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CHANGE HEADQUARTERS ////
DEPARTMENT OF THE ARMY

No. 11 WASHINGTON, DC, 1 December 1978

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
INTELLIGENCE, SECURITY, MILITARY POLICE,

AND MAPPING FUNCTIONAL FILES
Effective 15 January 1979

This change revises descriptions and/or disposition instructionsfor file
numbers 501-08, 503-04, 503-08, 508-13, 504-01, 504-05, 504-06, 504-09,
504-06, 504-10, 508-10, 508-11, 508-13, and 508-25; rescinds file
numbers 502-01, 503-11, 503-14, 503-15, 504-11,513-05, 515-04, 516-03,
516-04, 516-06, 516-07, 516-08, 516-09, 516-12, 516-16, 516-17;
establishes new file numbers 503-08, 503-12, 508-27, 508-28, 509-21;
establishes subfunctional categories 517 Operational Intelligence Files
and 518 Criminal Information Files; and provides for general
updating.

AR 340-18-5, 14 August 1969, is changed as follows:

1. Changed material is indicated by a star.

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

Remove pages Insert pages

1 and 2 .................................... 1 and 2
5 through 10................ 5 through 10.3
15 through 24 15 through 24.1
25 through 32 .......................... 25 through 31

................................................................. 33 through 36

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 sug-
gested 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 Intelligence, Security, Military Police and
Mapping Functional Files-C.
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CITANG; EHEADQUARTERS
DEPARTMENT OF THE ARMY

No. 10 WASINGTON, DC, 29 A.ugu.t 1977

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF INTELLIGENCE,
SECURITY, MILITARY POLICE, AND MAPPING
FUNCTIONAL FILES

Effective 1 January 1978

This change revises descriptions and/or disposition instructions for tile
numbers 503-01, 503-06, 508-08, 509-17 and 509-19; includes new file num-
bers 503-09, 503-10, 503-11, 503-13, 503-11, 503-15, 508-26. and 511-18; and
provides for general updating.

AR 340-18-5. 14 August 190(, is changed as foliows:
1. Changed mlaterial is indicated lby a star.
2. Remiove. old pages and inlert new pai-s :i in<id:ated below
Remoue pages a I plates

5 through 8.1- ----------------------------------------------- 5 through 8.2
15 through 19 --------------------------------------------------- 15 through 19
23 and 241 ..--------------------------------------------------. 23 and 24.1

3. File this change sheet in front of thie 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 Formsl
direct to HQDA (DAAG-AMR-P) WASH DC 20314.

By Order of thel Secretary of the Army

Oflih.ial"
,J. C. ]_E'NNINGdTON

Briga,r•c ( ene,al, U.•ited State. . r ,. y
The Adatl.iit (Goerval

IiERNARD WV. ROG~ERS
(Cceral. t, Uoited States Army

Ch;ef of Staff

DISTZIBUTION:
Act',ce Atrmy, Al?N(;:, U&l,N: To be distributed in accordance with DA

Form 12-9A. requirements for AIR, Maintenance and Disposition_ of ITntelli-
genee, Security, vAilitaryv Police and mIapping Functional Filos-C.

TA(O 302A-August 20 47.-77
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 6 WASHINmGTON, DC, 26 September 1974/

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF INTELLIGENCE,
SECURITY, MILITARY POLICE, AND MAPPING
FUNCTIONAL FILES

Effective 1 January 1975

This change revises description and disposition instructions for file
numbers 503-01 and 508-11; rescinds file number 508-12; and modifies
disposition instructions for file number 503-12, and 508-24 and sub-
functional categories 513, 514, 515, and 516.

AR340-18-5, 14 August 1969, is changed as follows:

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

1rrnove pagev Inser pag•

,1 and 2................................................-------------------------------------------- 1 and2
,.,7-ind 8...............................................-------------------------------------------- 7 and 8

1 and 12....................................------------------------------------------ 11 and 12
,15 through 18 .................................--------------------------------------- 15 through 18
-25 through 32 .......................................---------------------------------------. 25 through 32
-At.heiitication ................................--------------------------------------. Authentication

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

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

By Order of the Secretary of the Army:

FRED C. WEYAND
General, United States Army

Official: Chief of Staf
VERNE L. B3OWERS
Major General, United States Army
The Adjutant General

DISTRIBUTION:
Active A2my, A.V1G, USAR: To be distributed in accordance with DA

Form 12-9A requirenients for AR, Maintenance and Disposition of Intelligence,
Security, Military Police, and Mapping Functional Files-C (Qty Rqr Block
No. 2.18S).

TAGO) If;-' \ 1•43t.n .r . , | 7 . 74-
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 5 WAsnlxorox, DC, 31 July 1973

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF INTELLIGENCE,
SECURITY, MILITARY POLICE, AND MAPPING
FUNCTIONAL FILES

Effective 1 January 1974

This change revises file numbers 508-24 and 512-02; revises disposition of
file numbers 505-16 and 509-09; and adds file number 512-07.

AR 340-18-5, 14 AuguLst 1969, is changed as follows:
1. Changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below:
Remove pages Inaert pages
5 and 6----------------------------------------------------- 5 and6
11 and 12---------------- -------------------------------- 11 and 12
17 and 18---------------------- ----------------------------- 17 and S18
23 and 24 ----------------------------- -------- 23 and 24
Authentication----------------------------------.. Authentication

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 improveme.ts on DA
Form 2028 (Recomrmended Changes to Publications) direct to HQDA
(DAAG-ASR-P), WASH, DC 20314.

By Order of the Secretary of the Army:

Official:
VERNE L. BOWERS
Major General, United States Army
The Adjutant General

CREIGIHTON W. ABRAMS
General, United States Army
Chief of Staff

DISTRIBUTION:
Active Army, ARNG, USAR: To be distributed in accordance with DA

Form 12-9A requirements for AR, Maintenance and Disposition of Intelligence,
Security, Military Police, and Mapping Functional Files-C (Qty Rqr Block
No. 248).

TAGO 5:A.--July 540) 4G5-73

01
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CHAN•Xc,E IIEADQUARTEIRS
DEPARTMEN'r OF TIlE AIXMY

No. 4 WASI•NoN, W)C, 19 July 1.972

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF INTELLIGENCE,
SECURITY, MILITARY POLICE, AND MAPPING FUNC-
TIONAL FILES

Effective 1 January 1973

This change revises the disposition of file number 507-01, 507-03, 508-09,
508-10, 508-11, 508-12, 508-13, antd 508-15; adds file numnbers 502-98 and
508-25; and rescinds file numbers 506-03 and 506-01.

AR 340-18-5, 14 August 1969. is changed as follows:

1. Changed matevial is indicated by a star.
2. Remove old pages and insert new pages as indicated below:
Rcnmore pages Insert paUcs
5 and 0 ------------------------------------------------------------- 5 and 0
13 through I------------------------------------------------- 13 through IS

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

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

By Order of -the Secretary of the Army:

B3RUCE PALMER, JR.,
General, United States Army,

Ollicial: Acthtng Chief of Staff.
VERNE L. BOWERS,
,Major GeGneral, United ~States Army,
The Adjutaat General.

Distribution:
Active AWmy, APW1G, USA,,: To be distributed in accordance with DA

Form 12-9 requirenments for AR, Records-C (qty rqr block No. 34-10).

TAGO 4.A-- Jiuly 510- 415-- 72
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 3 WASHINGTON, DC, 6 August 1971

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
INTELLIGENCE, SECURITY, MILITARY POLICE,

AND MAPPING FUNCTIONAL FILES
Effective 1 January 1972

This change revises the disposition of file numbers 503-07, 504-13, 504-16,
507-01, 508-04, 508-13, 508-19, 509-01, 509-10, 509-17, 514-07, and 516-24;
adds file numbers 506-03, 506-04, 509-18, 513-11, and 516-27; and rescinds
file numbers 505-07, 505-08, 505-09, and 505-10. Other changes are con-
cerned with phrasing and terminology.

AR 340-18-5, 14 August 1969, is changed as follows:

1. Changed material is indicated by a star.

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

Rcmove pages-- Insert pages-

7 through 20 .---------. ....------------------------- 7 through 19
25 through 32 -. . . . . ..... ..---------------- - 25 through 32

Authentication . ....----------------------------------------- Authentication

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

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

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,

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

Distribution:

Active Army, ARNG, USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Records-C (Qty Rqr Block No. 340).

SU.S. GOVERNMENT PRINTING OFFICE: 1971-480-801/3051A

TAGO 3051A



*AR 340-18-5

ARMY REGULATION

No. 340-18-5

HEADQUARTERS
DEPARTMENT OF THE ARMY

WASHINGTON, DC, 1 September 1980C/

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
INTELLIGENCE, SECURITY, MILITARY POLICE, AND

MAPPING
FUNCTIONAL FILES

Effective 1 October 1980

This revision updates the files descriptions and records disposition instructions.

Local supplementation of this regulation is prohibited except upon approval of HQDA
(DAAG-AMR-P).

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

Paragraph Page

Purpose --------------------------------------------------------------------............... 1 1
Applicability ----------------------------------------------------------------................ 2 1
Related regulations -----------------------------------------------------------............ 3 1
Scope -----------------------------------------------------------------------------......... 4 2
SUBFUNCTIONAL CATEGORIES-CONVERSION TABLE ------------------------------....... A-1
FUNCTIONAL FILE NUMBERS-CONVERSION TABLE ---------------------------.......................... -- B-1

1. Purpose. This regulation prescribes file
numbers, descriptions, and retention periods
for files. These files relate to--

a. Intelligence activity involving gathering,
evaluating, and disseminating intelligence in-
formation.

b. The protection of classified information.
c. Foreign liaison.
d. Provost marshal (military police) activities.
e. Administration of prisoners of war.
f. Mapping and geodesy.

2. Applicability. a. This regulation applies to-
(1) The Active Army, Army National Guard,

and the US Army Reserve.
(2) Offices in charge of intelligence, secu-

rity, military police, and mapping functions
that must identify, keep, and dispose of records
documenting these functions. The identifica-
tion, maintenance, and disposition of records of
this nature kept by other offices are governed
by AR 340-18-1 and/or the Army regulation in

the 340-18 series pertaining to the function of
that office.

b. This regulation does not apply to-
(1) Active Army TOE units below division

level.
(2) Army Reserve elements.
(3) ROTC elements.
(4) Army National Guard units.
(5) TDA units conducting basic combat

training or advanced individual training.

3. 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, descrip-
tions, and retention periods for files on major
categories of records documenting mission
functions are contained in AR 340-18-2 through
AR 340-18-15. These ARs will be distributed
only to the organizations performing the func-
tions concerned.

*This regulation supersedes AR 340-18-5, 14 August 1969, including all changes.

1

APPENDIX A.
B.



1 September 1980

4. Scope. Under the Army Functional Files
System, files on the major functional category
of Intelligence, Security, Military Police, and
Mapping have been assigned the basic file num-
ber 500. A list of the existing and revised
subfunctional categories is at appendix A. A list
of the old and new functional file numbers is at
appendix B. Common mission files are de-
scribed in this regulation under file number
501-01 through 501-08. Other mission files are
grouped into 17 subfunctional categories, as fol-
lows:

Subfunctional
category
file No. Subfunctional category file title Page

502 Intelligence files ------------------- 7

503 Counterintelligence investigative
files ------------------------------- 9

504 Signal security files---- ........--------- 13

505 Operational intelligence files ------ 17

Subfunctional
category
file No.

506

507

Subfunctional category file title Page

Information security files -------- 19

Personnel security files ----------- 23

508 Industrial defense files ----------- 25

509 Military police investigative and
complaint files ----------------........... 27

510

511

Criminal information files .........

Military police and civilian guard
protective services files .........

33

35

512 Military censorship files ---------- 39

513 Prisoner of war and civilian
internee/detainee files .........----------. 41

514 Foreign liaison files -------------- 45

515 Military mapping and geodetic
files--------- ..............---------------........... 47

516

517

Map specification and design files

Map preparation files-------

518 Cartographic and geodetic source
materials files----------

49

51

53

2
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1 September 1980 AR 340-18-5

. 501--CO.10ION MISSION FILES,

1. Common mission files may be gathered in any office to document the
performance of its assigned intelligence, security, military police, and map-
ping actvities. However, all the common mission files seldom will be gath-
ered in a single office.

2. Abbreviated titles have been used to identify these common mission
files. Do not use the abbreviated titles alone for labeling files. A title prefix -
that describes the records to be filed will precede the abbreviated titles.
For example: 501-01 Intelligence Instruction Files; 501-02 Industrial De- "...
fense Administrative Files; 5014-07 Military Poli• Reference Paper File .1

File No. Description Disposition
501-01 Instruction files. Documents on p Offices of HQDA, offices of major-e~nd

paring, coordinating, issuing, an te commandSh*o4q%e-9/ interpreting directives, regulatory te•"~ and elements in a combat zone
instructions, and comparable in- or designated as a combat support.
structionalmaterial Thesefiles are element in a combat zone (as de- .

l,, gathered in offices in charge of pre- fined by AR 310-25)- Permanent/ " ' • " • .... ." . .. .. .....: :
-IVL4.I1L1% Y - paring and interpreting instruc- Cut off yearly or on supersession or

S tions. Included are- obsolescence, as reference peeds re- , ----

#/ a. The coordinating actions, stud- quire. 04 " Ip n 59(F bocs 'r •,2 "..Ty &t5

ies, interpretations, and published a. Tffff=Other offices: Destroy when •
record copies of instructions (e.g. Other offes: Destroy when

regulations, supplements, memo- superseded, obsolete, or no longer
randums, circulars, pamphlets, and needed for reference, whichever is .................
randums, circulars, pamphlets, and.bulletins) first.

b. SOPs or similar issuances.
c. Messages used for expeditious

interim changes to instructions.
d. Technical newsletters or com-

parable media used to send semi-
official and authoritative instruc-
tions.

e. Official training materials.

501-02 Administrative files. Documents on the Destroy after 2 years. However, doc-
overall or genera] routine admin- uments in the cut off file that need
istration of intelligence, security, more action or relate to reopened
military police, and mapping activ- cases should be brought forward
ities. It excludes specific files de- and filed in the current file.
scribed in this regulation. These
files include, but are not limited -

a. Routine comments on regula- .

tions, directives, or other publica-
tions prepared by another office
with chief responsibility. If com-
ments result in more action affect-
ing the mission or function of the
office, documents should be filed
with the proper mission functional
files.

b. Evaluations of suggestions that
do not result in issuing an instruc- .....

tion or establishing a project.

