation of the military
pay funeciion.

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

Su?rstaatiai:i g d ceument files. Hetained copies of military pay  Destroy 1 year after elose of pay record
orders; ecriificates for ns, payments, and allownnecs; periad to which they pertain,
and eother su 3*%*M'mmg daguments that support entrics on
military poy records. A substan g document iz any docu-
ment which is a“m ta cifeet o eredit or debit cnlyy on mill
pay recordsa.

TC.’.TH)FTEI’:‘\A Y pay reeorqa CEE’“f cale &L‘ (/u pics Cf < Dehtl'u y i yeay :zxt-er transicr of 1 Lli)d{' d
M &
i

which indicate the pay status of individuals for 3 pay record, or on discontinnanee,
t‘emp‘imry pay rocord bas bem cpcnad. whichever s first.

ed fo provide

ala

¢ informa-  H Destroy aft
ais for official t

Trapsmittal Ieﬁ,tnr fvies. DO:‘_‘L}]PPI & u%d in trantmitting allot- Deatroy after 6 months or on diseo
mond forms and other papers that tinuanece, whichever is fivst,
3 .uh ot an individual’s pay.

Pay record index caxrd files. Cor cpared for each individual  Destroy 1 year after individund is trans-
on whom a military pay reecord or -’i nancial data record folder ferred from the poying jurisdiction.

is reecived or initially opened. These cards are used for locator
purposes ar eeipts for military pay records pineed in
custody ¢ ual t0 whom they pertain.

Financial data record felder files. Individual folders eentaining  Transfer folder, or portions thercof, as
documents that affeed t.hc pay of military perconnel. These required by AR 37-104-3, AR 635-10,
fold contain pay vouchers, leave record, allotment au- and AR 640-10.
thorizations and disconiinnaneces, statement of serviee, tax  Destroy the financial data reeords folder

withholding record, debt ! schedule, request for and all documonts eontained thercin
pay .‘Lim;., perzonnel clothing reguest, application for hasic when the individual is separated or
allowanece for member with depeadents, pay adjustment an- released from active duty snd the final

1l payment reeeipt, military pay voucher has becn paid,

thorization, statement of charges
emergeney  payment wathorizations, travel vouchers, em- exeept as follows:

ploy withholding tax excmption eertificate, notice of a. Continue the folder in use when
levy, promotion orders, notices of cxeception, and other docu- the individusl is separated for the
ments that affect an individual’s pay. To protect certain purpose of . continuing on active
information and to prevent the folder frorma becoming too duty in the same or another status,
bulky, disposition of eccrtain documents in the folder diffiovs b. Forward the folder as reguired by
from the disposition of the entive folder, as follows: AR 37-104-3 when the final mil-

tary pay voucher cannot be paid.
Copy No. 5 of the military pay voucher. Withdraw and destroy when copy No. 5

for the next pay period is placed in
the folder.

Withdraw and destroy 2 yeoars fm
close of the FY to which tha voueh
pertain.,

wel vonehe

13
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"1 October 1978 C 11, AR 340-18-3

File No. Description Disposition

305-10 Personal financial record files. A personal financial record willbe Destroy on separation or retirement of
maintained for each military member on active duty, except individual after final payment is made.
for personnel serving in a status of 6 months or less active Disposition of individual documents and
duty for training. For personnel in the latter category, a Finan- complete Personal Financial Records
cial Data Record Folder will be maintained as preseribed by under other circumstances will be in
AR 37-104-3. Filing instructions for documents constituting accordance with provisions of AR
the Personal Financial Records are prescribed by AR 37-104- 37-104-3.
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.

TAGO 304A 15



1 August 1979

File No.
3¢6--03

366-68

X 396-07

Fa06-09

3G6-

¥ 306-13

Seo.
kAR 240 —/¥-

LACO 138A

Leave rececd fles. Subsidiary o

b(ii‘db to the offieis) loave record
card. Inechided ‘W(, thne and at’c-nd;:nce ren orts :md-’o‘:‘ job
mrd on W I.w leavw mm WEre ma tfhufd Hoations for

’\r)fr:. "f‘ Jor to disy a1 decuments which are pr-:t inend
to an o eeption will be withdrawn and
retsined vy ‘i’i ! qmn\,b of the cxeeption.

zed timekeepor
ivle for

Wi eom

s
=
b

" r’
"v
=

Payrell cenfrof files. | ¢
trol purpeses, ista:?.x.;din-f 8y 1011 sigstestdy corti-
fieation control doeu ”ﬂ‘(.:: («.h;c,l inelu sourea docu-

et to suthorize or C.j:ll‘.ﬁ(’ payme nfs to employ
Also ii‘(’h‘h ek e pay ¢ sehedules,
payrell condrol n
and f]j nont sehed

e
5
2
ot

o8,

and &
exeept as r-ﬁ:' W b Y o\f'e:Ecd ;r th:’s scr:i:%,o‘x
Ngfe. Dow
tion will be
clearanen of
Payrell wwi

5
I

L:em*e information

Individua v,:t}’.em/a m“‘i fles. Docu-
ne “ta rcqu b
holding an 'nc}wm;r:ﬂ's

paperﬂ.
Withheld!
Depar
ees of the 1

Witkholding tax files. Doc
Included are veports to ¢
withheld and to the I”g.i:c
come tax i
and relat

xnmu.t ecrtificate fifes. Coples of Treasur
exceited by lian employ

<

l,,l

deductions wit

cd dosumenta

™

s. Copies of letiers
to the National
Winncbage St., St

pay recerd {ransmitial letier £
tivg ibe i

'):ﬂ,rx&l ?u 08

Subsistence and quarlers authorization ﬁ!cs. Docum
lating to authorizations for pa t
quarters to employees. E}h-}“.dca are regu
tion, diseo panee of suthor izetlons, and 1

Trrem C[wuZL wo- Lol g;?,us e

C 12, AR 340-18-3

Disposition
Destroy after 3 years.

e A= AU 7E-5T

On transfer of employee:

gaining payroll office whe

by AR’s in the 37 series.
On separation of employce
transferved) or on cancella

!

troy when sugerseded or when ob-
:\..alete for any resson.

(when not
wtion of ou-

thorization: Destroy after 3 years.

Destroy 4 yoars after form ig
or obsclete,

Destroy after 4 years.

Destroy after 3 years.

Destroy after 3 years

T (989

superseded

17
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File N  Dociption
30605 . Learc :owd fles. Subsidiay resords to the oﬁ’id:sl icave meord Dbmy afler
S “T. . card. Included are time and atteadspee reparts xodior job - -
S " cards on whichJeave datx were maintained, ..pphcaxmm {c:
w | .t -. -leave, and sitnilar datas’. " z73:
-7 , . Note. Pnormdxspoml,aﬂooommtsvindxmpuimm
- to an .outstanding GAO exceplion will be mthdrawn aud
- -retmned untIl clcamnoe of the esceptxon. = ;4_‘_':. . .. "-- :

P -..-.-.““l!* e

payroll o&e when required
by AR’s in the 57 series. o
th in- On separation of employee (when nol .:v-
te. I_nc}nde& (‘ia‘:msfen'ed) o7 om cancellation of 2a- o

E}fﬁnﬁ Qﬂﬂ £V 306 2£

filer. Copies ol Trc:sun‘ 0y 4 sears after form is supe.xseded. N
.Department (TD W-4) £ exocutod by civiian emgloy- or cbsolete. )
ees of the Departmcnt 0 S

306-11 Withho!dmg tax files. Documents reﬂectmg wages ‘w.\th]:e}d Destroy .J‘eer 4;&13. .
: hdudcdacrﬁpcr&mempbywdmhlmandiams C
come tax deductions mthhdd, 1sx roconciations, reeeipts,
znd related documents. -, . -o-

306-12 Individual pay record transmittel letter files. Copies of letters Destroy ai'ter3 years.’

’ transmitting the individual psy records to the XNational

. Personpel Records Center, GS4, 111 Wimmchagq &. Sk
IR v Louis, 10 63118, and related documents.

" surance ..nd pn;:mcnt of zmion dues .‘md
- amzz.p{ﬂx:ahon, ch:mga,and' :
i L oomp'leted '.by mmudu..i Cyoes with cE.rodly x‘ehted

- 306-13 7 Submstence and- qnarters authonzauon files. Te- Dcﬁroy after 3 years, e ‘

S " lating to authorizations for of :ub:mtence and ST

Cox LT B quarters to emplovens uded are requests for authoriza-’ /%.S‘C 11 @/QQ/ Uw '. '; R
N ..~ tionm, discontipwafice of authonz.atxons, and related documents. e

~
- -

- MQDO @aﬁj Sf@a 1/4’7@*//"7 @fangg) 0/
: _Gl’\{m\ CCE{*&C —(\)'c'// RS 306—2&“{% _ 17--
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T e e immeauiuts Action

JASHEINGTON, DL, 5 November 1979

> INTERIM CHANGE
AR 340-18-3 : ‘ - .

INTERIM CHANGE . oo
NO. I01 - ) ERY

EXPIRES 5 Noverber 1980
OFFICE MANAGEMENT =~

MAINTENANCE AND DISPOSITION OF
FINANCE AND FISCAL ACCOUNTING FILES

This interim change rescinds file numbers 306-07, 306-09, 306-10, and
306-13. znd adds new file numbers 306-25 and 306-26. These changes

will bring the AR into agreement with the GAO approved Standard Army _ .

" Civilizn Payroll Systenm (STARCIPS) ‘and MODELL SOPs for civilian payroll”
offices. It expirzs ]| year from date of publication and will be
destroyed at that time unless sooner superseded by a formal printed
change;.is being distributed by Ist class mail through the publicaticns
pinpcin: 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. ’

Page 17, file numb°rs listed below are superseded as follows:.
306-07 Payroll control files = Rescinded. Use file number 306 ZS‘

30£-09 Individual withholding Rescinded. Use ff?e number 306-262-
and deduction authori- . : ’
zation Tiles

306-10 Withholding: tax exemp- Rescinded. Use file number 306-265
tion certificate files - ) : .
306-13 Subsistence and Rescinded. Use file number 306-26 @
quarters authorization : :
files

Page 18, new file numbers are added as follows:

306-25 . Control Document Files - Documents Destroy after 3 years
maintained for payroll control and - -
cdit purposes, including payroll :
listings, payroll summary control .
and certification, payroll vouchers,
bond issuance schedules, payroll
control registers, leave control
registers, other related subsidiary

G control registers, listings that

refléct payroll changes, refund




- I01, AR 340-18-3 5 Xovember 1979

vouchers anéd adjustment schedules
- ) which relate to those payments,
except as otherwise provided in this
section. )
NOTE: Documents which involve or
" relzte to a2 GAO exception will be
retained until clearance of the

. exception.