3



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

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

File No. Description
c. Program and budget docu-

ments, management improvement
reports, cost reduction reports, and
comparable management reports
prepared to submit data to offices
in charge of these management
functions.

d. Extracts of IG, GAO, AAA, or
comparable reports of inspections,
surveys, or audits that belong to the
operation of the mission or func-
tion.

e. Documents relating generally
to the application of ADPS and PCM
operations within the functional
area on intelligence, security, mili-
tary police, and mapping activities.

f. Comments on, or contributions
to, news releases or other media
furnished to information officers to
publicize and promote the mission
or functions.

501-03 Agreement files.
a. Documents on agreements be-

tween--
(1) Elements of the Army.
(2) The Army and other mili-

tary services or Federal agencies.
(3) The Army and other nonfed-

eral organizations or agencies; but
not with foreign governments.

b. These agreements are negoti-
ated to give continued understand-
ing between recognized organiza-
tions and the Army for the purpose
of giving or obtaining various types
of support services. The services in-
clude-

(1) Logistic.
(2) Medical.
(3) Administrative.
(4) Fire protection.
(5) Facilities.
(6) Payroll.

c. Services and similar support
will be on a one-time or continuing
basis; and on a reimbursable or non-
reimbursable basis. Included are-

(1) Agreements.
(2) Agreement checklists.
(3) Amendments.
(4) Review comments.
(5) Related correspondence.
(6) Similar documents.

501-04 Orientation and briefing files. Docu-
ments used in orientations and
briefings given to visitors and newly
assigned persons about the mission,

4

'40-18-5

-------- --

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

Dispositin

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

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

,4 "..................

r,..................•

.....

k"..................
Office requesting support and office

giving support: Agreements involv-
ing transfer of personnel spaces .t.
and materiel will be distroyed 6
years after supersession, cancella---------
tion, or termination of the agree- ........

ment...........

Agreements not involved in transfer
of personnel spaces and materiel
will be destroyed 3 years after
supersession, cancellation, or ter- .........
mination of the agreement. ...........

Reviewing offices: Destroy 1 year after
supersession, cancellation, or ter-
mination of the agreement. ..................

7---..
.... ...........

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

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

•~. ...................

Destroy on supersession or obsolesc-..............

ence. ..................
... ::::.'.......'.-..

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

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



..... ..... ..... A R 3 4 0 - 1 9 - 5 '
1 September 1980 AR 30-18-

.. .--- File No. Description Disposition
functions, and physical layout of an

.......... office. Included are-
.................... a. Photographs.

....................... b. Transparencies or vugraphs.
c. Copies of specially prepared

handouts.
....................... d. Related or similar documents.

. .501-05 Committee files. Documents on estab- AOffice of committee chairperson or
lishing, operating, and dissolving secretariat, whichever is desig-
committees which consider, advise, nated office of record, and offices of

1 . •-4-V-- o" take action, and report on specifi- members of international commit-
-, cally assigned functions. They in- tees in which a foreign governmen
.......... ( dclude joint, interdepartmental, and is office of record: -Cut O•e4' ye"

l A V. t , international committees in which off when no long needed for cur-• • cL"t
A-- T--U- ]¶ DA takes part, as well as commit- rent operations ffices of other )r

. tees within all echelons and ele- committee mem ers: Destroy when
. ) -_ments of the Army. Included are- no longer needed for current oper-............ ai . Proposals, approv als, and dis- ations.

................ ) approvals to establish the commit- N e -........................ .tee. /A (a) Ele_m"a e 0 o- Owa,"
b. Charters, terms of reference,

and comments on them.
c. Directives establishing, chang-

ing, continuing, or dissolving the
committee.

........................ d. Documents nominating, ap-
. ..-.-.- " proving, appointing, and relieving

committee members.
. :.. :": :....:: e. Notices, agenda, minutes, and

-----:::-- reports of committee meetings.
f. Related documents.

501-06 Staff visit files. Documents on sched- Office performing visit: Destroy 1 year
................... uled or special visits (but not in- after completion of next compara-
..................... spections, surveys, or audits) for ble visit or on completion of related
......................... the purpose of performing staff or study.

technical supervision or for con-
ducting studies. This description Office visited: Destroy after 2 years,

does not apply to visits made in con- except files on recurring staff visits

....................... nection with a specific process or will be destroyed on completion of
case which should be filed with doc- the next visit.

........................ umentation of the case or process.
Included are-

............. a. Requests for permission to visit.
b. Reports of visit.

............... c. Recommendations.
.......... d.............d. Other directly related docu-

.ments..........................
......................... "m n s

501-07 Reference paper files. Documents used
to facilitate, control, or supervise

......................... the performance of a specific func-

......................... tion, process, or action-as distin-

......................... guished from those official records
necessary for documenting per-

.. .................. .
formance of a function, process, or
action. Although gathered refer-
ence papers may relate to varied
subjects and functions, they should
bear a title relating them to the

5...................

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

":.........................

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



AR 340-18-5 1 September 1980

File No. Description Disposition
functions, subfunction, process, or
action with which they are used.
Reference paper files consist of the
following types of documents:

a. Notes, drafts, feeder reports, Cut off on completion of the commu-
news clippings, similar working pa- nication, study, survey report, or
pers, and other materials gathered other action. Destroy in blocks after
for preparation of a communication, an additional 3 months, 6 months,
a study, an investigation, a survey, or 1 year.
an inspection, or other action. This
description does not include-

(1) Official and quasi-official
recommendations.

(2) The coordinating actions.
(3) Documents which contribute

to or result from preparation of the
communication or other record.

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

c. Copies of technical and intelli- Destroy when superseded, obsolete,
gence documents, emergency plans, or no longer needed for reference.
mobilization plans, and similar re-
produced materials. These copies do

............. not fall within the description for
reference publications files.

d. Documents received for gen- Destroy after 1 year.
-. eral information purposes that call

for no action. Also, they are not
needed for documentation of spe-
cific functions.

e. Extra copies of documents kept Destroy after 1 year.
._........by action officers. They show ac-

. tions taken by the action officer.
Such files should not be established
unless absolutely necessary.

f. Copies of documents gathered Destroy after 1 year. However, docu-
by supervisory offices (e.g., chiefs of ments in the active file that need
directorates, divisions, branches, or more action or relate to reopened
separate offices). These documents cases should be brought forward
duplicate the record copy filed else- and filed in the current file.
where in lower echelon offices of the
same organizational element in
charge of performing the action,

........................... process, or function. These files
" should only be established when

......................... needed.

501-08 Unidentified files. Documents on the Keep in CFA until file number is
performance of intelligence, secu- added to this regulation.
rity, military police, and mapping
activities not described in this reg-
ulation.

Note. Use of this temporary file
number calls for prior approval of

-. the organization's records manage-

........................ m ent officer.

6
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........................... •
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1 September 1980

502-INTELLIGENCE FILES

These files relate to the gathering, evaluating, and disseminating of do-
mestic, foreign positive, and scientific and technical intelligence informa-
tion. It also includes the handling of captured documents.

Note. Send all signal and special intelligence files to the Commander,
United States Army Intelligence and Security Command (INSCOM), Ar-
lington, VA 22212. Do not transfer signal or special intelligence files to local
RHA, OCRHA, or GSA records centers.

File No. Description
502-01 Intelligence reporting files. Reports are

gathered in intelligence offices re-
%ulting from the-

a. Collection, evaluation, analy-
sis, integration, and interpretation
of technical intelligence.

b. Domestic intelligence or infor-
mation about activities or condi-
tions in the US which possibly or
really threaten the internal secu-
rity.

c. Information on the war poten-
tial, military geography, military
forces, and other military and re-
lated activities of foreign countries.

Note. Record copies of intelli-
gence reports are kept by the De-
fense Intelligence Agency (DIA).

502-02 Intelligence collection files. Docu-
ments on the procurement and se-
lection of intelligence information.
It also includes-

a. Intelligence collection plans.
b. The scheduling of collection re-

quirements.
c. The monitoring and evaluation

of collection priorities.

502-03 Scientific and technical intelligence
product files. These files consist of-

a. One copy of each confirmed
DIA scientific and technical intel-
ligence production (study, trend
study, report, handbook, and com-
parable productions).

b. Contributions (inputs) to other
agency products.

502-04 Intelligence dissemination files. Docu-
ments on the dissemination and dis-
tribution of-

a. Finished intelligence.
b. Intelligence reports.
c. Scientific and technical infor-

mation.

Disposition
Destroy after 2 years.

Permanent.

Permanent.

Permanent.

7
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File No. Description
502-05 Intelligence confidential fund files. Doc-

uments on expenditures of special
funds. These funds cover expenses
incurred in discharging assigned
duties of agents for the Assistant
Chief of Staff for Intelligence (ACSI)
not otherwise payable from other
DA funds. Included are-

a. IG inspection reports of ac-
counts.

b. Intelligence contingency funds.
c. Property books.

502-06 Captured documents files. Documents
captured or confiscated in wartime
by international law. This also in-
cludes records of foreign govern-
ment, military, private and other
institutions. Keep a separate entity
to preserve administrative origin
and arrangement to the fullest ex-
tent practicable. (This description
does not include captured cypto-
logic records.)

Note. After an Army agfency
has completed intelligence or other
exploitation of captured docu-
ments, it will request disposition in-
structions from HQDA (DAAG-
AMR-P), WASH DC 20314.

502-07 Credentials and badge control files. Doc-
uments showing the issue and con-
trol of credentials and badges nam-
ing US Army intelligence personnel.
Included are-

a. Receipts.
b. Inventories.
c. Related documents.

Disposition
Offices performing Army-wide re-

sponsibility: Destroy after 8 years.

Operating offices: Destroy 1 year after
audit and clearance by an OACSI
inspector general.

Permanent

Receipts by persons to whom creden-
tials are issued: Destroy after final
surrender of credentials or badge.

Other receipts and inventories: De-
stroy after next inventory if all
items are accounted for.

8
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503-COUNTERINTELLIGENCE INVESTIGATIVE FILES

1. These files are gathered from the counterintelligence program involving
the-

a. Investigation of hostile foreign intelligence activities.
b. Investigations in connection with the Military Personnel Security

Program, Civilian Employees-Security Program, and the Industrial Se-
curity Program.

2. Investigative files within the scope of AR 381-45 will be sent according
to that regulation to the Investigative Records Repository, US Army In-
telligence and Security Command, Ft Meade, MD 20755.

File No. Description
503-01 Counterintelligence collection files.

Documents on the procurement and
selection of counterintelligence in-
formation. It also includes-

a. The scheduling of collection to
meet requirements for production.

b. Guidance and instructions for
collection.

c. The receipt and making of col-
lection requests.

d. Liaison with organizational
elements of the intelligence system
on collection matters.

503-02 Counterintelligence production files.
Documents on the process of ana-
lyzing and evaluating counterintel-
ligence studies and information. It
also includes-

a. The scheduling of require-
ments for production.

b. Production instructions.
c. The receipt and making of re-

quests for the production of coun-
terintelligence studies.

d. Communications with organi-
zational elements of the intelli-
gence system on the production of
counterintelligence studies.

503-03 Counterintelligence information re-
quest files. Documents on action
taken on requests from other agen-
cies for information on organiza-
tions or other counterintelligence
matters. Included are-

a. Requests for information.
b. Replies to these requests.
c. Related papers.

503-04 DOD-affiliated personnel and incident
investigative files.

a. Consist of individual case files
acquired on-

(1) Members of the Armed
Forces, including retired personnel.

Permanent.
Disposition

Permanent.

Offices of the Army Staff: Permanent.

Destroy 15 years after date of last ac-
tion, except as follows:

a. Personnel and incident inves-
tigations of a significant nature, to
include those resulting in an ad-
verse personnel action or courtmar-

9
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File No. Description
(2) Members of Reserve Compo-

nents.
(3) Applicants for commission/en-

listments.
(4) DOD civilian personnel and ap-

plicants for such status.
(5) Persons having need for access

to official information requiring protec-
tion in the interest of national defense
under the DOD Industrial Security Pro-
gram.

(6) Persons being considered for
participation in other authorized DOD
programs.

b. Files also include investigations of
incidents of a counterintelligence nature
under AR 381-12, AR 381-20, and AR
381-47.

503-05 Local intelligence, counterintelligence,
and security files. Documents on in-
telligence, counterintelligence and
security activities related to local
persons, criminals, incidents, and
organizations which are of interest
only to local area commands. In-
cluded are dossiers on-

a. Local persons.
b. Criminals.
c. Crimes.
d. Organizations.
e. Incidents.
f. Related papers.

Note. Do not send these files to
the US Army Investigative Records
Repository.

503-06 Counterintelligence spot reporting files.
Reports of actual or presumed in-
stances of activities or matters of
special counterintelligence interest
prepared according to AR 381-20.

503-07 Counterintelligence survey and inspec-
tion files.

a. Documents on survey and in-
spections of installation to decide-

Disposition
tial. Destroy 25 years after date of
last action. Files determined to be
of possible historical value may be
offered to the National Archives.
b. Investigations of espionage and
sabotage, or other major investi-
gations of a counterintelligence/se-
curity nature: Permanent. Offer to
National Archives 25 years after
date of last action.
c. Files on persons being considered
for affiliation with DOD, but affili-
ation is not completed: Destroy after
1 year.

Destroy on supersession, obsolesc-
ence, or deactivation of the related
area command.

All preparing offices: Permanent.

Destroy after next comparable sur-
vey or inspection.

(1) Necessary security meas-
ures against sabotage, espionage,
subviersion, and unauthorized use
or access to classified information.

(2) Measures necessary to de-
tect or neutralize clandestine audio
and visual surveillance in locations
where classified information is pre-
sent.

(3) The effectiveness of estab-
lished technical survey policies.

b. Included are-
(1) Requests for surveys and in-

spections.
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Description
(2) Survey and inspection re-

ports.
(3) Communications about sur-

veys and inspections.
(4) Comparable papers.

503-08 Non-DOD affiliated personnel and or-
ganizational files. Documents on ac-
tivities of non-DOD affilated per-
sons and organizations threatening
the security, or involving the dis-
ruption or subversion, of DOD mil-
itary and civilian personnel, func-
tions, activities, installations,
information, communications,
equipment, and supplies, acquired
by AR 380-13.

503-09 Counterintelligence special operations
files.

a. Documents on the results of-
(1) Counterespionage opera-

tions
(2) Countersubversion and

countersabotage operations.
(3) Programs conducted by or

with the Army.
b. Included are-

(1) Reports.
(2) Agreements.
(3) Contracts.
(4) Similar or related docu-

ments.