306-26  Payroll Substantiating Document Q. Active and separated
rFiles. Documents Telating to pay employees: Destroy
authorizations, promotions, pay after 3 years, except
increases, pay adjustments, individual withholding
suggestion and incentive awards, and deduction authori-
zuthorization for pavment of zation documents — de-—
subsistence and quarters, records of  stroy 3 vears: after

. leave data, withholding:tax exemp— -:-: SUDerseded ‘orrcan— . .
tion certificates, official authori-" ~celledi-+ ~=s <°7 °°7

.zetions for continuing, changing,

czncelling withholding or deducting Wlthholdlng tax exemp—
z=ounts from an individual's wages tion certificates:
Zcr such purposes as purchase of Destroy after 4 years.
savings bonds and health insurance
and payment of union dues and allot- C,On transfer of
ment. ' employee: Withholding

' and deduction authori-

B , . zation documents will
R . ) © be disposed of as
‘ required by ARs in the
37 :series and FPM
regulations.
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(DAAG-AMR)

BY THE ORDZR OF THE SECRETARY OF THE ARMY:

E. C. MEYER
General, United States Army
Chief of Staff

Official: : ' .

J. C. PENNINGTON
‘Major General, United States Army
The Adjutant General

DISTRIBUTION:

Active ,Army, ARNG, and USAR: To be distributed in a2ccordance with
7 DA Form 12-%4 requirements for AR, Maintenance and Disposition of Fimance
S ) and Fiscal Functional Files--C.




17 September 1976 C 10, AR 340-18-3

308 PROPERTY AND FUND ACCOUNTING AND
ADJUSTMENT FILES

vosvvaadeey .

These files relate to accounting for property and funds, including. prep.n'atxon :

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

File No, Dexcription : © " Disposition -
308-01 Installation property account files. Files accumulated by De- Destrov after 2 years.

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-
. ing to installation property accounts.

Eazniidiid

308-02 Report of survey files. Documents maintained for the purpose Office perfurming final review author- |
_of reviewing circumstances concerning the loss, unservicea- . fty: files involving pecuniary liabili- ;
bLility, or destruction of Government property or funds, and ty; Destroy }0,years after comple~ :
for determination of the question of pecuniary or other re- tion of final ‘action. Other files: !
sponsibility for the absence or condition of articles or funds, Destroy after 3 years.
and action taken thereon, such as reports of survey boards of Other offices: All files, destroy 3 years
officers proceedings, and other documents councerning reports after completion of final action, t
of survey. NCI-AU- 21— -
N Nole. Unless otherwise specxﬁed in AR 735-11, final actxon
on reports of survey includes initiation of prescribed action to % 5/? / ?/ _
colleet the pecuniary charge. -
. 308-03 Report of survey control register files. Registers and related Destroy a{ter 10 years. g
.', documents maintained to control reports of survey. . : ) . ¢
" 208-04 Charge collection files. Case files accumulated in connection Destroy 2 years after final action.
: 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
staff office. .
F
v
;
E
!
4
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'ir.xco 4404 21




C iv, AR 340-18-3

File Ne.
309-01

309-02

309-03

309-04

309-0%

309-07

* 309-08

309-08

309

17 September 1976

COST ACCOUNTING FILES

These files accumulate under accounting systems devised to record, classify,
summarize, and 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.
Description
Cost ledger files. Documents containing source data for each cost
account. Included are cost control ledgers, cost detail ledgers,
comparable documents, and related papers.

Cost register files. Documents reflecting cost data by elemenis
and subelements of cost. Included are labor registers, supply
registers, contractural services registers, similar registers, and
related documents. ’

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 uced in preparation of these
Teports.

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 costs.
Included are distribution of military payroll; individual time
tickets; foreman’s daily reporis; 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.

Basic cost accounting reporting files. Documents accumulated in
the preparation of recurring and periodic basic cost accounting

reports made by operating ofiices of Army field elements, pri- -

marily for forwarding to higher echelon offices. Theze reporis
reflect costs in such areas as foreign aid, public information,
military personnel procurement, maintenance, repair, critical
materials, and similar areas.

Cost report consolidation and summary files. Summaries and

consclidations 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.

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 ficeal year, MILCOXN
reports, feature and subfeature cost ledger sheets applicable to
the foregoing reports, and similar documents.

Subordinate project cost files. Deferred, clearing, materials, and
offsetting cost ledger sheets; job estimate summary sheets;
and various preliminary and monthly project cost summaries
used for compilation of data required in preparation of project
cost summary reports, detsiled cost statements, parment esti-

—~mates, and other permanent cost accounting reports and records.

Disposition
Destroy after 10 years.

Destroy after 5 years.

Destroy after 5 years,

Destroy after 5 years. -

Destroy after 1 year, or on discontinu-

ance, whichever is first.

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 of .

covering report or record.
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File No,
310-01

310-03

310-04

310-05

+*310-06
310-07

T TAGO 440A
A

17 September 1976

C 10, AR 340-18-3

%310  BANKING FACILITIES AND CURRENCY CONVERSION FILES

These files relaie to establishment of banking facilities at military installations;
to the control and conversion of instruments to foreign currency; and to the

purchaze and issuance of indemnity bonds.

Description
Banking establishment and termination files. Documents relating
to the cstablishment and termination of banking and depositary
facilities and banks or braneches, Included are requests, recom-
mendations, authorizations, requests and authorizations for
extension of services, notiecs of lermination, leases, and similar
or related documents.

Banking operation files. Documents relaiing to the operation of
established banking facilities, banks, or branches. Included are
quarterly statements and reviews thereof, reports of serviees
rendercd and expenses incurred, correspondence related to
hours of operation and services rendered, eomparable papers,
and related documents.

Currency control files. Documnents used in oversea commands to
control the amount of foreign eurrency in the possession of
TUnited States military and eivilian personnel for the purpose of
preventing black market or other illegal aclivities.

Currency conversion files. Documents accumulating in porsonncl
and finanecgoffices, hotels, clubs, unit orderly rooms, and similar
activities, from conversion of dollar instruments to foreign
curreney; conversion of military payment certificates into
dollar instrumenis or foreign curreney; conversion of dollar
mstruments into military payment certificates; or replacement
of a current issue of military payment certificates by new issuc.
Prior to disposal, files reclating to unsettled irregularities or
diserepancies will be withdrawn, held until settlement of the
irregularilics or dizcrepancies, and then destroyed.

Military payment certificate accountability files. Documents main-
tained by command accountable officers which provide account-
ability data for each series of military payment certificates.
‘Included are receipts indicating shipments made or reecived,
shipping documents, destruection certificates, destruction sched-
ules, letters appointing destruction committees, and other
documents containing data indieating uge, reduction, or increase
of certificates. ’ .

Surely bond files. Rescinded. Function disconiinucd,

Indemnity bond files. Original indemnity bonds and related docu-
ments furnished by edueational institutions for care and safe-
keeping of Government property and terminated by the return
of the property by the institution to the Army.

Dispesition
Destroy on termination or discontinu-
snce of facility, bank, or branch.

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

Desiroy after 6 months, or on dizcon-
tinuanee, 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 eclearance
has been received from the Army
accountable officer.

Destroy 3 ycars after termination of
bond.



e,

T

Fie Ne.
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1 August 1979 € 12, AR 240-38-3

311 GUARANTEED LOAN PROGRAM FILES

These files relate to the Army’s participation in the guaranteed loan program,
such as guarantecing loans made to eoniractors that have been awarded Army
contraets.

Description Dispositicn
Guarantee files. Documents reficeting legal aspects of official Destroy 4 years after ease is losed.
guarantecs, Included are guarantee doewnents containing ternns
agreed to and related papers.

Guaranteed loan accounting files. Documents relating to the ac~ Destroy 4 years after ease is closed.
counting required in connection with guarantecd loans. In-
cluded are vouchers, registers, collection documents; financial
statements, fiscal reports, ledgers, comparable papers, and re-
Iated documernts.

n?
14



C 12, AR 340-13-3

These files acenr
aspects of mwﬁ W

]
(ed

ccuutmg.

of funds; and auditing.
File No.

312-01 Finance and fiscal correspondence files. Rescinded. Use file
numbers 30101 and

§12-02 General ledger files, Con r sheets which summarize civil

) works transactions, Fiiled ¢ ;nd sheots represe xfing dis-
: continued accounts will be cut - the ond of cach fiseal year,
! 312-63 Appropriation warrant filos. Do % :finnng to trd:}-dcfx({‘;‘s
involving authorizations : -
from the Secretary of th
moneys are authorized tu withdrawn from the Treas Ury,

312-04 Contributed fund files, Dos ting to funds coniributed
by municipalities and loou for the improvy
rivers and harbors. umulated by ficld offices
normally are filed with oivil s roject fles,

&12-05 Civil works cost basie reporiing

authorized civil works pro gc ix
provement of rivers, lakes, harbo ﬁcc.u \,o'lfrol, hy dj oeh c‘ ric
power produ ctlon, and ofh T aﬁnetﬁ of the cnnmprm ,
. development, and use of natural water resources, consis -sg of
~ quarfe‘xv and other reports submitted to the Chief of i
: neers by Engineer divisions and districts.
3i2-G8 Revolving fund reporting files.
e plant, properties and equipmse
and conselidated reports.

312-67 Finsnce and fiscal principal reporiing files,
of repert on budget status—ob EE;r&iic‘ns basis; CconsOl
status of eivil funds; payment to siates (grant-in-aid}; and
the consolidated balance sheet.

312-98 Qther finance and fiscal reporiing fles. These reports consist of
fund availability statement; summary okbligations and ex-
penditures; report of real estate receipts; report on real and
perscnal property and selected financial assets; summary of

civil appropriations, expenditures and advances; statement cf
hnetpendod balances of sppropriations and (Treasury) re-
quest for transfers and restoraiions and balances (administra-
tive agencies); and report on obligation.

312-49 Disbursu.g GiTC"IS accounting files. Consolidated statomeoent
of accouniability and consolidated statement of transactions
with 19}11 ed documents,

312-10 Allotment files. Documents relating io transsctions making

allocated to the Chicf of Engineers by appro-

table fox chug ition by field installa-
we of alletments.

specific funds
priation warrant ava
tions or activitics throtgh e

1 August 1978

™

N

f the Chief of Fnginecers and relate to all
They include files relating to
accounting (ncluding eost sccornting); collection, deposit, and disbur

cemoent

4

the elese of

'y

or the close of

*Df»%;oy 10 years af

the

fizgal year ’31\‘();.?;}

Destroy 2 after

project.

YOS completion of

Cost reports for the month of June and
censcelidated  cost  statements and
studi Permanent. Retire after 5
years.

Otber files: Destroy after 1 year or on
diseontinuanee, whichever is first.

Dostroy after 2 years, ezxcept that annual
(30 June) reports are permanent and
L1 . N Z———
will be retired after 10 years.
4 Destroy 10 years after the close of
the fiscal year involved. —

'Dcstroy after 5 years.

destroy after 10 years. Retire after 3
years.

Destroy after 4 years.
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1]l¢ No.
313-01

313-02

A g

¢ 10, AR 340-183

313 FIELD OFFICE CIVIL WORKS FINANCE AND FISCAL FILES

Theze files accumulate in Corps of Engineer field offices and relate to Civil

Worksz finanece and fiscal functions.

Description
Notice of completion of audit files. Notices received from the
Generul Acccuniing Office indicating completion of audit and
ceniificates received from the GAO indicating clearance of dis-
Lursing officers” aceounts under site audit procedure.