503-10 Intelligence/counterintelligence source
files.

a. Documents containing infor-
mation about-

(1) Personnel who have been
used as source of intelligence or
counterintelligence information by
the Army.

(2) The details on the use/activ-
ities of a source which are neces-
sary to confirm claims against the
Army by source or heirs of the
source.

b. Included are-
(1) Agreements.

Destroy after 1 year, except as fol-
lows:

a. Files may be revalidated yearly
for retention under procedures and
criteria contained in AR 380-13.

b. Files created within DOD which
contain significant analytical com-
ments, value judgments, or recom-
mendations related to information
received or acquired from agencies
outside DA. They will be offered to
the National Archives for a deter-
mination of historical value when
not validated for continued Army
retention.

c. Files related to special inves-
tigations/operations, conducted with
approval of the Defense Investiga-
tive Review Council: Permanent.
Offer to National Archives within
25 years after date of last action.

Permanent.

Destroy 75 years after date of last ac-
tion.

File No. Disposition
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File No. Description
(2) Contracts.
(3) Information reports.
(4) Financial reports.
(5) Similar or related docu-

ments.

503-11 Foreign personnel and organizational
files. Documents on foreign person-
nel and organizations of interest
and acquired during the conduct of
counterintelligence activities. In-
cludes are-

a. Reports.
b. Studies.
c. Related documents created

within DA.
d. Information from non-Army

agencies, organizations, and per-
sons.

Major reports and investigations of a
counterintelligence or security na-
ture, to include investigations of
sabotage and espionage: Perma-
nent.

Other documents: Destroy 25 years
after date of last action. Files de-
termined to be of possible historical
value and all permenent files will
be offered to the National Archives
25 years after date of last action.

1 September 1980

Disposition
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504-SIGNAL SECURITY FILES

These files relate to signal security (SIGSEC). These files consist of records,
reports, and correspondence concerned with communications security
(COMSEC). This also includes cryptosecurity, transmission security, phys-
ical security of COMSEC material, emission security measures to telecom-
munications, and control of compromising emanations (TEMPEST); elec-
tronic security (ELSEC); and COMSEC logistics. Access to classified
SIGSEC information will be according to AR 380-40 and AR 604-5. All
files that are gathered through administration of SIGSEC within DA will
be destroyed or retired as called for in this record series. Commanders of
organizations which are ordered to be inactivated or which have no further
need for COMSEC material or SIGSEC files will, after disposition of COM-
SEC material accounting records, secure authorization from the proper
COMSEC office of record (i.e., the Army COMSEC Central Office of Record
(ACCOR), COMSEC Field Office of Record (CFOR), or the parent/COMSEC
Material Direct Support Activity (CMDSA) account) and dispose of their
holdings as follows:

a. Destroy or transfer all COMSEC material according to specific in-
structions from the proper COMSEC office of record.

b. Send all COMSEC material accountiung records and SIGSEC files
for proper final disposition to Commander, US Army Intelligence and Se-
curity Command, ATTN: IASA-AR, Arlington Hall Station, Arlington, VA
22212. Do not transfer SIGSEC files to records holding areas or Federal
records centers.

File No. Description
504-01 Signal security management files. Doc-

uments which are not of a routine
nature or specifically covered else-
where in this record series. These
files include management docu-
ments on SIGSEC such as-

a. Long-range planning, pro-
graming, and budgeting'of re-
sources.

b. Development of policy and pre-
cedures.

c. Operational functions of the or-
ganization.

504-02 COMSEC supply correspondence files.
Documents on the routine supply of
COMSEC material, such as re-
quests for-

a. Advice of the status of ship-
ment of COMSEC aids.

b. Reduction in copy count or can-
cellation in distribution of COMSEC
aids.

c. Disposition of COMSEC aids.

504-03 Item register files. Cards kept to ac-
count for all COMSEC material and
to show its receipt, movement, and
final disposition.

Disposition
Permanent. Retire to HQ, USAIN-

SCOM 2 years after yearly cut off.

Destroy after 1 year.

Destroy 1 year after close of the cal-
endar year in which all items on
each card have been disposed of as
evidenced by destruction or trans-
fer reports.
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File No. Description
504-04 Daily inventory files. Reports of daily

inventories verifying the continued
protection and control of COMSEC
material and made once each work-
day or between shifts.

504-05 Accounting report files. Documents
showing COMSEC accounting and
distribution transactions, and relief
from accountability of COMSEC
material. Included are-

a. Reports of transfer, possession,
inventory, and destruction.

b. Hand receipts.
c. Document vouchers.
d. Certificates of verification.
e. Custodian appointments.
f. Signature cards (DA Form 2012,

COMSEC Account Data).
g. Letters, messages, and other

correspondence on routine COM-
SEC accounting and distribution.

504-06 Crypto-area visitor register files. Reg-
isters used for recording pertinent
information on persons entering
the crypto facility. Sheets of a reg-
ister involved in security report or
an investigation will become an in-
tegral part of the report or inves-
tigation. These sheets will have the
same disposition as the report or in-
vestigation.

504-07 Signal security approval files.
a. Requests for-

(1) Approval to establish, alter,
expand, or relocate a facility.

(2) Exceptions to provisions of
AR 530-4.

(3) Approval of circuits.
b. Included are-

(1) Questionnaires.
(2) Reports of approval.
(3) Related papers.

504-08 Signal security inspection files. Inspec-
tion reports and related corre-
spondence, such as-

a. Crypto facility inspection.
b. TEMPEST test report.
c. Periodic command inspection.
d. Similar inspection.

504-09 Signal security reporting files. Reports
including message reports and re-
lated correspondence. Included are-

Disposition
Destroy on receipt of the Certification

of Verification for the previous re-
port period.

ACCOR:
a. Change of custodian transfer

reports and possession reports: De-
stroy after 1 year.

b. Other documents: destroy after
5 years in CFA.

CFOR:
a. Change of custodian transfer

reports and position reports: De-
stroy after 1 year.

b. Other documents: Destroy after
2 years.

Other offices:
a. Custodian appointments and

signature cards: Destroy 1 year
after supersession.

b. Other accounting report files:
Destroy after 1 year.

Destroy after 1 year. Cut off each
sheet at the end of each calendar
year.

Approving offices: Destroy 1 year after
receipt of related superseding ap-
proval or after closing of account or
facility.

Requesting office: Destroy on receipt
of related superseding approval or
after closing of account or facility.

Inspecting office: Destroy 1 year after
receipt of related superseding in-
spection or after closing of account
or facility.

Inspected offices: Destroy on receipt
of related superseding inspection or
after closing of account or facility.

HQ, USAINSCOM special reports:
Permanent. routine periodic re-
ports may be destroyed after 2 years.
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File No. Description
a. Electronic security reports.
b. Cryptosecurity and transmis-

sion security analysis.
c. Violation and summary reports.
d. Report of violation of physical

and cryptographic security.
e. Compromise notifications and

other reports not specifically cov-
ered in other paragraphs of this re-
cord series.

Note. Reports that are the sub-
ject of a formal investigation will be
filed with the investigation report-
ing files.

504-10 Signal security investigation reporting
files. Reports of investigation con-
cerning-

a. The loss or subjection to com-
promise of COMSEC material.

b. Investigations of transmission,
physical, and other signal security
violations.

504-11 Encrypted message text files. Cipher cop-
ies of incoming and outgoing mes-
sages and message tapes. Messages
involved in an investigation will be
kept until the investigation is com-
pleted.

504-12 Allocation files. Documents showing
allocation of COMSEC material held
for distribution.

504-13 Holder record files. COMSEC material
accounts record which serves as a
unit record showing all items of
COMSEC material held by each or-
ganization.

504-14 COMSEC material distribution report-
ing files. Documents submitted to
Army COMSEC Central Office of
Record to report allocation, assets,
and holder information for specified
items of COMSEC material (equip-
ment and associated material).

504-15 System status files. Documents kept by
the COMSEC National Inventory
Control Point (NICP) on the pro-
curement and issuance of each item
of COMSEC material which in-
cludes data such as-

a. Production status.
b. Stocks.
c. Demand data.
d. Quantity issued.
e. Effective date of Material.

Disposition
Units directly subordinate to HQ

USAINSCOM: Destroy after 2 years.

Other offices: Destroy after 1 year.

HQ USAINSCOM: Destroy 5 years
after completion of final corrective
or disciplinary action. Records of a
sufficiently serious nature to be
classified as felonies will be kept
permanently.

Other offices: Destroy after 2 years.

Destroy after a minimum retention of
5 days and before a maximum re-
tention of 60 days.

Allocation cards: Destroy 1 year after
final distribution of all material to
which the form relates.

ADP printouts: Destroy after verifi-
cation of allocation record.

Destroy on receipt of superseding
signed destruction or transfer re-
port.

Destroy after 1 year. Earlier disposal
is authorized if files have served
their intended purpose.

Documents on COMSEC material
other than aids: Destroy in CFA 6
years after obsolescence of the re-
lated system.

Documents related to COMSEC aids:
Destroy after 2 years or when ma-
terial involved is superseded or re-
moved for the system, whichever is
first.
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File No. Description
504-16 Transaction files. An ADP or EAM pro-

duced record of COMSEC account-
ing transactions which shows re-
ceipt, issue, transfer, destuction, or
adjustments (plus or minus) of
COMSEC material.

Disposition
COMSEC NICP and ACCOR: Destroy

after 2 years.

CFOR and other offices: Destroy after
1 year.
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505-OPERATIONAL INTELLIGENCE FILES

These files relate to intelligence and security functions involving the gath-
ering, evaluating, and disseminating of information of military value. They
include SIGINT, TAREX, EW, and other related operational activities and
management. Documents pertaining to SIGSEC will be filed under file
number 504. Retire all permanent cutoff operational intelligence files in
accordance with paragraph 2-5, AR 340-18-1. They will be sent to Com-
mander, United States Army Intelligence and Security Command (IN-
SOCOM), ATTN: IASA-AR, Arlington Hall Station, Arlington, VA 22212.
Do not transfer operational intelligence files to local RHA, OCRHA, or to
Federal records centers.

File No. Description
505-01 Operational mangement files. Docu-

ments on operational and proce-
dural activities of the organization.
Included are-

a. General mission assignment
documents.

b. Basic data requirements docu-
ments.

c. Documents which are similar or
related.

Note 1. Documents showing spe-
cific mission assignments and col-
lection requirements are filed in re-
cord series 505-04.

Note 2. Copies made of docu-
ments showing assignments and re-
quirements that continue in effect
after cutoff will be placed in record
series 103-05.

505-02 Operational management reporting files.
Reports on the mangement of op-
erational activities rather than the
activities themselves as described
in record series 505-03. Included
are-

a. Reports to cover capabilities,
readiness, facilities, status, equip-
ment, general monthly activities,
special activity reports showing
mission accomplishments.

b. Similar reports and related doc-
uments.

505-03 Operational nonmanagement reporting
files. Documents consisting of re-
ports on the actual, operational ac-
tivities rather than the manage-
ment of operational activities which
are described in record series 505-02.
These files include reports received
from subordinate units and re-
tained copies of reports submitted
to higher commands. Reports in-
clude-

Disposition
Permanent. Cut off yearly.

64V" 1

Special activity reports showing mis-
sion accomplishment: Permanent.

Other reports: Major and Intermedi-
ate Command Headquarters: De-
stroy after 2 years.

Other offices: Destroy after 1 year.

Z** JC I -AV -11 -9-Pie"4b 3
SIGINT project wrap-up, special re-

search or technical study reports;
EW reports and other operational
reports:

a. Major and Intermediate Com-
mand Headquarters: Permanent.

b. Other offices: Destroy EW re-
ports after 1 year; and other reports
after 2 years.

TAREX-IR, TSIS, TSAR, and TEL
reports:
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File No. Description
a. SIGINT collection, traffic

analysis, and translations.
b. TAREX periodic or special re-

ports including technical interro-
gations, information summaries,
specific intelligence requirements
reporting and source availability
reporting.

c. Electronic warfare reports on
manipulative or imitative experi-
ment, jamming, cover and deception,
and profile studies.

d. Other intelligence reporting
files including-

(1) NSA formal reports.
(2) Technical notes.
(3) Exchange letters and work-

ing aids distributed to units ac-
tually engaged in performance of a
specific mission.

505-04 Operational mission assignment files.
Documents created as a result of an
assignment to cover a specific mis-
sion including TAREX specific col-
lection requirements. Included are-

a. Specific mission instructions.
b. Related material.

Note. General mission assign-
ments and basic TAREX data re-
quirements will be filed under re-
cord series 505-01.

505-05 Operational recording files. Record-
ings, magnetic and paper tapes,
tracings, ozalid copies, and related
correspondence created or received
in operational areas.

Note. Procedures prescribed in
current intelligence directives will
be adhered to before actual destruc-
tion.

505-06 Operational project case files. Docu-
ments are gathered in connection
with a specific project. Included
are-

a. Authorization for the project.
b. Test data.
c. Drawings.
d. Specifications.
e. Photographs.
f. Reports and related documents.

505-07 TAREX project case files. Documents
consisting of TAREX operation
plans, proposals, source files, and
related documents.

18

Disposition
a. HQ INSCOM: Permanent.
b. Other offices: Destroy when no

longer needed for reference.

NSA reports: Destroy after 1 year.
Cut off monthly.

Community reports: Destroy after 1
year. Cut off yearly.

Informal reports, technical notes, ex-
change letters, and working aids:
Destroy when no longer needed for
reference.

Mission assignments other than one-
time specific requirements (BTCTs,
etc.):

a. Major and Intermediate Com-
mand Headquarters: Permanent. Cut
off yearly, or on supersession or res-
cission.

b. Other offices: Destroy after 1
year.

One-time specific collection require-
ment such as CIRs, CIRLs, ICRs and
TCRs: Destroy after 2 years.

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

Permanent.
proiject.

PIF on completion of

Permane•. PIF on completion of'f7
project.

Note. TAREX field offices will
transfer project files to HQ IN-
SCOM 1 year after completion of
project.

% "
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506--INFORMATION SECURITY FILES

These records are created from 'he processes of safeguarding defense in-
formation in the interest of national security. These processes relate to-

a. The dissemination of classified information.
b. The systems for classification, regrading and declassification.
c. The safekeeping and control of classified information.

File No. Description
506-01 Security classification files.

a. Documents relating to the se-
curity classification or grading sys-
tem involving the classification or
downgrading of documents. Included
are-

(1) Correspondence or memo-
randums on downgrading.