Civil works site audit files. Filcs retained in Corps of Enginecers
field offices engaged in civil works funcions for audit by GAO
representatives. Included are originals of accounts current; state-
ments of accountability; statements of tranzactions according to
appropriaiions, funds and receipt accounts; appropriation
transfer autherizations; invoiees of funds received; schedules of
transfers from deposit accounis; schedules of withdrawals and
credits between appropriations and’er funds; schedules of
colleciions of special and trust fund reccipts; colleetion vouchers
and rclated contraeis or other authoerizations for the sales of
serviees or commedities; procurement bursau vouchers; purchase
orders, delivery orders, and other obligaiing documents exeept
coniracis formally executed by both pariies; receiving reports;
invoices; procurement bureau voucher schedules; depesit refund
vouchers or other authorizations or refunds; bureau vouchers for
cost transfers; adjustment vouchers to effect correetion of errors
in the citation of funds where adjustment iz authorized to be
made by disbursing officers; schedules of canceled checks; pay-
ment estimates and partial payment records; and other original
documentis essential to support the receipt or disbursement of
funds. Also included are authenticated copies of contracts and
modifications thereto formally executed by both partics aud
copices 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 Treasury Depart-
ment; checks drawn; reports of US saving: bonds issued and sold;
statements of depesitory accounts and reports of checks drawn;
reports of receipts, payments, and related transactions; bureau
voucher schedules covering payments ¢f public vouchers for
iransportation charges; bureau vouech:ir schedules showing
amounts of deduciions frora vouchers 1o be held in deposit
accounis; Government transportation requests and bills of
lading; lists of vupaid and uncolleeted hureau vouchers as of
beginning and cnd of year; and copie: of other documents
essential {0 suppart {he receipt, depesit, or disbursement of
funds.

Note. The follewing exceptions w0 disnasivion standards are
applicable {0 these site audit files:

a. Buresm vemchers on which collecton or payment aciions
have net been connpleted at tbe cud of the fiseal year will be
hrought forward for enroff with Lurean vovehers for the next
d<eal year.

Lo Travewivial of <peeeiiied 3 10 GAO Srom tme 1o time
upon regue-t o thas oftice i anthorizeds A v iplee record of all

Ao Ao et g o edban il qe of

vles <o rmeeen
operations,

Lrisposition
Desiroy after 10 years,

D 3 MACRERLENEL IS USRI J00 SO O
e DI v wnd 8 ths,

POTOIO . .oo.G ol e @750, 1075:
Destroy after 6 years and 3 months.

Transfer to tibhc appropriate Federal
Archives and Ilecords Center, after
3 years or upon completion of eite
audit, whichever is first., Civil Works
Contract Files, described in 1403-26
and 1519-10, upon which final pay-
ment has been made in the same
fiscal year, will be transferred together
with (but not interfiled with) these
files. Duplicatc copies of contracfs and
modification will be withdrawn and
destroyed prior to transfer of the
remaining files,




AR 310-15-3

N

313-02

313-03

313-04

313-05

313-06

313-07

31308

313~-09

a1

Deseript:on
Civil works site audit files.—Continued

c. Vouclier schedules and supporting basic duculnents covering
payvmentis for transperiation services will be forwarded monthls
to the Fiseal Management Braneh, Transportation Divisien,
GAO, 441 G Sireet NW., Washington, DC 20348 in accordance
with paragraph 4060.10, Title 5, GAO Manual. The originals of
all contracts with common, 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 Fizcal Management Branch, Transportation Divi-
sion, GAO, 441 G Street NW., Washington, DC 20548.

d. Files relating to outstanding exceptions, unsettled ¢laims 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.

¢. 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
instruetions from the Chief, Records Management and Services
Branch, Office of Administrative Services, GAO, Washington,
DC, with respcet to disposition of the records.

Disbursing officer’s voucher files. These filezs accumulate in offices
where 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.

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

Fiscal accounting files. Interim reports of status of appropriations
and funds, advices of allotment and revocation of allotment,
records of apportiouments, allotment ledzers, journals sheers,
proof sheets, registers of obligation documents, and comparable
docurmnents.

General ledger files. These consist of general ledger sheets or
comparable documents.,

Voucher register files. Cazh receipt registers, cash disbursement
registers, accounts receivable registers, accrued expenditure
regisiers, journal voucher registers, and summary journal vouch-
ers prepared from those registers,

Yendors paid obligation files. Copics of paid obligation dociinens
and  transportien inveices maimained  alphabetically by
vendors,

Accounts payable card files. Curds réflecting aidizniions el d..-
Lursements tainiained  alphabetiondiv Lo veades, f0 Hen of
vendor's paid ohifzaalons files,

Miscellancous accounting files. General led i padinees, (ot
and finaneial surnmaries. reports of civilinn persaamel strenesh

atie] jeereanal service CHligniions, wnd cenn e te doenneagg .,
1 k :

17 Sepiember 1476

1;«:, .

Destroy 6 years after end of fiscal year
in which payment or collection is
effected, provided there are no out-
standing claims, exeeptions, or pend-
ing litigation in connection therewith.

% Destroy afier 30 years. Retire (o
the Federal Archives and Records
Center serving the geographieal arca
after 10 vears.

Destroy 10 years afier end of TY of
preparation.

Destroy filled slicets 5 veurs after ac-
count is discontinued.

Destroy 5 years after end of FY of
preparation.

Destray after & vears,

Destroy 8 yvears afier Loest ciary on
the card.

Drestroy 5 vens afier cnad of FY of

preparition,

RTINS R TTAN
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* August 1979

File No.
313-11

313-12

313-13

31314

233-35

313-18

313-17

313-18

313-19

TAGQ 1i6s

Deseription
Temporary operaiisnal files. Copies of preeurement bureau
veuchers, procurement bureaw voucher sehedules, bureau
vom‘:he?s for’cosu t*aL_,fers journa lvoneﬁr TS, aﬂd siipilar docu-

Audit fles. Divicion and district anditc
accounting review apd examinstion reports, .i\;h
papers and copies of reports and related papers ace
hy the audited or inspeeted installation pertaining tu guditg,
reviews, examinations, and inspections by highey authority and
outside ageneies.

Cost accounting principal re{.ertmg files J\;
to cost aseou n Corps of Engincers
are rncm-x-ing arf’ p Sy adzc cost reports sy
budget summs volving fund financis
parable doc i

subs ﬂeﬂ to higher w”

Cest accour 4Sng subordinate reperting files, Intexim reports of
the naturc listed as principal reports above, reports of opeve-
tion of shops and other facilities, reports of cost of onevation

3 g CHRY ,x}.‘;cles, and l comparable reporis

ject consfruetion work order cost flies.
, feature and subfeature cost lcd

Pr

Project wgﬂ?
erders, work C"dcr cmt Icuner,« feature one .i
ledgers, and work order completion veports, for y
cther than consiruction, including planping, ;c!mh JAry eX-
aminations and surveys, and advance engineering
for projeets which bave hccu determined unfeasible

Project plant in service subsidiary ledger files. Cost ledgers
covering c0<t~ of pxu iject pvmi 1 service, and retiresnent \.vmk
in progress ¢ wrpose projects inchuding
power.

Revelving fund plant in service cest files. Plant in service cost
ledgers, plant acquizition in progress cost ledgers, plant rental
computations, card records of annunl charges to.plant rental
accounts, plant retivement work in progress cost ledgers for
Revolving Fund nongronp items of plant, and comparable
documents, In the event plant is traonsferred to another dis-
triet or division, plant rental computations and card records
of annual charges to plant rental account will be transfevied
to the district or division receiving the plant.

C 12, AR 319-18-3

Disposition

Destroy ¥ year after the month of

pzep wration, except coples of burem
cuchers may be retaired until com-
pfe tion of payment or colection.
Earlier destruction is authorized ss
fites serve their intended purpose.

Destroy after 2 years, except audit files

Yr Destroy after 30 pe

relating to cost reimbursable type
contracts will be destroyed & yeor
after fnal veimbuvzoment is made.

g, Cus off ub
end of FY preparation. uc.h, to
Federal Arehives and Reeords Center
serving the geographical aven ofier A
¥ears.

Destroy after 3 years, Cut off ab end of

areparn tiom.

thop-

£4

Destroy after 30 years. Cutb off on com-

pletion of project. Retire to Federal
Archives and Records Cenier serving
the geographical area after 5 years

Destroy 6 years after end of FY of

Destroy after 38 ye

preparation or after projech is deler-
niined unfeasible, as appleablo.

Cut off on e~
pletion of project. Retire to Federn
Archives and Records Centor serving

the geographical area after 5 years.

Destroy 3 years after ead of FY in

which plant is dizposed of,

29
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C 12, AR 340-18-3

313-20

313~

313-22

Pescription

Other cost ledger files. P'rojoet stock, deferred, clearing advances,

engineering and design, administrative, and offsetting ac-
counts, accounts representing work in progress for others,
and, before fiscal year 1234, financial accounts; and Revolving
Fund and former Plant Allotment accounts for group plant
acquisition in progress, group plant retirement work in prog-
ress, menthly 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 Revelving Funds
without transfers of funds, advances for services and com-
modities. leave, insurance, plant and equipment services, ware-
housing activities, shop and other facility 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 eost acecunting media.

Civil works finance and fseal supervisory files. Documents main-

tained by Corps of Engineers division offices that duplicate the
files maintained in subordinate offices, as described in this
category.

1 August 1979

Disposition
Destroy 6 years after end of FY in
which ledger sheets are filled or the
account represented is discontinued
as applicablie,

Destroy 6 years after end of FY of
sreparation.

o)

Destroy 1 year after the prescribed
cutoff for the subordinate office copy.
Earlier destruction is suthorized.

TAGO 156A
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File No.
314-61

314-03

314-65

314-06

314-87

SAGO 156A -

314 NONAPPROPRIATED FUND ACCOUNTING FILES

These files accumylate from certain revenue producing and welfare activities
designed to contribute to the pleasure, comfort, contentment, snd mental and
physical improvement of military and civilian personnel of the Awmay. Disposi-
tion of other nenapprmri&ted fund files, for example, supply files, will ke found
in the regulation governing disposition of such functions! files. Documents
oef-*"ﬁwu‘ in this 1'm*='§fmm which are inveolved in vosettled claims, incomplete

investigations, pending litigation, eriminal wtwn, or military mscxph’}m
ection will not be destroyed until completion of claim, Investigation, litigation,

[

or other necessary action.

[y

Deseription Dispesition
atesi fund accennt filee. L%gu Offices performing Army-wide staff re-
al s ¥ spensibility: Destroy 10 years affer
reﬁscm g revenue receipts and distr bn,m and tqe .ﬂﬂ- the close of the fiseal year involved.
ability OL Army-wide nonappropristed funds,

Central subsidis

nents reflecting operatic
Ia"’ud d are wx

budget documen

orming Arm
ye Destroy ¢

539 lc el mf‘ g drv{l a1 mizz“\k iransaction.

oa

Central nonappropristed fund fnzacal reporti rzg files. Reports  Offices per
and divectly relsted do it by activities ro- sponsibility: Destroy afte
ceiving or utilizing nonap

3

Nﬁnaﬁ;mngiﬁﬁed fund bank depesi Inserance files. Documnents  Offices of the Army staff: Desivoy affer
i the Treasury Department for 3 years.

pvotechon of nonm‘prc' "i ted fund bank deposits which ex- Other offices: Destroy when suparseded
ceed the coverage provided by the Federal Deposit Insurance or when account is closed.

Cmrpoi-&t-ion.

nappropriated ﬁi)'x seouy
securities and bond
cluded are subs
tcﬁ'eqt, fpv)rec‘:

) w
2 :3
2
Q_,m.

rming Armiy-w

C 12, AR 340-18-3

rawide staff re-
wfter & veers
hat fles pertinent
«e:rr.cmm claim, criminol action, o
g setion will bc; des

ttoa <*1'v:1

Forming Army-wide staff re~
y Desteoy § years after

,-Tl
3
&

fide
o
er o

C\
&
P
{,)

tes files. Documents reflecting Offices performing Army-wide staff re-
by nonappropriated funds. In- sponsibility: Destroy 5 years aftor sale
: zovs (showing bond {ype, eozt, in- or redemption, except custody receind
3 rn, and m&ﬁ rity date) and custody receipts will be surrendered to issuing agency
or hoanking ingtitution. at the time of sale or redemption.

Cther offices: Destroy 8 years after sals
or rederaption, except custody receipt
will be surrendered to issuing agency
at the time of sale or redemption.

Nenappropriated fund siziement and regoriing files. Financia Destroy sfter 1 year, or on discontin-
statements and reports ineluding ins p@ct'on reports and re- uance, which ever is first.

lated documents pertaining to nonappropriated funds pre-
pared by units admm:s’cer.nng the funds and forwarded to
higher headquarters. Coples of statements and reports retained
by the preparing units will be disposed of in accordance with
appropricte standards in this section applicable to nonappro-
priated fund account files.



ugust 1979

A

A

14

& :
<) 4 . " \
2 B
nmw ot " -
=4 ) -
S =, w Ul ® o
o s i 3.
O s @ = = by e WO W I
4> ~2 3 et & S o 2] .nu
PV 3 ] w88 &g g B3 &
© ol k= I o e o B & w S L2 .
b S Emk H o L EE 5
e 58 ] o o D - R SFE®
2 B b &S o ..m.rm.‘u 5 &%C = < g o
wog o P & s ® ous O oo i)
B O T bR 0 8 g — B H Fo*v 3 <
8 b o w e O & o o & ZRE YIRS
& 4 ke 2 g _ > w0 & s =gt 2]
QoD % 3 £ 8 g5 © 885
H e a2 o 0h 00w SO R "
g M B 3 AR ta b33 ks
S B 8 v 592 B R
& od R @ o “a = i} + nv 5=
- . 5
& @ . Wt noa e 3 &R S v o
& "3 $ R r &
b3 o & < Q3 g ol g
.- 5 & & oy = @ g = Safe
> o} > [T 3 ¢ .
g2 £ s« © 5% a3 3% gS
.8 5 & £} o < oo RN
@ 3 17 " = DRI o a2
£ 3 g & © .y g EC s £58%
o o] & o by & e w8 B2 2
P o w2 P Q @ o o] s
g = PR & N2 O .
o 8 45 5o Q ]
&3 8 - o9 e S 9P a8
o O =3t 5 oW o 2 ook od 0
R oo ot e I $LE = B I A
& . S 3 B o S g edg 7
a5 R [ s a4dR (o] S H e
a o e, HEHEg® @ A
g8 2 © 3 he N R aw g AW SRR ?
s B L oS By @ & EUREL @ R LA R oo
e 9 - . S n B S E HEE T 225 w 1
S W =% - e L1 &5 5, B oo va o Lw S o Ly .m I ™ = et Lo
8 o ER g . B g 4 8a . 2% 558 KA e
3 G o & o ® B =R LAs B I 4 ¢ = = e
v ia P &0 b W Rage de o g8 §3gs 2 D =T BN
= g Foadgss fodey ¢2H2T BE3 R-pen R
RoE= & a2 5 o . a
w8 H a2 omes s : Tt g B g E . W oE ECE !
3 s S B A gy mmﬂm 2 @S E W
J o o2 = oy o S IR ] - "3 o
4 . - . g < [ ™,
2 a S Bn 8 2B L EY - Sggit 7
ok o D 5 SYR! = a 5 R (SR I S| o 8D LK
& s I . 3 ey S o o 4 o oA S dHnmy :J
¥ Koo D E oy e oS R -1 -
. I -3 - o oy & s 9 ep O Q8
&b 3 SR < Ll B g bag B e N s
o T s U G e B S o T E s
P w3 3 Pk Bt e o 5 oHOH ~ e 2T =]
[ % R N A > o NS .~ T it} 2o 8w
[S] d W o Q £ o & . ool Y = O s Q ©
- ] P o2 = E ®n FAR s 0o e O
1 2 [ ¥ wy <3 X D o0 s o8 10 p= .
i o o wee s 8 e aEd R
b . SRR o - 3 o i B v R & .
B Pa'g goegsgg iueg = S5EES D
YEe oy (=] &S [ o3 [ I S~ o 2 P IR wilie e Bl sy
AR RO g SgEn eM;,W.@m?wyﬁ%a 9388 s
3 S o &y & & oo = © Sxegn L od n._u 508 ° S
= Dbt o 3 .. .
¢ o S 6 guanpzd S HwEY 4 AN o Hew W
o - 3 MY PO IR L oh B Pt Kok U oesd
A 5o 3 @ o Mo « . 42 5o, a2 Hogoev W™ B RN ol SN s
~ 2 SRRt S pa ol ey @ ERL e .03 0 ul 9 -
e &3 & @ o [ T {1 1ol Wty WOBOR B VR
S ) b @ o O N 9 w 2@ oo H OB OB o woati ¥l
P 5 1= S gront e ) [ p fa & o L2 Do ; i v
&G & o by & pa ooy @ A o WY
P " w o Chey e i oo oo F e oo
1 ) 3 - +: ; é = :
S 3 B wmlE g e 4 R HESZsedo
g ESN R = = g & R R 206 g B R oS a
S o "o = 2 %] NG s _ PR \
g E g B 2o 2 3 s SRR 22 8% g O0
: 5on R o83 : - - s o
6 Sahpaga g e I HoE BEEE E
¢ o oom oA R N T O e 5 P 3 o) o 3o 3 S
& 3 LR heE e & 3 ® o 28 8 0 2= 3 35
& o s oA (o SR Y = 2p ey = e e ~  F 2T T e by O
A & 5 1 b o o B G e = o e e [l e I SRRt
@ 'O e O [ N SEwmn w2y = 2 Wk .. AR
LRI &y e a8 s o P & Mm." foud 5o £ w T .4n - e
Ba38wy s R R W D e w2 g
SRR TR I R B R - 2
Rad ﬁﬂm m P s L = F W 2
R} oo oW w8 K7 S e
o I PR T B 8 om A
<3 AR { era  eud R s S 3 N -
5 S RE 4 et 83 R I I O B o 4
442 ! (R I S 1 i
2 « @ wEH g 908 EEgBa -
“ “ - nm W OEERSES
P =) = o O
& o =
d
&. ’ o~ o«
s &
o L et &%
i i b < W e
“ - i Tyt e
et Rl { i 7o
&3 i [T P | '
23 v wd oy
o 8% g2 Sa
T e
&Y
£




1 October 1978

File No.
314-18

314-19
314-20
314-21

314~22

314-23

314-24

314-25

314-28

314-27

314-28

314-29

TAGO 304A

Description
‘Nonapprepriafed 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 2nd 316-08.

Nonappronristed fund individual employee pay record files.
Documents reflecting sll earnings, deductions, adjustments,
bond issuances, and similar matters, concerning each indi-
vidual employee paid from nonappropriated funds. Prior to
shipment, gocuments will be arranged in a singie alphabetical
order. -

Nonapproprisfed fund empleyee leave files. Individual leave
cards; time and attendance reports, applications for leave,
and similar documents pertaining to nonappropriated fund
employees.

Withhelding fax exempiion certificate files. Copies of Treasury
Departiment TD Form W-4 (Employees Withholding Ex-
emption Certifieate) forms executed by civilian cmployees
paid fromw nonappropriated funds.

Nonapproprizied fund empleyee insurance fles. Documents
relating to the administration of group life, health, and ac-~
cident insurance programs and retirement plans for NAF
employees. Included are reguests for group insuranece, 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 refiecting wages withheld
from employess’ 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 bond files. Documents related to fidelity in-
surance ceverage for custodians and employees of nonappro-
priated funds. Included are official agreements and other
bond documents, list of positions covered, list of individuals
filling positions, and similar documents.

NAF payroll centrel 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 files. 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.

Y% Destroy sfter 56 years. Forward
sonual blocks to the National Per-
sonnel Records Center, GSA, 111
Winnebago Street, St. Louis, MO
63118, after 3 years in CFA.

Y 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.

(&K_RRRJ\ fﬂw “’39
Nel-AU-91-20

Diestroy 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.

Destréy when superseded or obsolete for
any reason.

33
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ARMY AND AIR FORCE MOTION PICTURE SERVICE ACCOUNTING FILES
(RESCINDED)

[Next page is 37]



File No.
316-01

316-02

316-03

316-04

- TAGO 156A

318

\. .
These files relate to audits pe

General Accounting Cffice

C"-d

ATUDITING SERVICIS FILE

internal review, L,.ternal control, and nonapprepriated fu

by commsnds, the !

other agencies.

GAO =audit reporting fles.

my Audit Agency, ¢

certified public

Tieacription ~

Documents

audit made by the General Accounting Office. Inciuded 2

-notices of intent to audit,
ren: sentatives, coples of

port of exit cenfe
vv pro

Izternal review files. Documents reisting to review 2nd examina-
tion of operations to ensure p-‘oyc; ,.ot ect icm c.f assets; compli-

curacy, propriety, legality

marily in connection with the use ¢f asse is. These files 2
result of commands making review of their own
opercticns, supervisery and Army Staff ¢

late as a

- of their subordinate comm

advance notice of major ﬁui.

TCSE TORCTLE, comm
rable and related docume
Note. D(. uments accumulated i

designated as central point of contact (A_R
be identified with the function f th

copies o’ documents furnished G AXO
tentati

g3, reporta of mm ot .uud-

rences,

K !',
thoze

ating office.

5 }'C&w.
ac~- Other off
. :nd reliazbilit of ct ons taken pri- on ¢ izcont

cumii-

ands, and as a result of supervisory

and Army Staff offices receiving the results of reviews made by
o

subordinate commands, Included are reg

iated correspondence,
Nete. Documents uzed
“such as decuments
~documents develope
purpose should be
pupe‘ ﬁic\s.\

A»‘M az.m* reporting files. CM s0f US Army A

reports, command replic HQD.-x staffing : stroy after 10 years.
actiéns, closecut A-tiO:‘.S, n nd related corrcspa rdence. Ciher offices: Destroy afler
Mi!ita*y cetablishment audit (les. Documents croated or ae- TUSAAA ofiices: Destrov after
umulated by the US Army Audit .&g?nc__' in the performance of the final audit report of
of scheduled and speeinl aent of the Army cempicted audit, or 2 y:

corpn:ands, in st‘,wmy
ports, ’
ments,

Note. This fle does

auditors’ workpapers,

not mcludb sudits of American

ris and dircstly re-

in ) et S P N

sLdasi

CLU?