(2) Reports on security classifi-
cation.

b. It excludes other files described
in this record series.

506-02 Security regrading case files. Docu-
ments on the review of specific
classified documents or equipment
for the purpose of regrading the
documents or equipment.

506-03 Classified material access files. Docu-
ments showing authorization to
have access to classified files. They
include forms containing-

a. Person's name and signature.
b. Classification of files con-

cerned.
c. Information desired.
d. Signature of an official author-

izing access.

506-04 Security information access case files.
Documents on the review of specific
requests for access to classified files
or equipment for purposes of re-
search and study.

506-05 Security information release files. Doc-
uments on the review of classified
or potentially classified documen-
tary materials for purposes of dis-
semination or release of informa-
tion to sources outside the Army,
such as-

a. The review of manuscripts.
b. Photography.
c. Lectures.
d. Radio.
e. Television scripts.
f. Other materials.

Disposition
Offices in charge of issuance: Destroy

10 years after final declassification
action.

Other offices: Destroy after 3 years.

Offices in charge of regrading: De-
stroy after 15 years.

Destroy on transfer, reassignment, or
separation of the person, or when
obsolete.

Offices performing Army-wide re-
sponsibility: Destroy after 20 years.

Other offices: Destroy after 2 years.

\Offices performing Army-wide res-

ponsibilty: Destroy after 20 years.

Other offices; Destroy after 2 years.
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File No. Description
506-06 Security information exchange files.

Documents on the exchange of se-
curity classified information with
other Government agencies, indus-
try, and foreign governments. In-
cluded are-

a. Correspondence on the ex-
change of information.

b. Exchange agreements.
c. Related documents.

506-07 Noncryptographic registered document
accounting files. Documents show-
ing the accountability of non-Army
noncryptographic registered docu-
ments. Included are-

a. Semiannual inventory/report
of transfer.

b. Transfer reports.
c. Similar documents.

506-08 TOP SECRET document record files.
Documents used to record-

a. The names of persons having
had access to the TOP SECRET doc-
ument.

b. Copies of extracts distributed.

506-09 TOP SECRET material accountability
files. Documents showing the iden-
tity, receipt, dispatch, downgrad-
ing, source, movement from one of-
fice to another, destruction, and
current custodian of all TOP SE-
CRET material for which the TOP
SECRET control office is responsi-
ble.

506-10 Security compromise case files. Docu-
ments on investigations of alleged
security violations such as-

a. Missing documents.
b. Unauthorized disclosure of in-

formation.
c. Unattended open security con-

tainers.
d. Documents not properly safe-

guarded and matters of a similar
nature.

506-11 Security inspection and survey files.
Documents on inspections and sur-
veys chiefly conducted by security
officers. This includes routine after-
duty-hours security inspections
conducted under the supervision of
a security officer to decide the ad-
equacy of measures taken to pro-
tect security information against
the hazards of fire, explosion, sab-
otage, and unauthorized access. In-
cluded are-

Disposition
Destroy after 20 years.

Destroy when superseded by a new
report, if all documents referred to
are accounted for either by a report
of destruction or inclusion in the
new report.

Destroy 5 years after documents
shown on forms are downgraded,
transferred, or destroyed.

Destroy 2 years after all items on each
page have been destroyed, down-
graded, dispatched, or when entries
are transferred to a new page.

Destroy 2 years after completion of
final corrective or disciplinary ac-
tion. Records of violations of a suf-
ficiently serious nature to be class-
ified as felonies are permanent.

Destroy after next comparable in-
spection or survey.

/
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507-PERSONNEL SECURITY FILES

These files are gathered from the administration of the security program
on clearance of Army military and civilian personnel for access to classified
information.

File No. Description
507-01 Security clearance information files.

Documents containing information
concerning the security clearance
of individual personnel and the ac-
creditation of personnel for access
to classified files requiring special
access authorizations. Included
are-

a. Cards.
b. Printouts.
c. Other lists or indexes.

Note. This description does not
include reports of investigation,
counterintelligence case files, or
clearance documents filed in the of-
ficial personnel folder.

507-02 Security briefing and debriefing files.
Documents on security briefing and
debriefing of personnel authorized
access to classified material. In-
cluded are-

a. Briefing statements.
b. Debriefing statements and cer-

tificates.
c. Related papers.

A
Disposition

.USACPSCF ; Destroy
after 1 year.

.0ther Offices:
Destroy on trans-
fer or separation
of person, or
supers,ession, as
applicable.

Destroy 2 years after transfer/sepa-
ration of person.
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508-INDUSTRIAL DEFENSE FILES

These files relate to the industrial defense program designed chiefly to
encourage and assist management of a limited number of facilities con-
sidered of vital importance to the defense of the US, to strengthen the
defense of their facilities. The aim of the program is to minimize the loss
of vital production capability (for any reason) of industrial facilities on the
Department of Defense Key Facilities List.

File No. Description
508-01 Industrial defense survey files. Docu-

ments on surveys of installations
listed in the Key Facilities List. The
Key Facilities List contains infor-
mation and recommendations af-
fecting organization, physical se-
curity, production, and personnel
continuity measures required to in-
sure uninterrupted operations of
key facilities essential to mobiliza-
tion. Included are-

a. Copies of industrial defense
surveys.

b. Letter reports.
c. Narrative descriptions.
d. Related documents.

508-02 Industrial defense operating files. Doc-
uments on the operation of the in-
dustrial defense program by offices
assigned industrial defense pro-
gram responsibility. Included are-

a. Survey schedules.
b. Periodic reports.
c. Facilities lists.
d. General related correspond-

ence.

508-03 Key Facilities List files. Documents
listing the facilties recommended
and approved for inclusion in the
Key Facilities List. Included are-

a. Published lists.
b. DD Forms 451 (Industrial Fa-

cilities Protection Program Change
List).

Disposition
Offices performing DA staff respon-

sibility: Destroy after 1 year, on
completion of review and analysis,
or removal from Key Facilities List,
whichever is first.

Preparing offices:
a. Initial survey: Destroy after 5

years or on removal from Key Fa-
cilities List, whichever is first. Nar-
rative descriptions, photographs,
maps, and similar descriptive ma-
terial essential to conduct future
surveys may be kept until
superseded, obsolete, or no longer
required.

b. Annual surveys and letter re-
ports: Destroy after 2 years or on
removal from Key Facilities List,
whichever is first.

Other offices: Destroy after 2 years.

Destroy after 3 years.

Lists published before 1 July 1974:
Permanent.

Other published lists: Destroy when
superseded by a new list.

DD Forms 451: Destroy 2 years after
removal from the list, except cor-
rection forms may be destroyed after
notation of correction.
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509--MILITARY POLICE INVESTIGATIVE AND COMPLAINT FILES

1. These files relate to those activities of military police pertaining to--
a. Criminal investigations.
b. Complaints.
c. Crime prevention.
d. Armed Forces Disciplinary Control Boards.

2. Files on military police activities concerned with the security and pro-
tection of installations are described in record series 511.

File No. Description
509-01 Jurisdiction responsibility files.

a. Documents on the determina-
tion and establishment of the scope
and responsibility of the Army for-

(1) Crime prevention.
(2) Detection and investigation

of crimes and offenses.
(3) Apprehension.
(4) Restraint.
(5) Custody of offenders or sus-

pected offenders subject to the Uni-
form Code of Military Justice.

b. Included are-
(1) Agreements with other armed

services or civil authorities.
(2) Similar papers contributing

to the overall concept and policies.

509-02 Armed Forces disciplinary control board
files. Documents on the activities of
the AFDCB. Included are-

a. Minutes of board meetings.
b. Recommendations and actions

taken.
c. The supporting documents such

as reports and off-limits lists.
d. General correspondence re-

lated to the function of the board.

509-03 CID fund files. Documents on the ex-
penditures of funds for expenses in-
curred in discharging assigned du-
ties of criminal investigators not
otherwise payable from DA funds.
Included are-

a. Vouchers.
b. Subvouchers and supporting

documents.
c. Records of advanced funds.
d. Voucher registers.
e. CID clothing records.

509-04 Crime prevention program files. Docu-
ments created in planning, coordi-
nating, executing, and reviewing
courses of action for the prevention
of crimes and offenses.

Disposition
Offices performing Army-wide re-

sponsibility: Permanent.

Other offices: Destroy on superses- J
sion or on obsolescence.

w6

Armed Forces Disciplinary Control
Boards: Destroy after 5 years ex-
cept that establishing charters or
directives will be retained until 5
years after the board is discontin-
ued.

Other offices: Destroy after 2 years.

CID clothing record, vouchers, voucher
register, subvoucher and other doc-
uments: Destroy 1 year after in-
spection and clearance by Comp-
troller, USACIDC.

%A4 'J

Offices in charge of directing or de-
veloping this program: Permanen

Other offices: Destroy after 2 years,
on supersession or on obsolescence.
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File No. Description
509-05 Crime prevention survey files. Docu-

ments on surveys of internal areas
conducted to minimize or eliminate
the opportunity or desire to commit
or engage in criminal activities. In-
cluded are-

a. Survey reports.
b. Recommendations.
c. Evaluations.
d. Related papers.

509-06 Special agent accreditation files. Doc-
uments on the accreditation, non-
accreditation, or withdrawal of ac-
creditation of persons as criminal
investigators. Included are:

a. Applications.
b. Recommendations.
c. Approvals.
d. Disapprovals.
e. Related papers.

509-07 Provost marshal activities reporting files.
Reports containing statistical data
on offenses, crime trends, confine-
ments, traffic law enforcement, and
other military police activities. In-
cluded are-

a. Basic reports.
b. Consolidated reports.
c. Analysis.

509-08 FBI criminal-type reporting files. FBI
reports concerning crimes against
the Government (except those in-
volving espionage, sabotage or loy-
alty matters) or those containing
criminal suitability-type informa-
tion on members of the Army and
DA civilians which are sent to com-
mands and agencies concerned for
information or proper action.

Note 1. This description does not
include criminal-type FBI reports
included as exhibits in military po-
lice criminal investigation reports
or intelligence-type FBI reports.

Note 2. Send reports containing
loyalty information on members of
the Army and DA civilians to the
US Army Investigative Records
Repository after completion of ac-
tion or 1 year after case becomes
inactive.

509-09 Criminal investigation status reporting
files. Documents are gathered in
Headquarters, US Army Criminal
Investigation Command which pro-
vide information on the status of
criminal investigations. Included
are-

Disposition
Destroy on completion of next survey

of the same facility or 1 year after
inactivation of the facility to which
the survey pertains.

Approved accreditation, withdrawal
of accreditations, and related pa-
pers: Destroy 10 years after sepa-
ration, or retirement of person.

Disapproved accreditations and re-
lated papers: Destroy after 1 year. 2

Offices performing Army-wide re-
sponsibility:

a. Consolidated data: Permanent
b. Feeder reports and similar data:

Destroy on consolidation or extrac-
tion of essential data.

Major command headquarters: De-
stroy after 5 years.

Other offices: Destroy after 1 year.

On completion of action on the case,
send copy of report to Crime Rec-
ords Center, US Army Criminal In-
vestigation Command, 2301 Chesa-
peake Avenue, Baltimore, MD 21222.

Copies of reports kept by preparing
offices: Destroy after 3 years pro-
vided that a copy has been sent, and
DA Form 209 (Delay, Referral, or
Follow-up Notice) acknowledging
receipt of report by CDR, USACIDC
has been received.

Other copies: Destroy after 1 year.

Destroy in CFA after 5 years except
that selected documents containing
information of current operational
value will be reviewed yearly for
continued retention not to exceed
20 years.
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Description
a. Reports.
b. Action officers activity sum-

maries.
c. Letters.
d. Messages.
e. Notes.
f. Reports of investigation con-

taining witness statements.
g. Subject statements.
h. Agents statements.
i. Documents evidence.
j. Action log (numerical se-

quence).
k. Related document

509-10 Criminal investigation case files. CID
reports of investigations, criminal
information reports, character in-
vestigation reports and other rec-
ords and reports controlled by CID
Action Record.

509-11 Evidence ledger and evidence custody
files. Documents created by the US
Army Criminal Investigation Com-
mand worldwide. They consist of
documents showing the description,
receipt, and disposition of physical
property held as evidence for use in
military or civil court proceedings,
or for further use by criminal in-

Disposition

Crime Records Center, HQ, USA-
CIDC: Destroy 40 years after date
of final action.

Initial/status reports received by
Crime Records Center: Destroy after
receipt of final report at Crime Rec-
ords Center, unless it contains data
not included with final report. Ini-
tial/status reports retained by Crime
Records Center will be destroyed 40
years after final action.

HQ USACIDC regions, districts, field
offices:

a. Information copies rec ved
from preparing agency: Destroy
after 1 year.

b. Other copies: Destroy 3 years
after date of final report, unless a
report of disciplinary action is re-
quired, in which case destroy 3 years
after date of report of disciplinary
action.

c. Resident agency: Transfer to
parent element 1 year after date of
final report, unless a report of dis-
ciplinary action is required, in which
case, transfer to parent element 1
year after date of report of discipli-
nary action.

d. Actions closed on CID Action
Record (CID Form 66): Destroy 3
years after date of final action.

Evidence ledger: Destroy 3 years after
all listed items of evidence have
been disposed of.

Evidence custody: Resident agency/
field officer (RA/FO): Send original
with disposition authorization and
destruction certificate to Crime
Records Center after final action is
taken.

File No.

A
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File No. Description
vestigators, or crime laboratories. In-
cluded are-

a. Evidence vouchers.
b. Statements of destruction.
c. Ledgers.
d. Related documents.

509-12 Polygraph examination files. Copies of
examination records (other than
original copies attached to the orig-
inal (repository) copies of CID Re-
ports of Investigation), including
exhibit copies of polygraph exami-
nation reports.

509-13 US Army Criminal Investigation Labo-
ratory reporting files. Retained cop-
ies of laboratory reports, findings,
ballistics tests, chemical analyses;
and related correspondence, forms,
and indexes prepared in conducting
tests of material which may be used
as evidence or exhibits in criminal
investigations.

509-14 Absentee case files. Case files contain-
ing records of absentees (AWOL
personnel, escaped military pris-
oners (US Army personnel), and de-
serters). The files contain docu-
ments which pertain to the return
or apprehension of absentee, and
include reports on-

a. Absentees wanted by the Armed
Forces.

b. The return of absentees.
c. The apprehension of absentees.
d. Correspondence on the descrip-

tion of absentees.
e. Leads for apprehension.