. 3 u.:wd are audit ro-
urvey reports, and releted docu-

rn

Mational

Red Cross and uo..a*\pronn..tcd Funds.

cee
NCI-AU-T9-68

erformed by the Army Audit Agency
e in performance of their dc~ on ated missions a

findines and recommenda- Qffice

20) should COMces degiéﬁated'a; con

Offices making

accounting 8rms, or
Disporition

relating {o reports of IG AO contract audit reports: Dispose of

in the same manner as the relate
ccnt’ract files, - G I—f 9
The In=pﬂc%emra.l Final

GA.O Y”epcrt* and fnal replies to GAQ

. draft reporis: Destroy after 10 rears.

“:‘{et’ue ufter 3y

p etacn»ci ..d re‘a*

al peint of
contact: Destroy after 10 Texrs in
CFA except that GA.G raft reports

10y be destroyed on v

report.‘

ceipt of final

e review: Destroy after

.

< 0- Ebs‘:. - ~
RTE8se¥ B
-
4L eh -~ o
5.2 r‘i\f\g-},u b
24;—93 ‘Zt'.f‘
2Eg+~2
4_@—*'% T N
HES T Efel
228y 3@
GFice of The Inzpestor Cenecral: De-

deactivation of comumand, nes
activity, or 2 years altor dct-

ion is made tkat a subsegu
vill not be conducted, whichover is

aprlicable, except that: ’

a. Files pertaining to purely adminis-
trative m=atiers may bo degiroyed
on completion of the command re-
iy process.

b. Cfiices furnishing information o a
reguester or audit control point
may destroy i wernal assist audit
fiics 1 ycar after information is
furnicked.
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o, Deseripticn Disposition

¢. Survey reports and related worke-
papers may be destroyed when ob=
solete, superseded, or no longer
neaded.

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

316-C5 Vertical audit files, Rescinded. Use file number 316-04. -
315-08 Lateral aud’t files. Rescinded. Use file number 316-04. ) f‘
318-67 Special audit files. Rescinded. Use file number 316-04, 316-13, B
or 316-14, os appropriate.
316-C8 Contract andit files. Rezcinded. Tunction transferred.
31609 Audit background files. Documents created or aceumulated by USAAA oflices: Destroy when obsolate, ; .................
the US Army Audit Agency rclating to the organization, fuac- superseded, or no longer needed. z
ticns, relationships, pounta, financial c..palﬂm‘c:, operating E
. procedures, production methods, records and facilitics, pre- 4
vious history, and physical size and loecation of military com-~ brermmsensicmannes

mands and Army Installations and activities subject to audit
by the US Army Audit Agency.

316-10 Audit contrel files. These files are maintained by the US nrmy USAAA offices: Dastroy after 2 years,
Audit Ageney in connection with controlling audits and inclu
doguments refiecting all audits per‘ormed instaliations and
activities audited, periods of audit, scheduling of audits, time
budgcﬁnc and related or similar information rx.qmred for ad-
statistical, or control purposes.

G S | Internal assist eudit files, Reseinded. Use file number 316-04.
2 Pre-award coniract advisory service evaluation files. Rescinded. ys 4)4 '4 a}_a Cf =
316-13 Americar Nationzl Red Cross audit files. Documents relating to  Aw L Coub .l Gllos: Record copy of
scheduled and s::ec al audits of the various clements of the Ama ‘Cc\u.Zupg Ameriean Na- .

3 tianzl Red Cross, ns provided by AR §30-3. In- tional Red Cross .‘ dit Report; De-
cluded are sudit reports, :ma.turs workpapers, and related stroy in C’F"x aft

P }73 ars. Other

documents. documents will be d TOFCQ ey
NC}_AC/—79~6? after completion of m,-,.ﬁv +

Lidaee, T IR L\ il frow aféns 3
#—ﬁ\a’l’?u‘;/ C&n‘é ,qe d qu,(/i-/

316-14 Nonappropriated fund sudit fles. Documents relsting to the per- USAAA and CPA audits: Deztroy

1
formance of scheduled and speeial audits of nanaprrcpx"‘*f‘d after completion of next audit per-
und ac-_;n‘m\ by USAAA and CPA firms. These documents farmed by cithor USAAA or CPA.L
are accumulater -)v offiees of the USAAA, Juciuded are audi
s, auditers’ workpapers, CPA reports acd correspond-
enes, and r;atud decuraents.

316-15 DAS audit reporting files. Documents relating to reports of Offiee of The Inspeetor General: De-
audit conducted by the Office, Defense Audit "crvice (DAS), stroy after 5 years.
Office, Sceretary of Defense. Included are notices of intent to S. Army Audit Agency: Destroy after
audi?, preaudit surveys, tentative findings and recommenda- 3 years.
_tions, audit reports and command comments, and other official  Audited commands: Destroy after 2
correzpondence and related documents. years, or 1 year after completion of
all related actions, whi ‘; ver is later,
Qther ofiiccs providing input: Destroy
after 1 year.
38 TAGO 15CA




14 August 1969

File No.
317-01

317-02

317-03

317-04

317-05

317-06

31707

317-08

""" 317-09

317

AR 340-18-3

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.

Description

Fiscal reporting files. Documents accumulating in accounts
offices and used in preparaticn 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.

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.

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.

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.

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

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.

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

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 gress and
net control, Treasury statements, expenditures by purpose
and reimbursements, and data for consolidated register of
net expenditures.

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

Disposition
Retained copies of vouchers accompa-
nying reports: Destroy after 3

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 vear,
cut off at end of FY

o s 1y Bl s
estroy after 1 year, ekcept status of
funds report for current FY and
prior FY for June will be destroyad
after 10 years.
Destroy after 6 months. Cut o:f at the
end of each month.

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

-
T~

S

Destroy after 3 years.

Destroy after 2 years.

Destroy after 2 vears.

Destroy after 6 monthy Cut !
end of FY.

v -

Destroy after 2 years.



File No,

317-09

317-10

317-11

317-12

317-13

317-14

e 317-15

317-16

317-17

317-18

AR 340-18-3 , S

Description

Collection and disbursement files.—Continued
ies of schedules and collections and disbursements consist-
ing of detailed tabulations submitted to the General
Accounting Office.

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

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.

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.

Monthly expenditure transeription 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. '

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,

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.

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.

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.

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

14 August 1969

Disposition

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 fllss sccumulate in the USA Finance and Accounting Center. They
relate to the consolidated budgetary, financial, and stau,vucal records and
reports of all elements of the Department of the Army.

Fis No. Deseription Dispostzion
218-81 Statement of acccuntability files. Consolidated Statement of +Destroy 3 years after the pericd of
Aceountability and directly related documents. This report is the account.
received from each accounts office monthly and covers all dis- :
ursing officers under their jurisdietion. File by accounting

3138-22 Statement of transaction fles. Reports and directly related docu- Destroy 8 years after the period of
n‘:edts submitted by Accoun’cs O‘ﬁces to suppor’t the Con- tlie account.

of tstal vrlot.ntq disbursed and collected by dxsb rsing o‘ﬁeefs,
: dnbarsemenfs, reimbursement and receipts by appro-
fund, or receipt account. File by accounting month.

atement @f transaction and accountability files. Reseinded.
Function discontinued.
21804 Budgetary reporting files. Consolidated budgetary reports and % Reports required by and submitted
direetly related documents which reflect the status of appro- to cutside agoncies:
risticns and/or fund accounts, These reports are prepared Saptc nber reports: Deatrey after § years
pursuant to requirements of law or as preseribed by directives in CF‘A -
issued by the Bureau of the Budget, Treasury Department, Other reports: Destroy after 3 years in
Ceneral Accounting Office, Department of Defense, and CFA
Feadgquarters, Department of the Army. Included are such
P reports as Budget Status, Analysis of Appropriation Status
by Activity and/or Project, Annual Certification of Unligui«
dated Cbligations and Uncbligated Balances, and Reimburse~
ment Rezzcguu. File by report month.

218-03 Internatisnal balance of payments reperting files. Documents <rArmy internal reports: September
reflec t’ng payments and collections for those aecounts and reports: Destroy after 10 year
cv:v tries for DOD internationsl transactions related to US OQOther reports: Destroy after 3 years in

$231 e'm Included zre repor‘us cuhmitted by Army, CFA.

nd di tly rel wted p Ders. RecevveJ reports are filed
3 ofiice and consolidated reports are filed by quarter,
iztion ond presentstion Bles. Documents relating Permeront (bt off on appreval of
clidation of bmget i ates and fo presenting ’che zclated budgef,
£ ‘t to higher authority. Included are Army budget b4 fonucd 2 6:(,1/7‘1— fje 5—/~15J J 5
§¥S standard worksheets, punched cards reflecting or sup- y“(c s ebde, o ,,7
74 52 ] TN S - 4 < f"’)’
- s porting data required, budget formulation procedures, sched-
?//J 43 ulos (i'x hound bock form) for pcr‘odtc reports required by ;g (ﬁ./w ye?(*[,,/f-s (‘X §7L///‘
Director of Army Budget, and directly related papers. a3 7,(;0/\ &IF-JZ’/ Qm o Fyﬁ
31807 Civil service retirement fund reporting fiies. Annual reports with  Destroy after 3 years. (,
directly related documents, containing data on deductions and
ecntributions to the Civil Bervice Commission retirement fund
by Departreent of the Army. File by fisc:’ station number.

3i5-68 Biatus reporting files. Reports and directly rolated documents Related EAM cards: Destroy after €
subinitted by acecunts offices and cperating agencies which Ire:}t}
reflect annuzl funding programs, allocations received, obliga- Remaini fks Destroy after 10 yours

tions, disbursements for general appropriations and civil fune-
tions, transfer appropristions, consclidated working f’*nds,
working capital funds, trust funds, reimbursements prograu wned,
orders received, and reimbursements earned and ecHected for

— thoze sppropriations, for which such activity is authorized.
File by aceounts office.
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File No.

318-03

318-10

3158-11

388-12

318~15

31816

31817

318-18

318-19

Deseription
g files. Consclidated repoits and divestly
which refleet disburseny i‘" (less masb
e Army. File
2

1%

Expenditure reportin
related doa.u-ment
refunds) made for and by the Department of th
by type of veport.”

Foreign currency reporiing fifes. Consolidated reports and d;-
rectly related documents prepoved by Army disbursing officor
which rcflect foreign curroney itrancactions "Mesz;:t tr:ma-
sctions relating to Accounts FT 571, FT 575, FT 580, and
FT 581). File by type of report.

Miscellaneous feeder data files. Beports, Hating dules, and

nents that support and/or supplement major re-
ports, ecnsolidations, and reconciliations, or thatare incidental
to aceounting and reporting fivaneial transactions, File by
type of data.

Eat ing to ths
a instructions

Deparfmental reporiing gu
preparation of depas
from cther G

- - £
OVETIMeny J

Audit clussification and
scinded, Tunciion 4

Ceniral elearing funeiion files. Siatement of interfund
actions for billing and C“igi cticns of gales of stoek fund moa
supported by EARM ea 28, and related papers. File

dishursing slation symbal :mci aceourting month,

TFO/TRO bsting files. Docurnents reflesting fransactions for
vs (FFO) and tronsactions by others (TBO) for sach dis-

rsing station symbol number. Included are reporvis, Hatingsy
SAXL eards, and related doeuments,

Lagistical suppert Billing fles. Documents which support billings
made to foreign governments and to the Militory Assistance
Appropriation for msa @vet and scrvices provided under aum-

thority of the Forcign Assistance Act and the Foreige Military

Sales Ack, Ineluded are disbursement, collection, and adjust~

ment vouchers; issue and twn-in slips; shipping doeuments;

and rcports of services and supplies furnished. ¥File by major
program, by country, and billing date.

]

"5

- tronsaetion files. Documen
transaciions consummated under the Foreign
Program including bupmy Support Arrangements. Ineluded
are DOD Offer and ncceptances, aceounting statements and
allocation advices re cived or prepored. File by countyy er
internationsl organi .*ic»n, by case designator.

Foreign milifary sales

RMAP erder fund Eﬂpsaﬂim files. Docunments relating to finance
and fizeal functions involved under the Commen Item Order
portion of the ‘I litary Assiziance Grant Aid Frogrom. In-
cluded are MAP orders, alleeation documenis, budget and
progrom Sehedules, consolidated reports, and reports of ma-
tericl and services furnished to reciplent couptries. File by
MAP erder and/or repert. d,me.A

Consolidated stalement of {ransaciien reporting files. Consoli-
dated statement of fronsactions report with direetly relafed

documents which refiect data pertinent to olF Army disbursing
officers. File by month.

T Aegwest 1579

Dispasition
Destroy after 10 years,

Beostroy after 10 years.

Destr ay 6 years after discontinuance of
report, T

Cotoff at end of c:zch month and destroy
EAM esrds after 6 n“t“ht.\m. Destroy
remasining files 1 year after all items
for specific month and dishursing
station ere matched,

Cut off at end of exeh wonth and destroy
EAX eards after § months. De>+1'oy
remaining files ¥ oyear after all Hems
for specific month ond dishwsing sto-
tion are watehed,

Destroy 12 years sfter fnal settlement.

Destiroy 32 years after elose of casze,

Brestroy after 10 years,

#* Destroy after 6 years.

TACD 1584
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File No.
318-20

318-21

318-22

318-23

318-24

218-2§

AGO 156A

Description
Budget i1egister 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.

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.

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

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

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

Navy voucher files, Vouchers and attacked supporting docu-
ments paid by Navy disbursing officers and eiting 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
yesars.

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

YrSeptember reconciliations: Destroy
after 10 years,

Other reconciliation: Destroy on finali-
zation of reconciliation.

Destroy after 6 years.

Destroy after 1 year,

43



C 12, AR 240-13-2

File No.
31601

319-02
319-43

318-94

319-03

the

Deseription

Original dishursing officer account files. Origina! wonay account

documents submitied by Army disbursing oificers for GAG
¥ 3 g

central audit and review. Included are original schedules, orig-

inal vouchers with supporting papers, correspondence relating

to scitlement of the aecounts, and comparable or related

docurnents supporting the statements of sccountakbility or

acceunis current,

Original contract files. Rescinded. Function discontinued,

Individual financial histery fles. Documents consisting of

financial reeords for all out-of-sorvice Armmy personnel, In-
cluded are all records reflecting the payment or collection of
meney from service members separated from active duty by
reason of death or discharge, such as military pay vouchers;
pay adjustment notices; travel vouchers; closed allotment
accounts of oversea civilians; retired pay death folders; closed
claim and collection folders on FHA mortgage payment
insurance; uniform allowance; deceased active and inactive
reserve and National Guard; deceased service members;
mentally incompetent service members; medicare folders;
similar documents, and related correspondence.

Validation files. Documents reiating to the administrative re-

view, continuing study, and preparatien of guarterly compre-
hensive analysis in eonnection with procedures or incidents
subject to or suspected of fraud or improper payment. In-
cluded arc reports of investigation, copies of vouchers, copics
of orders, copies of notices of exeeption, copies of military
hay orders, econics of pay adjustment authorizations, copics
of dependency, sworn statemonts, similar documents, and
related correspondence.

Generail collection files. Documents relating to the eollection of
wolvin

amounts due the US Government involving eivilion and
military porsonnel of the Department of the Armyy and con-
tractors and commercial firms desling with the Department
of the Army. These files prinarily consist of those cascs re-
ferred to the US Army Finance snd Aceounting Center after
cfforts to colleet by individnal finance and accountivg officers
have failed. Included are blocking tickets with attached
source data; EAM listings reflecting eolleetions, closed ae-
comnts, transferred accounts, and balances; simiilar decuments;
and reiated correspondence,

1 August 197

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 administering
such functions as military pay; the allotment program ; payment of Government
life insurance premiums; issnance of US Savings Bonds; soldier’s deposits;
pay of retired Army personnel; payment for transportation serviees furnished
Armmy, Air Fovce, end Sccretary of Defense; FHA mortgage nsurance
payments; storage and servicing of eriginal Army disbursing officer’s aceounts;
and other assigned finance services.

Bispositien
Cut off in F'Y blocks, hold 3 years, then
retire to the Federal Records Center,
GSA, Dayton, OH 45439,

Cut off in FY blocks, hold 3 years, then
retire to the Federal Records Center,
GS8A, Dayton, OH 454390,

Destroy after 3 years,

Destroy 2 years after completion or
forwarding to GAO.

TAGO 1384
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File No.
31%-06

Si8-07

319-G8

318-10

21%-11

TAGO 156A

Converst

Disbursing office establishmeant anrd 2ppci
P2 H

Description

Household goods shipment excess cost collection files. Docu-

ments relating to the collection of excess cost of houschold
goods shipment indebtedness frem in-service personnel and
to the scttloment of ciaims for reimbursement of funds ex-
pended by members in shipment of household goods. Included
are copies of houschold goods shipment bills of lading, copics
of orders, requests for refund of excess Laggage shipment
costs, similar documents, and related ecorrespondence.

FHA mortgage peyment insurance files. Documents relating to

he payment of :- A mortgage insurance pro mms by the
Depa‘t‘ve ot of the Army for cligible members of the Army.
Procedures an ci requirements for obtaining cert ca*ea of eligi-
bility are contained in AR 8603-8. Included are certificate of
cligibility, certificate of termination, premium notices, similar
documents, and related eorr espondence.

Depository designatien files. Documents relating to the establish-

ment of bankin g facilitics as approved depositaries to be used
by US Army finance and accounting officers when Federal

Reserve B“nk* are not available for use. These depositaries are
approved by the Treasury Departine t Included are letters

requesting appreval of i ; s a depositary, re-
quests for pfezv ission s, notices, of intent
to d1 cmtmue use z’ R apprcvﬂl and disapproval

tg, and related correspondence.
€

Panirim‘ files. Documentsr S
branch ba “"", banking facilities (“”‘ibdx g mobile facilitics),

elating to the establishracnt of banks,

and conver

on points to provide banking and check cashing
1 } ations located too far from regularly estab-
d br i‘ChCS to reeeive adequate banking and
financial services “orx S perse 1. These facilitics are appreved
by the Treasury Department on recommendstion of the Com-
mander, US Army Finance and Acc curting Center, Included
are requests for approval to establish facilities with related
studies, requests to modify established facilities, approvals
disapprovals, quarterly review consclidations, notifications (o
Chief of Engineers, similar documents, and related papers.

en files. Documents relating to the conversion, seitling,
or paying of militery vaw'rnmt certificates, destroyed deposi-
tary checks, foreign currencies, and military paymont orders.
Included are requests for conversicn, statements of circum-
stances, bonds of indemuity, requests to stop payment and
requests to remeve stop payment order, identifieation data,
copies of court-martizl findings, alphabetical index ecards,
similsr documents, and related correspondence.

o

prointment fles. Docu-
ments relating to the establishment of disbursing offices, the
appointment of ceputies and bond issuing agents, and the ap-
proval of other than Finance Corps ofiicers for appeintment as
accountable ofiicers and special dishursing agents. The Com-
maunder, US Army Finance and Accounting Center is rezpon-
sible for these functions. Included are regquests with accom-
panying justification data, approvals, disapprovals, similar
documents, and related correspondence.

C 12, AR 340-18-3

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 discstablis
of rcloted facility.

Destrey 10 years after conmvers
other final action.

hmoent

ion or

Destroy 10 years after disestablishment

or revocation, as applicable.
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319-12

319-13

31914

318-15

319-16

H319-17

Description

Cemmercial account claim files. Documents pertaining to com-

mercial invoices and accounts agsinst the US resulting from
contractual relationship with the Department of the Army,
which have been submitted to the Claims Division, US General
Accounting Cffice for settlement because of doubtiul question
of law or fact. Documents included in the files are copies of
contracting officers’ reports, copies of recommendations, copies
of GAO decisiens and recommendations and dota relative to
payment or noapayment, similar documents, and related
papers.

Bankruptey processing files. Documents relating to the develop-

ment and preeessing of bankruptey eases to be submitted to
GAO and the Department of Justice. These files relate to indi-
viduals, including service members, former service members,
and civilian employeces; contractors; and other commereial con-
cerns involved in transactions with the Army who file for bank-
ruptey. Included are bankruptey reports, petitions, notifica-~
tions, similar documents, and related correspondence,

Pecuniary charge appeal filea. Documents relating to the review,

processing, and making of determinations in connection with
appeals rclating to the establishirent 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 pro-
ceedings relating to_the loss of individusl’s property. Included
arc copies of reports of surveys, copies of proceedings of hoards,
inquiries from and answers furnished GAQ, similar decuments,
and related papers.

Savings deposit proofing files. Rescinded. Funection discon-

tinued.

Unclaimed money files. Documaenis relating to unclaimed moncys

of personnel whose whereabouts are unknown. These moneys
are reported by finance and aceounting and disbursing officers.
The moneys primorily accumulate when military personncl
transfer within the Army or separate from the Army and faf
for some reason fo collect amounts authorized to be deducted
from their pay, such as partial deductions for purchase of
savings bonds. Included are olphabetical card files, machine
listings, and rclated correspondence.

Wage and Tax Statement. Documents in conncction with the

administration of controlling and reporiing Wage and Tax
statements of serviee members to the séate or eity taxing au-
thority. Included are reports, statistics with supporting records
reflecting wage, state and loeal taxes, social sceurity taxes,
similar doeuments and related correspondence.

1 August 1979

Disposition.
Destroy after 4 years.

Destroy 5 years after conclusion of re-
lated bankruptey procecdings.

Destroy 10 years after elose of case for

any reasomn.

Permanent. Cut off each 10 vears. Hold
12 additional years and then retire to
The Federal Recerds Center, GSA,

Dayton,; OH 43439, -

Destroy after 4 years.

TAGO 1564
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520 FINANCE AXND ACCG’CI\'TI‘ G [
MANAGEMENT INFCORMATION SYSTENM (COEMIS, F&A)

These computer-related files “"cu mulate in the US Army Corps of Engincers
field operating agencies and relate to finarce and fiseal functions where the
automated data system is ope "ﬁ.i onal.

SYSTEM CF CORPS CF

File No., cecripiion Diapcrition
320-01 COEMIS, F&A site audit irput decuments files. Documents Reviide vevwind pulos 22 70, 576
consisting ¢f copics of reports relating to data base build/lead, oo, fwy "2 e 0 20 manudlis,
and msintenance; aceounting transfer entry/reference docu- Tiio .l cooizd o ol 200 (0TS
ment; labor cost distribution shect; and similar documents. Destroy after 6 years and 3 months.