509-15 MP reporting files. Military police re-
ports concerning routine com-
plaints received and incidents ob-
served or reported to military police
(excluding criminal investigations).
Included are reports with support-
ing documents such as-

a. Statements.
b. Affidavits.
c. Copies of provisional passes.
d. Similar documents.

Note 1. This description does
not include files furnished for court-
martial purposes.

Note 2. Military police reports
of special categories of complaints
(defined in AR 190-45) will be sent
to Crime Records Center, US Army
Criminal Investigation Command,
2301 Chesapeake Avenue, Balti-
more, MD 21222. They will be kept
under file number 509-10, Criminal
investigation case files.

Disposition
a. Copies kept at RA/FO: Destroy

after notification that original has
been received by Crime Records
Center.

b. Crime Records Center: Destroy
40 years after date of final report.

Destroy 3 months after the pertinent
investigation report has been closed
or completed.

Destroy after 5 years.

Destroy 3 months after arrest or ap-
prehension or completion of case, or
3 years after creation if absentee is
not returned to military control.
However, in time of war, when the
person is not arrested or appre-
hended, retain until determined that
the person died or was discharged
without arrest or apprehension.

Destroy after 5 years.
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File No. Description Disposition

A509-16 MP journal files. aqrtrcy in CFA after 6 yearc.
a. Documents containing a chron- Ac,3ce Trt eS+7n Tr CFA 2Ft-n 5 Yers.

ological record of police activity de- t MoWzz+I+.Tc UnT4 in a cmbc-- e.4vicrrmee- or
veloped from- nT e••4a a~ crrba4 so•rart- eAa.,r*s:

(1) Reports. Te%ýýry 24e- -o ye-ars.
(2) Complaints. Of+cr cenTh,s* P r, In CFA f+er
(3) Incidents.
(4) Information received and

action taken.
(5) Record of police radio traffic. I"C/-I4/-4'/-2, ~q7 edJ 9/23/11; 9f7

b. Included are-
(1) Desk blotters.
(2) Police radio logs.

509-17 MP desk reference files. Card indexes Each January withdraw cards; de-
containing the names of persons stroy 5 years after date of last entry
who are identified in military police on card.
reports as--

a. Subject.
b. Victim.
c. Complainant
d. Witness in connection with a

complaint.

509-18 Police property files. Destroy 5 years after return or re-
a. Documents showing the receipt lease of property.

and release of property that is-
(1) Found.
(2) Impounded.
(3) Seizied as contraband.
(4) Prohibited property.

S(5) Safeguarded for detained per-
sonnel.

b. Included are-
(1) Logs.
(2) Receipts.
(3) Releases.
(4) Related papers.

509-19 Prisoners or detained person receipt Destroy after 3 years.
files. Documents showing the re- -_

ceipt of prisoners or detained per-
son.

509-20 Provisional pass files. Retained copies of Destroy after 3 years.
passes issued to personnel for use
during travel to their units.

509-21 Loss, theft, and recovery of firearms Offices performing Army-wide re-
files. Reports on the loss, theft, and sponsibility: Destroy after 20 years. r-
recovery of firearms, ammunition, a s
and reovery of firearms, ammunition, Other offices: Destroy 1 year after re-

covery, or after 5 years, whichever
is first. Keep in CFA.

509-22 Serious incident reporting files. Re- Destroy 1 year after completion or re-
ports of serious incidents which ceipt of final report.
may embarrass or be of concern to
DA or DOD. Included are initial,
supplemental, terminal, and special ...........
interest followup reports, and re-
lated documents.
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File No. Description Disposition _.

509-23 Criminal investigation data reference Cards sent to Crime Records Center:
files. Cards kept by CID units show- Destroy 40 years after date of final
ing persons involved in criminal in- report.
vestigations. Included are DA Forms

Other offices: Review yearly and de-2804 (Criminal Data Reference
Card). stroy cards which have not shown

an entry in the 3 previous years.

509-24 Polygraph certification files. Docu- Approved certification: Destroy in
ments on certification of polygraph CFA 10 years after separation or
examiners. Included are- retirement of person.

a. Applications.b. AppliRecmmendations. Disapproved certification and related
c. Approvals. papers: Destroy after 1 year.

d. Disapprovals.
e. Related documents.

509-25 Criminal investigative case/complaint Crime Records Center, HQ, USA-
log files. Logs which show infor- CIDC: Destroy 40 years after date - -

mation necessary to facilitate and of final action.

control criminal investigative ac-
tions.. HQ USACIDC, Region HQ, separate

tions. field offices: Destroy 3 years after

final action on all entries. --

509-26 CID investigative activities reporting HQ, USACIDC: Destroy in CFA after
files. Documents containing statis- 6 years.
tical and analytical data on Reports
Investigation, Crime Prevention Region Headquarters: Destroy in CFA
Investigation, Crime Prevention
Surveys, Criminal Information Re- after 2 years. _

ports, laboratory examinations, and District Field Offices and subordinate --
other CID investigative activities, elements: Destroy in CFA after 1--
Included are- year.

a. CID Form 41 (Summary Report
on CID Activities).

b. CID Form 49 (Summary Report
of CID Laboratory Activities).

c. Recurring reports and studies.
d. Related ADP registers.

509-27 Photographic identification files. Pho- Destroy in CFA after 3 years.
tographs of persons who are sus-
pects/subjects of criminal investi-
gations. Included are-

a. Separate control logs/ledgers
providing identifying data on the ...
person in the photograph.

b. Related documents.

509-28 Informant files. Documents relating to HQ USACIDC: Informant cards and
informants used in the conduct of cross index cards: Destroy in CFA
investigations. Included are- 5 years after termination of inform-

a. Informant data cards (CID Form ant's service.
20). USACIDC subordinate elements:

b. Agent activity summaries (CID
Form 20). Master source file: Destroy when no

cF Cross longer needed to control or facili-
c. Cross index cards. tare work.
d. Related documents. tewo

Informant file and cross index cards:
Destroy in CFA 2 years after ter-
mination of informant's service.
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510-CRIMINAL INFORMATION FILES

These files relate to any person, civilian or military, involved or suspected
of being involved in or reporting possible criminal activity affecting the US
Army's interests, property, and personnel.

Description
Criminal information reports and cross-

index cards. Documents on any per-
son, civilian or military, involved or
suspected of being involved in or
reporting possible criminal activity
affecting the US Army's interests,
property, and personnel. They may
include information on-

a. Persons, action officer's activ-
ity summary, letters, messages, and
notes.

b. Reports of investigation con-
taining witness statements, subject
statements, and technical investi-
gative data.

c. Indices containing codes for the
type of crime.

d. Agencies, firms, DA, and DOD
organizations which were the sub-
jects of criminal investigations.

510-02 Criminal Information Bulletin (CIB)
files. Criminal Information Bulletin
(CIB) used to send out criminal in-
formation to subordinate units with
USACIDC. The CIB contains-

a. The review and analysis of
criminal information reports.

b. Reports of investigation.
c. The crime prevention survey.
d. Other investigative documents

received.

File No.
510-01

Disposition
HQ USACIDC: Destroy in CFA after

5 years or earlier when reports are
no longer needed as authorized ac-
cording to action by the USACIDC
Criminal Investigative Records
Standing Review Board. Selected
reports containing information of
current operational value may be
kept past 5 years, and thereafter
review yearly for continued reten-
tion, not to exceed 20 years.

Region headquarters: Destroy in CFA
after 3 years or earlier when au-
thorized according to action by the
USACIDC Criminal Investigative
Records Standing Review Board.
Deleted reports and corresponding
cards containing information of
current operational value may be
kept past 3 years, and thereafter
reviewed yearly for continued re-
tention, not to exceed 5 years.

Separate districts, districts, field of-
fices, and designated resident agen-
cies: Destroy in CFA after 3 years or
earlier when authorized according to
action by the USACIDC Criminal In-
vestigative Record Standing Review
Board.

HQ USACIDC: Destroy in CFA after
5 years or earlier when reports are
no longer needed as authorized ac-
cording to action by the USACIDC
Criminal Invektigative Records
Standing Review Board. Selected
reports containing information of
current operational value may be
kept past 5 years, and thereafter
reviewed yearly for continued re-
tention, not to exceed 20 years.

Region headquarters: Destroy after
1 year, except that selected bulle-
tins, and corresponding informa-
tion of current operational value
may be kept past 1 year, and there-
after reviewed yearly for continued
retention, not to exceed 5 years.
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File No. Description

510-03 Lateral criminal information reports.
Documents on any person, civilian
or military, suspected of being in-
volved in a report of possible crim-
inal activity affecting the US Army's
interests, property, and personnel.

510-04 Essential elements of criminal infor-
mation files. Documents containing
specific items of information and
development of information per-
taining to critical criminal activi-
ties and crime prone areas.

510-05 Criminal information data files. Docu-
ments created by districts, field of-
fices, and resident agencies con-
taining raw data and significant
data kept separately.

510-06 Criminal information index printout files.
Indexes which contain lists of names,
offenses and modus operandi infor-
mation as reported in Criminal In-
formation Reports (CIR).

Disposition

Separate districts, districts, field of-
fices, and designated resident agen-
cies: Destroy after 1 year, except
that selected bulletins and corre-
sponding cards containing infor-
mation of current operational value
may be kept past 1 year, and there-
after reviewed yearly for continued
retention, not to exceed 5 years.

HQ USACIDC and region headquar-
ters: Destroy after 3 years.

Separate districts, districts, field of-
fices, and designated resident agen-
cies: Destroy after 3 years.

HQ USACIDC: Destroy after 1 year,
except that selected EECI contain-
ing information of current opera-
tional value may be kept past 1
year, and thereafter reviewed yearly
for continued retention, not to ex-
ceed 5 years.

Region headquarters: Destroy after
1 year.

Separate districts, districts, field of-
fices, and designated resident agen-
cies: Destroy after 1 year.

Destroy in CFA after 3 years or ear-
lier when authorized according to
action by the USACIDC Criminal
Investigative Records Standing Re-
view Board.

IIQ USACIDC: Destroy after 1 year.
Selected printouts containing infor-
mation of operational value may be
kept past 1 year, and thereafter re-
viewed yearly for continued reten-
tion, not to exceed 20 years.

Region headquarters: Destroy after
1 year. Selected printout containing
information of current operational
value may be kept past 1 year, and
thereafter reviewed yearly for con-
tinued retention, not to exceed 5
years.
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511-MILITARY POLICE AND CIVILIAN GUARD PROTECTIVE
SERVICES FILES

These files relate to military police and civilian guard activities concerned
with the protection and security of installations. Included are-

a. Personnel identification.
b. Vehicle and firearm registration.
c. Traffic law enforcement.
d. Physical security surveys.
e. Sentry dog files.

File No. Description
511-01 Security identification application files.

Documents on the issue of security
identification cards or badges. In-
cluded are-

a. Applications.
b. Related documents.

511-02 Security identification accountability
files. Documents used to keep ac-
countability for identification cards
and badges. Included are-

a. Registers.
b. Similar or related documents.

511-03 Trophy firearm registration files. Doc-
uments on the retention and reg-
istration of firearms secured by per-
sons during armed conflicts.
Included are-

a. Retention authorizations.
b. Registration forms.
c. Directly related correspond-

ence.

511-04 Firearms authorization files. Docu-
ments authorizing DA civilian em-
ployees to carry firearms. Included
are-

a. Firearms authorization cards.
b. Related papers.

511-05 Parking permit control files. Docu-
ments on-

a. The allotment of parking spaces.
b. Control of issuance and with-

drawal of parking permits.
c. The recording of violations by

holders of parking permits.

511-06 Vehicle registration and driver record
files. Documents used to-

a. Register privately owned mo-
tor vehicles.

b. Record traffic violations and
accidents of individual drivers.

511-07 Missing vehicle register card files. Cards
showing the description of missing
or stolen military or civilian vehi-
cles. Included are-

Disposition
Destroy 3 months after turn-in of card

or badge.

Destroy 3 years after last card or
badge number entered has been ac-
counted for.

Offices performing Army-wide re-
sponsibility: Permanent. Cut off on
cessation of hostilities.

Other offices: Destroy after 3 years.

Destroy on expiration of authoriza-
tion.

Destroy on transfer or separation of
parking permit holder, or when per-
mit is superseded or revoked,
whichever is first.

Dispose of as provided by AR 190-5-1.

Destroy 1 year after recovery of the
vehicle, or 3 years after the end of
the year of creation if not re-
covered.
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File No. Description
a. Vehicle registers.
b. Similar papers.

511-08 Registration and permit files.
a. Documents on the registration

of-
(1) Restricted property.
(2) Privately owned weapons.

b. Documents on the issuance of
hunting, fishing, and trapping per-
mits.

511-09 Law enforcement files. Documents on
traffic enforcement activities, mi-
nor offenses, and uniform violation
notices referred to US District
Courts. Included are-

a. Traffic law enforcement sur-
veys.

b. Accident reports.
c. Traffic violation reports.
d. Notices.
e. Summons and violation notices

(DD Form 1805).
Note. This description does not

include documents on traffic acci-
dents that are sent to and held by
claims officers.

511-10 Traffic survey files. Documents show-
ing the results of installation traffic
surveys conducted to gain greatest
flow and control of traffic. Included
are-

a. Reports.
b. Recommendations.
c. Related papers.

511-11 Key accountability files. Documents on
the issue, return, and accountabil-
ity for keys to secure areas.

511-12 Guard reporting files. Retained copies
of the Guard Report which is pre-
pared daily and submitted to the in-
stallation commander or author-
ized representative.

511-13 Gate guard files. Documents on meas-
ures taken to guard Government
facilities and military prisoners (US
Army personnel). Included are-

a. Assignment sheets.
b. Gun registers.
c. Registers showing movement of

personnel or vehicles into or out of
Government facilities.

d. Package passes.
e. Routine or negative reports.
f. Similar papers.

Destroy 1 year after expiration or re-
vocation, or after 1 year if expira-
tion or revocation is not applicable.

Destroy in CFA after 2 years.

Destroy after next comparable sur-
vey.

Files on keys to restricted security
areas: Destroy 3 years after turn-in
of key.

Files on keys to other areas: Destroy
6 months after turn-in of key.

Destroy after 1 year.

Destroy after 6 months.

1 September 1980

Disposition

36



1 September 1980 AR 340-18-5

File No. Description Disposition -..

511-14 Patrol reporting files. Military police Destroy after 1 year.
patrol report files and guard service
control files. Included are-

a. Reports of patrols who keep or-
der in towns, on trains, and at
transportation terminals.

b. Guard check sheets.
c. Door slip summaries.
d. Routine and negative reports.
e. Round reports.
f. Service reports on interrup- - ..

tions and tests.
g. Punch clock dial sheets.
h. Similar papers.