Retire complete fiseal year blocks of
les to the Federal Archives arnd RNce-
ords Center serving geographical
arca after 3 years or on completion
of GAO audit, whichever is first. These
files will be rectired with (but not
interfiled with) Civil Works contract
£les deseribed in 1403-26 and 1519-10
upon which final payment has bcen
mede in the same fiscal yesar,
Laber cost card, batch control card, and cthor tabulating car Destroy upon complction of GAO audit.
prepared from the above scurce documizis and vsed to input
data into the computer, :

320~-02 ~ COEDMIS, F&A site audit output files. Dosuments include data Torards praabgd pfo- {20 T, 127350
base maintenance accepted transaction listings; error listings; Tmbmre 08120 10 ) cas wnd O Zutaths,
civil, military, and revolving fund accounting transaction sde¢-~*- et tern lrulb. 250, 17758
Lstings; audit tape trarcsaction reports; consolidated audit¢ Destroy after 6 years.and 3 mocths.—

trail transaction listings; listing from ! bor processing pro- /?f -

g*am voucher and schedule of withdrawals ond credits; trial )
balance—Chnrt B (post closing); cost repert; document purge

list; mititary audit and error listing; ind'reet distribution data;

military passback lists; contracts and cther obligations; cbli-

gaticns and é::pcndit ares by ohject class; revolving fund up-

date listi pgﬂ, new civil and revolving fund listings; status of

revelving fund accounts; and similar and related documents, - B‘

Reotire completo Ssaal year blocks of fles
to the Federal Archives axd Records
Center serving the geogrankical area
after § years or on comyuiction of
GAQO audit, whichever is first. These
files will be retired with (but not
interfiled with) Civil Torls coztract
files described in 1405-26 and 1519-10
upon \\mc‘x final payment has been
made in the same Sscal year,

(oo fmme s eam o ne an




2 AR 340-183

3¢ No. Deeeriniisn
N COEMIIS, F &4 infernal output fites. Thise files contsin prizt-
::¢d in menaging field operations. Esnuples cre report s
n eontrolling the svsten; feeder data for preparstion ©
r reporis which are not fonsthie to be outomsted, such
as fashreportsa dotherlcttcrrc;po::::..nl milar documents.
+*a. Biwcekly report; preject sommary; project repert;
summary manageiisl report; repast indeom; interim managesial
report; b.-nnch report; CW progress and performznee reports;
line jiem statusz; line item CIVE, finance clements; finance
drta by accounting clement; expense by clemient, within
projeci, within sppropristian; expense by zecount within
tine jrem: status of yevolving fuzd cost sl operating aceournts;
D strict Ofice budget and fisczd yeor cozis; and revolving
ung balmmee sheat.

sacd i
he

& Revolving fund distributions and lists of wvelid cost

acecunts. —n

2. 80-80 erwefrccc ds storzd en Lusiwark file.

d. Prrzonned £le data base is ‘i’.':,"' lalisr by organization
and .-_.be"'tz:e;andpr ect fund balances.

e. Trizl balance—Chart C.
. J- Mititary apprepristions drizl halance fund status,

42 Revolving fund cash balanee report.

k. F&A data base crganizetion eode.and pame Jisting;
scleciive T&A data base record type listing.

15
=]
X

7. PB-11 {eeder report (if required).

320-04 COEMIS, F&A external om‘puz‘ fies. Those files copicin feld
office copies of status reporis farmwanded o hizher autherdiy.
Ther include zppropriations und work allowances report;
e23t snd performonce.reports, fiscal yeor cost-budget sum-
aaricg, trisi belonees,, family hcu-‘:‘.‘:s, status of alleiments,
ard sinsilor and releted rep 0"t=_.
. Aprroprindons and work aliowances; oH.n:-..n'-n; supple-~
n.._::.:..l cost; cost and pcx‘form’m"e, supplemuentary construe--
tion; fisecl yesr cost-budget suminaries; finanecinl assistance
progroms; Sued aszets and materisls with eantractors malysis
of warthovse stocks, accounis reccivable; i
lzdgar and summmjy of tramsa ctinns; 3

’)
i
—-
=
pee)
o
o
<
B

T ars
FIAS T

p.:;x.., [y
atidlity 9L.1 rogais rmonic' Rtate.. \m= of ¥
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End of FY repart: Destroy after 30
vcars. Retirs to 1hie Federal Archives
and Records Center serving the geo-

- .
o

raphieal aves sfter 19 years.

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

after they have served their purpose.
Destroy after G years.

End of FY report: Destroy aftcr 1 year.

Monthly reports: Destrey after they
have served their parpo:e.

End of FY report: Destroy after 5 years.

Monthly report: Destroy after 3 years.

Daily report: Destroy after they have
served their purpose.

Dest. ay after 3 years
cnthly repart: Desiroy after 1 rear.

Dually report: Destroy after they have
served their purpose.

efter G0 dsye. Earlier destrue-
tionis authorized

Destray upon receipt of new listing or
after 1t hias served its purpose, which-
ever iz later.

Destroy after they have served their
purpose.

End of TY repert: Destroy after 30
o

r
years, Retire to the Federal Archives
0

and Reeords Center serving the geo-
graphical area after 10 yea

metox. and/or monthly rcnmt De-
stroy aftor 3 years,

TAGO 15CA
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File No. Deseristion
b. ICAR submissicn, S0-80 Lzt; 2=d trizl bzlance, Charts
B, C, D, and E. '

¢. Fumily housing operatien znd meointensnce cost report;
family housing, 80-80 listing; status of allotments—ATF; and
summary—AFT zllctments.

d. Nenstation fund report oo cv oo e

320-C5 COEMIS, F&A nuiility fles. Included zre cutput reports used
primarily for maintaining 2nd controliing the F&A subsys-
tem, and related documents.
Civil cost/finance reconcilisticn; Civil cost/finance re-
concilintion—error listing; fincpce and cost reconciliation
(military); and cost report generation (military).

b. Data base maintenanee ADP error listing; 3018c scurce
data; and F&A data base build error listing.

Condition of input bsatches; overfow transfers listing;
and 80-80 list {card icput).
d. Civil, military, arnd revolving fund error listings; and
diagpostic reports,

e. Meszage output; and miiitary transactions tape split.__.

F. Civil, military, and revelving fund z2ccounting transac-
tions hstmg, total F&A data base utiilization; 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 court listing; record count (LRDB dise to tape);
record count (LR DB tape to discj.

g. Record counts (cost dats); pregram messages (ICAR);
program messages (program cperations); selective F&A data

23e records t3pe Lsting; seleeted F&A data base record type
error list

h. Batc‘t control cards, ENG Form -‘;é 00, and other tabulat-
ing cards prepared sclely to izput dzta izto the cowmputer.

320-Cs <+ COEMIS, F&4 magnetic fape deta base &les. This is the

primary F&A data file and centring the net result of ali trans-

actions processed by the update pregrams. It represents all

dzta formeriy meaintained in the cost ledgers "ene.rnl ledgers

» 1 b S

(Charts B, C, D, ard k), werk allowance and allvtment ledger,
and acccunts payedble :u:c sccournts receivable rem:tcxx.

Note. Printouts of the tape fie "1‘.1 be rctxred to the

Tederal Archives and R cords Centerur’ < thic feld o")c:nti ng

4 >

ageney has recsived autherity uade 510-22 procedures

to raicrofitn the (xcu:rca'r ::::c‘. INE waper records. In

mwll Lo retine the Tederal Archives

C 12, AR 340-18&3

Divygritisn

Trnd of FY repoct: Destroy afiar 10
vears, Retire to the Federal Arclives
and Records Center serving the gso-
graphical area after 5 yeora.

Monthly report: Destroy after 3 yearss.

Destroy 1 year after all transactions
relating to the allotment account
have besn closzd,

Destroy after 1 yeor,

Destroy after § ycars provided tha
all corrections have been made, re-
entered into system, and accepted as
valid data; and accounts reconciled.

% Destroy after 1 year provided that
2l corrections Lave beea made, re-
entered into syztem, and accepted as
valid data.

Destroy after 1 vear or after its pur
has been scrved, whichever is lat

Destroy after 90 days provided ¢ -::t
correcticns have been made, entered
into the system, and czceepted os
valid dzta.

Destroy after 30 days or ziter its pur-
pose has been served, whichever is
later.

Destroy upon receipt of new listing or
after it hns served its purpose, which-
ever is later,

pse

Destroy after all correcticss have been
made and reprecessed or afier it bas
served its purnose, whickover is later,

De-trow after “0 dass

Destroy year-end file after 30 years
Retire to the Federul ...cn‘.v s oud
Records Cepter  sorvi tlie gro-
graphical area after 5 y s




T 12, AR 540-18-3
s No. Descriptiaa
320-47 +* COEMILS, F&A audit trall tage files. Thi
valid trassacuian processed by update g
may be 2ecumulated over several update periods oz one tape.
Nele. Printouts of the tape file will be retired to the
FPedera! Archives and Records Center unless the ficld operat-
ing ageney hosreceived authority under AR 320-22 procedures
to microfihu the documents and destroy the paper reeords. In
this cate, the microfilm will be retived o the Federal Archives
and Records Center.

tape contains cuch
Tum. Lransactions

LIOgTL

Poocdz - milgriy i

1 August 1979
Disposition

TV cempes rfiae ¥ o

& - -

- . - -, . AT S A==,
Revias titcied v v Wiol 2 vt 9735:

Destroy after 6 years and 3 montks.

*Rectire to the appropriate Federal

Archives and Records Center after
3 years or wiron completion of site
audit, whichever is first. These files
will be retired with (but not interfiled
with) Civil Works contract files
deseribed in 1403-26 and 1519-10
upon which final payment has been
made in the same fiscal year.
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14 August 1969

Old File No.
Chapter 3,

AR 345-210
301-01 .
30102
301-03
301-04
301-05
30106
301-07
2301208
301-09 - -
301-10
301-11
301-12
301-13

301-14
301-15
301-16
301-17
301-18
301-19
301-20

301-21
717-12
717-14
-Added = _
717-18
717-19
301-22
301-23

301-24
301-25
301-26
30127
301-27.1
301-27.2
301-28
301-28.1
301-28.2

. 301-29

APPENDIX
CONVERSION CHART

300 FINANCE AND FISCAL FILES
File Title

Administrative files

Journal files

General ledger files

Subsidiary ledger files

Trial balance files

Subsidiary files

Accounting document files

Reporting files

Working capital fund charter files

Finance and accounting RP files

Activity nonintegrated disbursing files

Mobile and tactical unit disbursing files

Mobile and tactical unit outstanding check deposi-
tory files .

Transmittal letter files >

Check issue card files

Disbursing RP files

Individual military pay record files

Military pay record receipt files

Casual payment receipt files

Substantiating documents to military pay record
files

Temporary pay record certificate files

Record of travel payment files

Transmittal letter files

Pay record index card files - -- -

- ~Financial data record folder files
- Miscellaneous military pay voucher files

Military pay record RP files

~ Civilian personnel pay and accounting administra-

tive files
Individual pay record files
Individual retirement record files

- Individual retirement record control files

Leave record card files

Leave record files

Authorized time keeper list files

Payroll control files

Individual withholding and deductions files
Unemployment compensation request files
Decedent claim files -

AR 340-18-3

New File No.
AR 340-18-3

301-02)

302-01
302-02

302-03

302-04
302-05

‘302206

302-07
302-08
301-07
303-01
303-02
303-03

303-04
303-05
301-07
305-01
303-04
305-02
305-03

305-04
305-05
305-06.
305-07
305-08
305-09
301-07
301-02

306-01
306-02
306-03
306-04
306-05
306-06
30607
306-09
306-23

306-22 /0y Z

TTTUII4AT
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AR 340-18-3 |

14 August 1969

New File No.