511-15 Sentry dog record files. Documents Dispose of in accordance with AR
comprising the adminstration re- 190-12.
cord of each sentry dog. Included
are-

a. The dog record card.
b. Training and utilization record.
c. Certificate of death form.
d. Other nonmedical records.

511-16 Sentry dog facility inspection files. In- Destroy after 1 year. ..
spection checklists used during in-
spection of sentry dog facilities. ---

511-17 Physical security survey and inspection Destroy after next comparable yearly
file. Documents on yearly installa- survey or inspection, or after deter-
tion surveys and inspections of se- mination that protection resources
lected installation activities which are no longer required.
are concerned with the examina-
tion of physical and procedural
safeguards of the installation and
activities. Included are-------.

a. Survey reports.
b. Inspection reports.
c. Recommendations.
d. Related documents.

511-18 Expelled or barred person files. Docu- Destroy on revocation. Keep in CFA.
ments showing the expulsion and However, these files may be cut off
barring of persons from Army in- and transferred to the RHA when
stallations. Included are- no longer needed in CFA for current

a. Expulsion orders. operations........
b. Investigative reports.
c. Related documents. Destroy on separation or retirement

of person.

511-19 Military police investigator certification Destroy on separation or retirement ......

files. Documents on eligibility and of person. "
suitability of personnel nominated
by commanders for selection and Major Army command: Destroy l year

certification as military police in- after person's reassignment from
vestigators.. Included are- major command.

a. Requests. Installation/activity: Destroy 1 year
b. Name checks. after person's departure/reassign-
c. Background checks. ment from installation/activity.
d. Approvals.
e. Appeals.
f. Rebuttals.
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File No. Description Disposition
g. Related documents.-.

511-20 Military police investigator considera- Destroy after 3 years.
tion files. Documents on personnel
considered and nonselected as mil-
itary police investigators and the
temporary or permanent with-
drawal of credentials and related
documents. Included are- - -

a. Requests.
b. Name checks.
c. Background checks.
e. Appeals.
f. Rebuttals.
y. Related documents.

511-21 Local criminal information files. Doc- Destroy on supersession, obsolesc-
uments on criminal activities di- ence, or deactivation of the related
rected against or involving US Army area command.
personnel, functions or prospects
pertaining to local persons, crimi-
nals and incidents. Included are re-
ports on-

a. Local persons.
b. Criminals....
c. Crimes.
d. Organizations.
e. Incidents.
f. Criminal methods of operation.
g. Related docum ents.- .. ..

511-22 Personnel control facilities files. Doc- HQDA: Permanent. O0 4, s _.

uments gathered at DA and major • Lh•c•UF• K• ,f1-A"- 77-112)
command headquarters on the op- Major comrdand headquarters: De-

erations of personnel control facil- stroy 15 years after close of person-

ities from their establishment until nel control facility....

their closure. Included are-
a. Evaluations.
b. Statistical reports.
c. Feasibility studies to determine ..

establishment or closure.
d. Similar or related documents.

•11423 ,Al c,,ve ,•<,- .Cf,• ece7'; , C..7.,-• d/ __.......:,• ,•z• € c •• i•" "•,• I... .......

C. _Wzt-d

,- ..- ... -Q, • /"./•'Y.. .J /.........
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512-MILITARY CENSORSHIP FILES

These files are created from plans and methods for all types of censorship
systems conducted by personnel of the Armed Forces, including-

a. Armed Forces.
b. Civil.
c. Prisoner of war.

File No. Description
512-01 Armed Forces censorship files. Docu-

ments on systems for the exami-
nation and control of personal com-
munications to or from military
personnel or persons accompanying
or serving with the Armed Forces.

512-02 Civil censorship files. Documents re-
lating to systems for the examina-
tion and control of communications
to or from the members of the civil
population not attached to the
Armed Forces, in territories occu-
pied, controlled, or liberated by the
Armed Forces.

512-03 Prisoner of war censorship files. Docu-
ments on systems for the exami-
nation and control of communica-
tions to or from enemy prisoners of
war held by the military authority.

Perm
Disposition

anent.

0044uvvI64J2loci

Permanent.

0 PermAnen

peCnent-ly

Permanent.
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513-PRISONER OF WAR AND CIVILIAN INTERNEE/DETAINEE FILES

These files are gathered from the administration of prisoners of war (PW),
and civilian internees (CI)/detainees. They relate to-

a. Enemy personnel and civilians captured or interned by, or in the
custody of US Forces.

b. US military personnel and civilians captured or interned by, or in
the custody of enemy forces or foreign powers.

File No. Description
513-01 Individual enemy PW/CI/detainee files. PW c

Documents on individual enemy le
prisoners of war and civilian inter- an
nees/detainees. Included are- on

a. Individual personnel jackets (B
containing questionnaires, corre- us
spondence, basic personnel and US]te
clinical records. te

or
b. Reports of injury, escape, ap- or

prehension, death, and punish- re

ments. on

c. Records of impounded personal US
effects and foreign currency. te

d. Similar records of enemy PW/
CI/detainees.

513-02 Enemy PW/CI/detainee general infor- Per
mation files. Documents on the over-
all operation and conduct of the en-
emy PW/CI/detainee program. It
excludes other files described in
this record series.

513-03 Enemy PW/CI/detainee status inquiry 1R
files. Inquiries from Government
agencies, Protecting Powers, Inter-
national Committee of the Red Cross
(ICRC), and other interested agen-
cies requesting information on the
status of individual enemy PW, CI,
and detainees.

513-04 Enemy Pw/CI detainee complaint and Per
investigation files.

a. Documents concerning-
(1) PW/CI/detainee complaints.
(2) Investigations of PW/CI/de-

tainee camp treatment.
(3) Camp incidents.
(4) Deaths.
(5) Similar matters.

b. Included are-
(1) Complaints.
(2) Reports of action.
(3) Comments.
(4) Correspondence with Pro-

tecting Powers, ICRC, and other re-
sponsible agencies.

513-05 Internee strength reporting files. Re- Pe
ports prepared by PW/CI/detainee
camps and hospitals showing-

ODispos"iti!n
amps: On death, repatriation, re-
ase, or tr sfer to the c ody of
allied po r, send to e US Pris-
er of War nfor tion Center
r).

Prisoner of W nformation Cen-
r (Br): On c ssa a n of hostilities,
when no onger eeded for cur-

nt oper ion, send the US Pris-

~(4WI

mr Oe ofr Informatio Center.

Prisoner of War Information Cen-

r: Permanent. - -

manent. •Q4 ,V,4 2 V
alA)c •'•Afrf'•

manentt. • 4 1 J

-manent. OEk4 iJ 4 z~p4.
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File No. Description
a. The assigned and attached PW/

CI/detainee strength, gains, and
losses.

b. Status of PW, CI, and detainees.
c. Historical data and other infor-

mation.

513-06 Enemy PW/CI/detainee roster files.
Documents identifying PW, CI, and
detainees captured or interned by,
or in the custody of US Forces. In-
cluded are-

a. Master machine printouts.
b. Master punched cards.
c. Master magnetic tapes.

513-07 Enemy PW/CI/detainee property ac-
counting files. Documents which ac-
count for property confiscated from
or held for enemy PW, CI, and de-
tainees. Included are-

a. Receipts for property returned
to PW/CI/detainee or released to
Protecting Power.

b. Statements concerning prop-
erty not returned.

c. Locations of property held.
d. Related papers.

513-08 Enemy PW/CI/detainee educational me-
dia files. Documents on the devel-
opment and use of media designed
for use in the PW/CI/detainee edu-
cation program. Included are-

a. Programs of instructions.
b. Lesson plans and outlines.
c. Instructor's guides.
d. Recommendations.
e. Evaluations of media.
f. Related papers.

513-09 Enemy PW/CI/detainee labor noncon-
tract files. Permanent.

a. Documents on the use of PW/CI/
detainee labor for paid work which
is not covered by contract, such as-

(1) PW camp and hospital work
for which compensation is author-
ized.

(2) Employment by Federal
agencies covered by memorandum
agreements.

(3) Certifications of need for em-
ployment of PW.

(4) Interdepartmental agree-
ments.

b. Included are-
(1) Copies of the work classifi-

cations.
(2) Pay scales or rates.
(3) Related papers.

Disposition

Permanent. 0 At

Ojl AQ-V -S-7•\*

PerVent.

Permanent.

)m

S57

1%5-
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File No. Description
513-10 Enemy PW labor contract files.

a. Documents on PW labor con-
tracts with contract employers and
other employers such as-

(1) PW canteens.
(2) AAF Exchange.
(3) Service clubs.
(4) Similar activities whose use

of PW labor must be by contract.
b. Included are-

(1) Copies of contracts and
amendments.

(2) Certification of need for em-
ployment of PW labor.

(3) Other papers on the admin-
istration of the contract.

513-11 Enemy PW/CI camp labor reporting
files. Reports summarizing monthly
PWwork Activity. Data reported in-
clude-

a. Total PW man-days assigned.
b. Total PW man-days worked.
c. Number of rest days.
d. Classification of work.
e. Other data on PW and CI work

activity.

513-12 Enemy PW/CI payroll files. Documents
listing pay and allowances to be
credited to and deductions from in-
dividual PW/CI accounts. These are
copies kept by the PW camp or hos-
pital.

513-13 Enemy PW/CI pay data subsidiary files.
Documents containing data used to
determine the amount of pay due to
PW and CIs for work performed.
Data include-

a. Date and hours worked.
b. Type of work.
c. Rate of pay.
d. Similar data.

513-14 Enemy PW/CI pay and allowances re-
cord files. Documents showing the
day-to-day status of pay and allow-
ances due individual PW and CIs
from all authorized sources, and de-
ductions to be made. Data are used
to prepare PW/CI payrolls and
vouchers.

513-15 Individual US PW/CI/detainee files.
Documents on the internment and
treatment of individual US PW/CI/
detainee by foreign powers. In-
cluded are-

a. Personnel jackets containing
reports of injury, escape, apprehen-
sion, location, punishment, and
death.

Disposition
PearRTMQt.

tol 000Ver

#cI 'v"- r7

Permanent. o~e

Send with individual enemy PW/CI
files. (File number 511-01.)

Send with individual enemy PW/CI
files. (File Number 511-01.)

After notice of death or return to US
Government control: Files of PW,
CI, and detainees employed by the
US Government will be sent to the
custodian of the person's official
personnel folder.
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personal

c. Similar records on individual
US PW/CI/detainee.

Note. These files are kept by the
US Prisoner of War Information
Center and US Prisoner of War In-
formation Center Branch.

513-16 US PW/CI/detainee roster files. Docu-
ments identifying PW, CI, and de-
taineescaptured or interned by, or
in the custody of foreign powers.
Included are-

a. Master machine printouts.
b. Master punchcards.
c. Master magnetic tapes.

513-17 US PW/CI/detainee status inquiry files.
Inquiries requesting information
on the status of US, PW, CI, and de-
tainees. Inquiries are received
from-

a. Next-of-kin.
b. Government agencies.
c. The Protecting Powers.
d. International Committee of the

Red Cross.
e. Other interested agencies.

513-18 US PW/MIA/detainee intelligence files.
Documents relating to and contain-
ing information concerning DA per-
sonnel who have been-

a. Designated Missing in Action
(MIA).

b. Recovered from hositle control
and debriefed for intelligence/coun-
terintelligence information. In-
cluded are-

(1) Reports.
(2) Related or similar docu-

ments.

J\,)

Permanent.

js1~ 7

Permanent.
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513A--ENEFMY PRISONER OF WAR CAMP/HOSPITAL RECORDS

These files accumulate from the administration of

Enemy Prisoner/Civilian Internee/Detainees at

Prisoner of War Camps and Hjspitals.

File No. Der c-ption

513-01A Individual enemy PWICIdetainee files.

Documents on individual enemy

prisoners of war and civilian inter-

nees/de'tainees. Included are-
a. Individual personnel jackets

containing questionnaires, corre-

spondence, basic personnel and

clinical records.
b. Reports of injury, escape, ap-

prehension, death, and punish-

ments.
c. Records of impounded personal

effects and foreign currency.
d. SimIilar records of enemy PW/

CL/detainees.

513-434 Enemy PW/CU/detainee status inquiry

files. Inquiries from Government

agencies, Protecting Powers, Inter-

national Committee of th,e Red Cross

(ICRC), and other interested agen-

cies requesting information on the

status of individual enemy PW, CI,

and detainees.

513-04 / Enemy Pw!CI dctairee cornp!aint and

,fnvestig-ation files.

a. Documents concerning-
(1) PW!CU'detainee complaints.

(2) Investigations of PW!CUL/de-

tainee camp treatment.
(3) Camp incidents.
(4) Deaths.
(5) Similar matters.

b. Included are-
(1) Complaints.
(2) Reports of action.
(3) C ommrrents.
(4) Correspondence with Pro-

tecting Powers, ICP.C, and other re-

sponsible agencies.

513--054 Interne strength re-porting files. Re-

ports prepared by PW'.CULdetainee
camps and hospitals showing-

'~j2
C-

Disposition

Permanent. Ret to WNRC upon

nactiva n of the PW Camp/Hospital.

.,

Retire to WNRC upon inactivation
of the PW Cami/H9spital. Destroy after

30 years.-

Permanent. Retire to WNFC upon inactivaVT

of the PW Camp/Hospital.

Permanent. Retire to WNRC upon
of the PW Camp/Hospital.

inactivation

41
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Ftl, No.

5M,-5 A

C
Ds) cription

a. The assigned and attached PW'/
CI;detainee strength, gains, and
losses.

b. Status of PW. CI. and detainees.
c. Historical data and other infor-

mnation.

Enemy PW/CI/detainee roster files.
Documents identifying PWI, CI, and
detainees captured or interned by,
or in the custody of US Forces. In-
cluded are-

a. Master machine printouts.
h. Master punched cards.
c. Master magnetic tapes.

513-07~ Enemy PW/Cl.detainee property ac-
counting files. Documents which ac-
cour.nt for property confiscated from
or held for enemy PW. CI, and de-
tainees. Included are--

a. Receipts for property returned
to PWiCI/detainee or released to
Protecting Power.

b. Statements concerning prop-
erty not returned.

c. Locations of property held.
d. Related papers.