Old File Ne. , File Title
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 30613
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.
30140 Record of travel payment files Rescinded. No longer
needed.
30141 Statement of charges files 306-14
30142 Personnel exception and indebtedness files 306-19
Added Civilian personnel claim files 306-20
301-43 Pay table files 306-15
30144 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 2y~
30147 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
301-562 ———Home office ledger and report files — , 307-06_and 307-07
301-53 Home office financial statement and schedule files 307-08
Added Stock fund reconciliation files 307-09
301-54 Stock fund RP files 301-07
302-01 Administrative files 301-02 zy/L ‘
302-02 Finance and fiscal instruction files - —301-01 «
302-03 Allocation files 304-01 , )
302-04 Allotment files 304-02. % Y&2
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
30207 Operation report files 304-06
302-08 Contract progress payment report files 30407
302-09 Contract advance payment progress report files 30408
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 A .
302-15.1 Miscellaneous expense contingency fund files 304-18 :
302-16 Certificate of settlement files 304-14
302-17 Agent finance officer’s account files 304-15
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: Old File No.
302-18

Added
Added
302-19
302-20
302-21
302-22
302-23
302-24
302-24.1
Added
302-25
302-26
30227
302-28
302-29
302-30
302-31
302-32
3022?;133

30234 *

302-35
302-36
303-01
303-02
303-03
303-04
303-05
303-06
303-07
303-08
303-09

-~ -303-10

303-11
30401
304-02
304-03
304-04
304-05

304-06
304-07
304-08
304-09
304-10

304-11

- 804-12

“ 14 August 1969

_ Report of survey control register ﬁles

e

File Title

AR 340-18-3

New File No.

_Principal project cost files . _

Accounts payable card files

Savings program award files

Savings program report files

Collection and disbursement RP files

Guaranteed loan administrative files

Guarantee agreement files

Guaranteed loan accounting files

Guaranteed loan RP files

Banking and depository facility files

Currency and bond administrative files

Banking operation files

Currency control files

Currency conversion files

Military pay certificate accountablhty files

Surety bond files

Indemnity bond files

Currency control and bond issuance RP files

Installation property account files

Report of survey administrative files

Report of sugvey files _ S T T

Charges collection files

Property accounting and adjustment RP files

Cost accounting admlmstratlve files

Cost ledger files

Cost register files

Cost and performance report files

Cost voucher files

Labor and workload files

Basic cost accounting report files

Cost report consolidation and summary files

Subordinate project cost files

Cost accounting RP files

Detail tabulating card files

Summary tabulating card files

Adjustment files

Collection and disbursement files

Funding program and allocation distribution
voucher files

HQ financial statement files

Daily expenditure transcription and summary files

Daily register of transactions files

Cycle expenditure transcription and summary files

Register of net expenditure and reimbursement
files :

Monthly expenditure transcriptions and summary
files

Daily register of budget transactions files

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 1Y
310-05
310-06
310-07
301-07
308-01
301-02-

308=03 - sovr
308-04 )
301-07
301-02
309-01 [oyR

- 30902 Ay R

30903 vX
309-04 /i~
309-05
309-06
309-07

30908
.309-09

301-07
317-03
317-04
317-05 .
317-092y1
317-06

317-07
317-08
317-10
317-11
317-12

317-13

317-14

80802 c //o¥R orR I/ =)
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AR 340-18-3

Old File No.

304-13
304-14
304-15
-304-16
304-17
304-18
30419
304-20
304-21
304-22
304-22.1
304-22.2

-304-22.3
304-22.4
304-22.5
304-23
304-24
304-25
30496
304-27
554-28
304-29
Added
Added
304-30
304-31
304-32

304-33
304-34
304-35
304-36

o 30427

L 53

N

304-33
304-39
- 305-01
305-02
305-03
805-04
305-05
305-06
305-07
305-08
305-09
305-10
305-10.1
305-11
305-12

50

e — faltiniind

File Title

Monthly budget summary files

~Monti11y and quarterly budget report files
Property transcription and summary files
Accounting classification audit files
Integrated accounting report files

. Status of funds report files-———  ———"

Accounts office RP files

Status report files

Statement of transactions files

Statement of accountability files

Departmental reports guide files

Audit classification and fiscal station publication
files

Central clearing function files

TFO/TBO listing files

Correspondence administrative files

Statement of transaction and accountability files

Logistical support billing files

Military sales transaction files _ .
MAP order fund transaction files
Miscellaneous teeder data files
Civil Service revirement fund report files
Budgetary report files
International balance of payments report files

. Budget formulation and presentment files
Foreign currency report files
Expenditure report files
Consolidated statement of accountability report

files

Consolidated statement of transaction report files
Budget register files
Ledger files
Machine listing files
Reconciliation files o
Adjustment voucher files
Navy voucher files
Auditing service instruction files
General audit files

~ Internal review files

AAA audit report files

GAO audit report files

Military establishment audit files
Vertical audit files '
Lateral audit files

Internal assist audit files
Contract assist audit files
Special audit files

Audit background files

14 August 1969 ST

New File No.

317-15
317-16
317-17
317-18 - ,
317-01 ., .. .
317-02 /¢ /% "
301-07 ‘)
318-08 . >
31802 ~ 7
318-01 )
- 318-12

318-13

318-14
318-15
301-02
318-03
318-16
318417 .
318-18
_318-11 -

C3igo7

318704 L
31805~
318-06
318-10
318-09
318-01

[
318-19

318-20

31821,

—

.. Big2s

31824 T -
318-25
301-01
301-02 =
31602 s5yn 63¥2
316-03 2y~
Previously rescinded
31601

316-04

31605

316-06

316-11

Deleted

316-07

316-09

\?4/2 -

B T . [ -SEE ,
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7'/ ™~

Old File No.
305-13
305-14
305-14.1
305-14.2

305-14.3
305--15
306-01
306-02
306-03
30604
306-05
306-06
306-07
306--08
306-09
306-10
306-11
30612
306-13
306-14
306-15
306-16
306-17
306-18 .
Added
Added
Added
Added
306-19
30620
306--21
306-22
-306-23-
306-24
306-25
30626
306--27
306-28
306-29
306-30
306-31
306-32
306-33
306-34
306-35

306-36

- 306-37

File Title
Audit control files
Contract audit files
Major defense contractor audit report files
Preaward contract advisory service evaluation
files
Overhead report audit files
Auditing service RP files
Finance and fiscal instruction files
Finance and fiscal admlms’cratxve
Budget files

AR 340-18-3

New File No.
316-10
316-08
Deleted
316-12

Deleted
301-07
301-01
312-01
213-01, AR 340-18-2

General ledger files e 31202

Civil works finance and fiscal RP files

CW cost basic report files

Operation report files

Plant rental files

Appropriation historical data files

Hydro climatic network report files
Performance report files

Study program schedule files

General expense schedule files
Construction performance summary files
Budget statement for project office cost files
Appropriation warrant files

Allotment files

Contributed fund files--—— "”
Revolving fund report files

Finance and fiscal principal report ﬁles
Other finance and fiscal report files ‘5.\
Disbursing officer’s accountability files
Notice of completion of audit files

Civil works site audit files

Disbursing officer’s voucher files
Finance and fiscal principal report ﬁles¥

Fiscal accounting files - s

General ledger files N4

Voucher register files

Vendors paid obligation files

Accounts payable card files
Miscellaneous accounting files
Temporary operational files

Audit files

Cost accounting principal report files
Cost accounting subordinate report files
Project construction work order files
Project construction work order cost files

Project work order cost (other than construction)

files
Project plant in service subsidiary ledger files
Revolving fund plant in service cost files

301-07
312-05

1521-07, AR 340-18-15

1521-08, AR 340-18-15

213-04, AR 340-18-2
213-05, AR 340-18-2
21309, AR 340-18-2
213-10, AR 340-18-2
213-11, AR 340-18-2
213-12, AR 3840-18-2
21302, AR 340-18-2
312-03
312-10
312-04
312-06
312-07
312-08
31209 —
313-01
313-02
31303 —
313-04 ~.
81305 /CYR
313-06

313-07

313-08

313-09

313-10

313-11

313-12
—~318-18 (&

313-14

313-15

313-16

313-17

313-18
313-19

- 51
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Old File No. R File Title New File No.

306-38 - Other cost ledger files 313-20
306-39 _ Basic and intermediate cost media files 313-21
Added . Supervisory office files 313-22
307-01 : Nonappropriated fund administrative files 301-02
307-01.1 Check cashing privilege files 314-08
- 307-02 Nonappropriated fund instruction files 301-01
30703 Central principal NAF account files 314-01
307-04 Central subsidiary NAF account files 314-02
307-05 Central NAF loan and grant files 314-03
307-06 NAF securities files 314-06
307-07 Central NAF financial report files 314-04
307-08 AER transaction files 729-06, AR 340-18-7
- 307-09 Welfare fund account files -~ 31409 Co~

307-10 Sundry fund account files 814-10 3y %2
307-11 Subsidiary records to welfare and sundry fund 314-11

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 CoN-
307-13.1 Army gift fund account files 314-14
307-14 NAF statement and report files 31407 / YR
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 =vR sr zvy&®
307-19 Preaudit work paper files 314-19
307-20 Audit work paper files 314-20 Co¥
307-21 NATF bank deposit insurance files ’ 314-05
307-22 "Post restaurant fund external files 314-17
307-23 Post restaurant fund internal files . 31417
30724 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 31508
307-33 Army exchange cash register report files 315-09
307-34 AAFES journal and ledger files 315-02
307-35 AATFES 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 - - . . 81507 L
30740 AAFES payroll control files 315-15 "

52
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14 August 1969

~ Old File No.

30741
307-42
30743
30744
30745
30746
307-47.
P 30748
307-49
308-01
308-02
308-03

W
\

308-04
308-05 _
308-06 -
308-07 -
308-08

308-09
308-10
308-11
308-12
308-13
Added
Added
Added

File Title
AAFES payroll deduction files
AAFES personnel travel files
AAFES fidelity bond files
AAFES self-insurance files
AAFES employee insurance files
AAFES comprehensive casualty insurance files
AAFES insurance claim files
AAFES tax case files
NAF R P files
Validation files
General collection files
Household goods shipment excess cost collection
files
FHA mortgage insurance payment files
Depository designation files
Banking files =~
Conversion. files
Disbursing office establishment and appointment
files
Commercial account claim files
Bankruptcy processing files
Pecuniary charge appeal files
Savings deposit proofing files
Unclaimed money files
Original disbursing officer account files
Original contract files
Individual financial history files

AR 340-18-3

New File No.
315-16
315-17
315-10
315-11
315-12
315-13
315-14
315601
30107
319-04
319-05
319-06

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

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