513-49 Enemy PW,'Ci'detainee labor noncon-
tr•at files.

a. Document-. on the use of PWICI!
detainee labor for paid work which
is not covered by contract, such as--

1 temrnb.er 1980

Disposition

Permanent. Retire to W4NRC upon inactivation of the
PW Camp/hospit al.

Retire to ,4NRC upon inactivation of the
PW Camp/Hospital .Destroy after 20 years.

Retire to WNRC upon inactivation of the
Pw Camp/Hospital. Destroy after 20 ea;.-

• .• t:_'t,.

(1) PW camp and hospital work
for which compensation is author-
ized.

(2) Employment by Federal
agencies covered by memorandum
agreements.

(3) Certifications of need for em-
ployment of PW.

(4) Interdepartmental agree-
ments.

b. Included are-
(M Copies of the work classifi-

cations.
(2) Pay scales or rates.
(3) Related papers.

(-/



File No. Desri;ti,On

513--10 A Enemy PW la,bor conirsct files.

a. Documents o,n PW labor con-

tracts with contract employers and

other emp.oyers such as-
(1) PW cantmens.
(2) AAF Exchange.
(3) Service clubs.

(4) Sim:!:ar activities whose use

of LVW labor must be by contract.
b. Included are--

(1) Copies of contracts and

amendments.
(2) Certification of need for em-

ployment of PW labor.
(3) Other papers on the adrmin-

istration of the contract.

513-11,4 Enemy 'W Cl camp labor reporting
files. Reports summarizing monthly

PW work Activity. Data reported in-

clude-
a. Total PEW manar-days assigned.
b. Total PW man-%ays worked.

e. Number of rest days.
d. Classification of work.
e. Other data on PW and CI work

activity.

513-12 4 Enemy PWICI payroll files. Documents
listing pay and allowances to be

credited to and deductions from in-
dividual PW'CI accounts. These are
copies kept by the PW camp or hos-

pital.

513-13 4 Enemy PW/CI pay data subsidiary files.

Documents containing data used to

det,ermine the amount of pay due to

PW and CIs for work performed.
Data include-

a. Date and hours worked.
b. Type of w-rk.

,c. Rate of pay.
d. Similar data.

513-14 4 Enemy PW"CI pay and allowances re-
ccrd fiice.. Documents showing the

day-to-day status of pay and allow-
ances due individual PW and C!s

from all authorized sources, and de-

duction! to be made. Data are used

to prepare PW.'CI payrolls and
vouchers.

Disposition

Retire to WNRC upon
p': Camp/Hospital.

AR 340-18-5

inactivation of the
Destroy after 20 years.

Permanent. Retire to WNRC upon activation of the
PW Camp/Hospital.

Retire to WNRC upon activation of the
PW Camp/Hospital. Destroy after
20 years.

Send with individual enemy PWICI
files. (File number f 513-01) .

Send with individual enemy PWVCI
files. (File Number 513-01) .
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1 Septemrber 1980

513--B PRISONER OF WAR/CI/DETAINEE RECORDS AT COMMA,NDS, HQ's,

SADý ADMINISTRATIVE LEVELS.

These files accumulate from the administration of
Prisoner of War/Cl/Detainee Records at Commands,
Headquarters, and Administrative Levels.

Description

Description
Ir-diTidu&I encmy PW/CL/Ctainee fil

Documents on individual ene,
prisoners of war and civilian inte
nees.detainees.

513-023 Enemy PW/Clidetainee general info
mation files. Documents on the ove
all operation and conduct of the ei
emy PW/CI/detainee program.
excludes other files described
this record series.

Disposition

ci.

er- . £xl
Ferm.anent. etire to WNRC upon

inact ation of the PW Camp/Hospital

AR 340-18-5

Permanent. Retire
L I-t- A.

to WNRC upon0r-

r-
n-

It

in

Enemy PW/CI!detainee status inquiry
files. Inquiries fromrn Government
agencies, Protecting Powers, inter-
national Committee of the Red Cross
(ICRC), and other interested agen-
cies requesting information on the
status of individual enemy PW, CI,
and detainees.

Enemy Pw/CI detainee complaint and
investigation files.

a. Documents concerning-
(1) PWi,CIdetainee complaints.
(2) Investigations of PW,CI/de-

tainee camp treatment.
(3) Camp incidents.
(4) Deaths.
(5) Similar matters.

b. Included are-
(1) Complaints.
(2) Reports of action.
(3) Comments.
(4) Correspondence with Pro-

tecting Powers. ICRC, and other re-
sponsible agencies.

Retire to WNRC upon
tiv tin -,t' a BA it al.

SDestroy after 30 years.

Permanent. Retire to WNRC upon
n u c/ Loi/Tal.

4e - f7 .

File No.

Fite No.
z 13-418I

513-3 8

513-04 e8

0 41-- ---.......
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File No.

(

Description

K 1 September 1980

Disposition

513-06 6 Enemy PW/CI!detainee roster files.
Documents identifying PW, CI, and
detainees captured or interned by,
or in the custody of US Forces. In-
cluded are-

a. Master machine printouts.
b. Master punched cards.
c. Master magnetic tapes.

513-08 B Enemy PWiCI,detainee educational me-
dia files. Documents on the devel-
opment and use of media designed
for use in the PWMCI/detainee edu-
cation program. Included are-

a. Programs of instructions.
b. Lesson plans and outlines.
c. Instructor's guides.
d. Recommendations.
e. Evaluations of media.
f. Related papers.

513-oS Enermy PW/CI/detainee labor
noncontract files.a.Docu,

reflecting the establishmer
overall policy and programs
the use of enemy PW/CI/deta
for paid work which is not

Permanent. 7hetire to WNRC upon
Ne I cVc-I,illub111pital.

Permanent. Retire to WNRC upon
m*tC P / C i,/bUspiLa1.

7 /76;147

ent
nt
s

Permanent. Retire to
i2 o

1)v - ,* /
covered by contract. Such as--

(1) PW camp and hospital work
for which compensation is
authorized.

(2) Employment by Federal
agencies covered by memorandum
agreements.

(3) Certifications of need for
employment of PW.,
(L) Interdepartmental agreements.

b. Included are--

(1)
(2)
( '3.'

Policy statements.
Directives.

a program reviews.
(4) Related records. .

...........
.......... ....
.. ................ . . .. . . . . , ""' ""''lI' i 1 ................. .....-------------------. ..... . . .......... . .. --.. .. ..--- --- . .. . .. . .. . ..------ ......... ...... ........ ... ... ... . .i ". '',i . . .. . .". :. :i :.: ];: .. . .. . .. .: .:: . .. . .. . .. . ..... ............... . ................... .... .................. ...... ........... .... ................ ................ ............... ......................................... ............. .................................... . ...................................................
................. .......... . . .............. ............................................ .................. -
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pFileNIr .' .

File .\i.

Enemy PW labor contract files.
a. Documents reflecting the
establishment of overall policy and
programs for PW labor contracts with
contract employers and other
employees, such as--

Permanent. Retire to WNRC
upon -~1!_cli • -,, ,1f Z p,

%cF)t . - f-A ll, /

7W canteens.
AAF Exchange.
Service clubs.
Similar activities whose use
labor must be by contract.

icluded are--

Policy statements.
Directives.
Overall program reviews.
Related records.

,1

43
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(1)
(2)
(3)
(4)

of PW

b. In

(1)
(2)
(3)
(4)
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513--- US PRIS...ER OF WAR/CI/DETAINEE FILES

These files accumulate from the administration of

US PW/CI/Detainee records of US military personnel and

civilians captured or interned by, or in the custody

of enemy forces or foreign powers.

File No. Description Disposition

513-15 0 Individual US PW/CI/detainee files. After notice of death or return to US
Documents on the internment and Government control: Files of PW,
treatment of individual US PW/CI/ CI, and detainees employed by the
detainee by foreign powers. In- US Government will be sent to the
cluded are- custodian of the person's official

a. Personnel jackets containing personnel folder.
reports of injury, escape, apprehen-
sion, location, punishment, and
death.

b. Records of impounded personal
effects and US currency. .............

c. Similar records on individual
US PW/CI/detainee.

Note. These files are kept by the
US Prisoner of War Information
Center and US Prisoner of War In-
formation Center Branch.

513-16 C US PWiCUldetainee roster files. Docu- Permanent.
ments identifying PW, CI, and de-
taineescaptured or interned by, or
in the custody of foreign powers.
Included are-

a. Master machine printouts.
b. Master punchcards.
c. Master magnetic tapes.

513-17 C US PW/CL'detainee status inquiry files. Permanent.
Inquiries requesting information
on the status of US, PW, CI, and de-
tainees. Inquiries are received
from-

a. Next-of-kin. .........
b. Government agencies.
c. The Protecting Powers.
d. International Committee of the i::

Red Cross.
e. Other interested agencies.

513-18 C. US PW/[MAldetainee intelligence files. Permanent.
Documents relating to and contain-
ing information concerning DA per-
sonnel who have been-

a. Designated Missing in Action
(M IA).

b. Recovered from hositle control
and debriefed for intelligence/coun-
terintelligence information. In-
cluded are-

(1) Reports.
(2) Related or similar docu-........ .....-.. o.....

ments.

Incl 3
I ............

.................................... ........... ..... .... ... ... ...................
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514-FOREIGN LIAISON FILES

These files relate to DA's relationships with official foreign representatives.
These files include-

a. The planning and handling of visits and tours by these represen-
tatives.

b. Protocol.
c. Similar matters connected with the visits.

File No. Description
514-01 Foreign military attache files. Docu-

ments on relationships with foreign
military attaches. Included are-

a. Messages to and from the at-
taches.

b. Requests for information and
documents.

c. Other related correspondence.

Disposition
Destroy after 1 year. Earlier disposal

is authorized when files have served
their intended purpose.

514-02 Foreign national tour arrangement files.g'OACSI and major command head-
Documents on arrangements for quarters in charge of Wecial tour
VIP and other foreign nationals to programs: Iera i,cit. i_ I1 70

Svisit Army installations, activities, Other offices: Destroy after 2years.
3"--7 and contractor facilities at US Gov-.Other offices: Destroy after 2years.

I ernment expense. Included are-1
a. Invitations for tour. F~A/ jY- J0 r• ,-r
b. Itineraries. V .C

514-03

514-04

%r

c. Security clearances. ( -
d. Assignment of tour directors. I ,f C
e. Related papers. r ,CMS i0- r -

Foreign national visit reporting files. 0 ,OACSIVPermaneAt. C,4 ,- C'. C..4,
Reports concerning visits by for-.O ia
eign nationals and foreign repre- Other offices: Destroy after 2 years

, sentatives to Army installations,r - L f f
Foreign student officer files. Docu- Office performing Army-wide respon-

ments on relationships with foreign sibility: Destroy after 10 years.
student officers. This also includes
matters concerning quotas to at- Other offices: Destroy when no longer
tend US schools, their medical care, needed for current operations.

housing, and related matters.

514-05 Foreign representatives accreditation
files. Documents on the accredita-
tion of foreign represeihtatives as-
signed to Army agencies. Included
are-

a. Accreditation requests.
b. Authorizations.
c. Related papers.

514-06 Foreign national protocol files. Docu-
ments on matters of protocol as it
affects foreign representatives. In-
cluded are-

a. Invitations and other courte-
/ sies.

b. Honors conferred.
c. Ceremonies in7VlIvIngforeign

representatives.
d. Related matters.

Offices in charge of accreditation: De-
stroy 1 year after te-rmination of
accreditation.

Other offices: Destroy 1 year after
termination of accreditation.

Per.,r.. er .

'. i~' f

-.. ..................

i ...................
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1 September 1980

File No. Description
514-07 Foreign national visit arrangement files.

Documents on requests by foreign
nationals to visit Army installa-
tions and contractor facilities on a
self-invited basis at no expense to
the Army. Included are-

a. Requests and authorization for
visits.

b. Itineraries.
c. Security clearances.
d. Related documents.

514-08 Requests for hospitalization of foreign
nationals files. Documents on re-
quests for hospitalization of foreign
nationals to include-

a. Correspondence.
b. Biographic data.
c. Messages.
d. Embassy and service position

papers.
e. Similar or related documents.

Disposition
Destroy after 1 year.

Destroy after 25 years.

))
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517-MAP PREPARATION FILES

These files pertain to map preparation. They are created from the process
of specifying the cartographic work to be done and the sequence of actions
to be taken to do that work.

File No. Description
517-01 Work assignment files. Assignment of

topographic projects including as-
signments to units under opera-
tional control.

517-02 Map project assignment files. Docu-
ments which initiate map projects
and specify the work to be done and
the sequence of operations. In-
cluded are-

a. Sets of instructions.
b. Reproduction tissues.

517-03 Production and project order memoran-
dum files. Documents prepared as
supplements to-

a. Amplify, modify, or clarify re-
quirements.

b. Treat subjects not covered in a
map project assignment instruc-
tion.

517-04 Production and reproduction control
files. Documents which control and
show the progress of cartographic
and geodetic projects. Included are-

Disposition
Destroy 1 year after completion of as-

signment.

Office of Record: Permanent. Retire
2 years after completion of assign-
ment.

Other offices: Destroy 1 year after
completion of assignment.

Office of Record: Permanent. Cut off
on completion of project.

Other offices: Destroy 1 year after
completion of project.

Office of Record: Destroy after 5 years.

Other offices: Destroy after 1 year.

a. Priorities and schedules.
b. Manuscript checks.
c. Quality inspections.
d. Progress reports.
e. Memorandums.
f. Related documents.
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518-CARTOGRAPHIC AND GEODETIC SOURCE MATERIALS FILES

These files consist of raw or basic information of any type required in the
compilation of maps and may consist of-

a. Ground control data, terrestrial photography, sketches, maps, field-
annotated photographs, and charts.

b. Topographic reports of prior mapping.
c. Hydrographics, hydromatic magnetic, oceanographic, and meteoro-

logical data.
d. Descriptive or intelligence reports

to be mapped.

File No. Description
518-01 Cartographic reference files. Docu-

ments showing current information
necessary for map compilation. This
includes-

a. Material which has repetitive
or multiple application.

b. Published or processed maps or
other publications usually kept in
library type activities.

c. Copies of map overlays, errata
lists, and similar items which are
kept in operation elements on a con-
tinuing basis.

518-02 Mapping regional files. Geographic in-
formation covering cultural and
physical aspects of a country or re-
gional area for support of DOD map
programs kept as an Area Research
Data Bank. Included are-

a, Area documents of boundaries
sovereignty, cities, towns, commu-
nications, and culture features (in-
dustries, public works, landmarks,
military data).

b. Drainage and water resources,
railroads, roads, highways, terrain
features, vegetation and woodland,
weather and climate, parklands,
forests, and search requirements
(gaps in information and sources to
be exploited).

c. Other related documents.

518-03 Field recovery note files. Notes made
in the field about control stations
visited or used giving the condition
of the station and adequacy of the
description of the station.

518-04 Geodetic computation control files. Ma-
chine-punched cards, magnetic
tapes, or other media into which are
inserted geodetic data.

518-05 Preliminary geodetic computation files.
Preliminary computations made be-
fore-

a. Final computations.

on cultural features of the area

Disposition
Destroy when superseded or obsolete.

Destroy when superseded or obsolete.

Destroy on incorporation into the sta-
tion master description cards de-
scribed under file number 516-09.

Destroy on supersession or obsolesc-
ence of individual item.

Destroy on completion of all final com-
putations for a particular project.
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Description
b. Adjustment of triangulation.
c. Traverse and leveling.

518-06 Geographic position and universal trans-
verse mercator coordinate files. List-
ings of the geographic position, UTM
coordinates, station names, and
agency code numbers for all avail-
able horizontal control stations
within geographic area. Tabula-
tions are arranged by country and
quadrangle areas. They give UTM
coordinates and an index to the con-
trol set up by the surveying orga-
nizations of each country.

518-07 Geodetic reference files. Documents
consisting of material which has
repetitive or multiple application.
Included are-

a. Published processed reports,
studies, and other documents con-
taining geodetic data usually kept
in library type activities.

b. Maintenance copies of map ov-
erlays, indexes, list errata, and sim-
ilar items kept in operating ele-
ments on a continuing basis.

518-08 Intermediate manuscript files. Manu-
scripts created by map compilation
or stereocompilation methods
wherein information from aerial
photography, maps, or documents
are combined to become the original
drawing of a new map. Included
are-

a. Manually prepared overlays.
b. Photographic negatives.
c. Proof copies.
d. Hand pulls.
e. Similar media created in the

preparation of final reproduction
manuscript negatives.

518-09 Final reproduction manuscript negative
files. Photographic negatives from
which lithographic press plates are
made for the printing of completed
maps. Production molds are cast
from negative molds of three-di-
mensional terrain models for the
forming of three-dimensional relief
maps.

518-10 Diapositive files. Positive photo-
graphic prints on a transparent
medium, usually glass, prepared
from aerial film. They are used in
plotting instruments or projectors
in preparing a map or stereopho-
togrammetric drawing.

Destroy 1 year after supersession.

Destroy on supersession or obsolesc-
ence.

Destroy on preparation and accept-
ance of final reproduction manu-
script negative.

Destroy on supersession or cancella-
tion.

Destroy on publication of the map un-
less needed for use in large-scale
mapping of the same area.

File No. Disposition
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File No. Description
518-11 Reproduction manuscript control files.

Documents pertaing to the procure-
ment, use, transfer, and loan of re-
production manuscript material.

518-12 Reproduction manuscript cancellation
files. Documents which officially
cancel reproduction manuscript
material. They form the basis for
destruction of such material.

518-13 Map distribution policy files. Document
specifying the conditions and au-
thority for release and issue of maps
and related publications. Included
are-

a. Authority for automatic distri-
bution.

b. Specific release authority for
issuing maps and publications to
certain persons and organizations.

c. General release authority spec-
ifying conditions under which maps
and publications will be released
from distribution stocks.

518-14 Map stock level files. Documents cre-
ated by map distribution activities
in the establishment and mainte-
nance of stock levels enough to sat-
isfy requirements of elements serv-
iced.

518-15 Map series files. Documents created in
the review of maps and map series
to decide which will be kept as ac-
tive distribution items and which
will be inactivated.

518-16 Map requisition files. Documents on
the requisitioning and shipment of
maps and related publications. In-
cluded are-

a. Requisitions.
b. Authorizations and shipping

orders.
c. Related documents.

Disposition
Destroy after 5 years.

Office of Record: Destroy after 5 years.

Other offices: Destroy after 1 year.

Offices in charge of formulating policy:
Permanent.

Other offices: Destroy on superses-
sion or obsolescence.

Destroy on supersession or obsolesc-
ence.

Destroy 1 year after determination.

Destroy after 2 years.
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APPENDIX A
SUBFUNCTIONAL CATEGORIES-CONVERSION TABLE

Existing
502 Intelligence files

503 Counterintelligence Investi-
gative files

504 Signal security files

505 Information security files

506 Personnel security files

507 Industrial defense files

508 Military Police investigative/
complaint files

509 Military Police/Civilian
Guard Protective Services
File

510 Military censorship files

511 Prisoner of War and Civilian
Internee/Detainee Files

512 Foreign Liaison Files

513 Military mapping/geodetic
files

514 Map specification/design files

515 Map preparation files

516 Cartographic and geodetic
source Materials file

517 Operational Intelligence
Files

518 Criminal information files

Revised
502 Intelligence files

503 Counterintelligence Investi-
gative files

504 Signal security files

505 Operational intelligence files

506 Information security files

507 Personnel security files

508 Industrial defense files

509 Military Police Investigative/
complaint files

510 Criminal information files

511 Military Police/Civilian
Guard Protective Services
File

512 Military censorship files

513 Prisoner of War and Civilian
Internee/Detainee Files

514 Foreign liaison files

515 Military mapping/geodetic
files

516 Map specification/design files

517 Map preparation files

518 Cartographic and geodetic
source material files

A-1
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APPENDIX B
FUNCTIONAL FILE NUMBERS-CON-

VERSION TABLE
Old file No. New file No.

502-01 Rescinded
502-02 Intelligence reporting files ...........................---------------------- 502-01
502-03 Intelligence collection files --------------------------- 502-02
502-04 Scientific and technical intelligence product files _._ 502-03
502-05 Intelligence dissemination files ------- --------- 502-04
502-06 Intelligence confidential files -------------------- 502-05
502-07 Captured document files ------.......................-----------------------.. 502-06
502-08 Credentials and badge control files - ---------------502-07
503-09 Rescinded
503-10 Counterintelligence special operations files -------- 503-09
503-11 Rescinded
503-12 Intelligence/counterintelligence source files ------- 503-10
503-13 Foreign personnel and organizational files -------- 503-11
503-14 Rescinded
503-15 Rescinded
504-11 Rescinded
504-12 Encrypted message text files ----------------------- 504-11
504-13 Allocation files -------------------------------------------- ................. 504-12
504-14 Holder record files ....................---------------------------. 504-13
504-15 COMSEC material distribution reporting files .-----.... 504-14
504-16 System status file ---------------------------------------.......... 504-15
504-17 Transaction files _ ---- ---- ----------------------- 504-16
517-01 Operational management files ...................------------------ 505-01
517-02 Operational management reporting files ---------- 505-02
517-03 Operational nonmanagement reporting files ...------- 505-03
517-04 Operational mission assignment files ------------- 505-04
517-05 Operational recording files ----.............-------------..... 505-05
517-06 Operational project case files -------- ---------- 505-06
517-07 TAREX Project case files ----...............--------------..... 505-07
505-01 Security classification files ..... --------------------- 506-01
505-02 Security regrading case files ---------------------------- 506-02
505-03 Classified material access files -------- --------- 506-03
505-04 Security information access case files -------------- 506-04
505-05 Security information release files ------------------- 506-05
505-06 Security information exchange files ----------..........----........ 506-06
505-07 Rescinded
505-08 Rescinded
505-09 Rescinded
505-10 Rescinded
505-11 Noncryptographic registered document accounting

files ---------------------------------------------------------............................. 506-07
505-12 Rescinded
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Old file No. New file No.

505-13 Top Secret document record files ------------------- 506-08
505-14 Top Secret material accountability files ------------ 506-09
505-15 Security compromise case files ----------------------- 506-10
505-16 Security inspection and survey files ---------------- 506-11
505-17 Security equipment files ---------------------------- 506-12
505-18 Industrial information security files ---------------- 506-13
506-01 Security clearance information files ----------------- 507-01
506-02 Security briefing and debriefing files --------------- 507-02
506-03 Rescinded
506-04 Rescinded
506-07 Rescinded
506-08 Rescinded
507-01 Industrial defense survey files ----------------------- 508-01
507-02 Industrial defense operating files ------------------ 508-02
507-03 Key facilities list files ----------------------------- 508-03
508-01 Jurisdiction responsibility files ------------------ 509-01
508-02 Armed Forces disciplinary control board files .------...... 509-02
508-03 Rescinded
508-04 CID fund files -- ---------------------------------- 509-03
508-05 Crime prevention program files ---------------------- 509-04
508-06 Crime prevention survey files ---------------------- 509-05
508-07 Special agent accreditation files ----------------- 509-06
508-08 Provost marshal activities reporting files ---------- 509-07
508-09 FBI criminal-type reporting files ------------------- 509-08
508-10 Criminal investigation status reporting files ------- 509-09
508-11 Criminal investigation case files --------------------- 509-10
508-12 Rescinded
508-13 Evidence ledger and evidence custody files -------- 509-11
508-14 Polygraph examination files -------------------- 509-12
508-15 US Army Criminal Investigation Laboratory

reporting files ------------------------------------ 509-13
508-16 Absentee case files --------------------------- 509-14
508-17 MP reporting files ---------------------------------- 509-15
508-18 MP journal files - ------------------------------- 509-16
508-19 MP desk reference files ---.....--------------------- 509-17
508-20 Police property files ---. 509-18
508-21 Prisoners or detained person receipt files --------- 509-19
508-22 Provisional pass files . . ......... .. ...------------------------- 509-20
508-23 Loss, theft, and recovery of firearms files ---------- 509-21
508-24 Serious incident reporting files ---------------------- 509-22
508-25 Criminal investigation data reference files -------- 509-23
508-26 Polygraph certification files -------------------------- 509-24
508-27 Criminal investigative case/complaint log files ----- 509-25
508-28 CID investigative activities reporting files --------- 509-26
508-29 Photographic identification files -------------------- 509-27
518-01 Criminal information reports and cross-index cards 510-01
518-02 Criminal Information Bulletin (CIB) files --------- 510-02
518-03 Lateral criminal information reports --------------- 510-03
518-04 Essential elements of criminal information files - 510-04
518-05 Criminal information data files ---------------------- 510-05

B-2



1 September 1980

Old file No. New file No.
518-06 Criminal information index printout files ----------- 510-06
510-04 Rescinded
513-05 Rescinded
513-06 Mapping Index files ---------------------------------- 515-05
513-07 Investigative project files --------------------------- 515-06
513-08 Questionaire survey files ----------------------------- 515-07
513-09 Mapping and geodetic reporting files ---------------- 515-08
513-10 Mapping and geodetic collection guidance and

support files ---------------------------------------- 515-09
513-11 Mapping and geodetic conference files ------------- 515-10
515-04 Rescinded
515-05 Production and reproduction control files ---------- 517-04
516-03 Rescinded
516-04 Rescinded
516-05 Field recovery note files ----------------------------- 518-03
516-06 Rescinded
516-07 Rescinded
516-08 Rescinded
516-09 Rescinded
516-10 Geodetic computation control files ------------------ 518-04
516-11 Preliminary geodetic computation files ------------- 518-05
516-12 Rescinded
516-13 Geographic position and universal transverse

mercator coordinate files - ----------------------- 518-06
516-14 Rescinded
516-15 Geodetic reference files .............................------------------------. 518-07
516-16 Rescinded
516-17 Rescinded
516-18 Intermediate manuscript files ----------------------- 518-08
516-19 Final reproduction manuscript negative files ------- 518-09
516-20 Diapositive files -------------------------------------- 518-10
516-21 Reproduction manuscript control files --------------- 518-11
516-22 Reproduction manuscript cancellation files ---------- 518-12
516-23 Rescinded
516-24 Map distribution policy files ...........................--------------------. 518-13
516-25 Map stock level files -------------------------------- 518-14
516-26 Map series files --------------------------------- 518-15
516-27 Map requisition files ---------------------------------- 518-16
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APPENDIX

CONVERSION TABLE

INTELLIGENCE, SECURITY, MILITARY POLICE, AND
MAPPING FILES FILE NUMBER

Old file No. New file No.

501-01 9 Intelligence administrative files 501-02
501-02 Domestic intelligence data files 502-01
501-03 Intelligence reporting files 502-02
501-04 Intelligence reference files 501-07
501-05 Intelligence card index files 501-07
501-06 Bluebell reporting files 508-24
501-07 Captured record files 502-07
501-08 Intelligence reference paper files 501-07
502-01 Mapping and geodetic administrative files 501-02
502-02 Mapping and geodetic directive files 501-01
502-03 Mapping agreement files 513-02
502-04 Mapping and geodetic conference files 501-05
502-05 Mapping and geodetic study files 513-03
502-06 Military mapping program files 513-01
502-07 Military geodesy program files 513-01
502-08 Mapping program priority files 513-04
502-09 Military installations map maintenance files 513-05
502-10 Mappingo- index files 513-06
502-11 Investigative project files 513-07
502-12 Questionnaire survey files 513-08
502-12.1 Mapping and geodetic reporting files 513-09
502-13 Joint specification files 514-01
502-14 Map accuracy files 514-02
502-15 Marginal data files 514-03
502-16 Map format files 514-04
502-17 Map identification files 514-05
502-18 Topographic symbol files 514-06
502-19 Mapping contract specification files 514-07
502-20 Map correction files 514-08
502-21 Work assignment memorandum files 515-01
502-22 Map project assignment instruction files 515-02
502-23 Production order memorandum files 515-03
502-24 Project order memorandum files 515-03
502-25 Compilation record sheet files 515-04
502-26 Production control files 515-05
502-27 Cartographic reference files 516-01
502-28 Aerial mapping film and photographic print files 516-03
502-29 Field survey record book files 516-04
502-30 Field recovery note files { 516-05
502-31 Magnetic data files 516-09
502-32 Control photography files 516-06
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Old file No.

502-33
502-34
502-35
502-36
502-37
502-38
502-39
502-40

502-41
502-42
502-43
502-44
502-45
502-46
502-47
502-48
502-49
502-50
502-51
502-52
502-53
502-54
503-01
i03-02

503-03
503-04
503-05
503-06
503-07
503-08
503-09
503-10
503-11
503-12
503-13
503-14
503-15
503-16
503-16.1
503-17
503-18
504-01.1
504-01
504-02
504-03
504-04
504-05
504-06

14 August 1969

Plane table field survey drawing files
Geodetic reference files
Geodetic control data files
Geodetic computation control files
Control data catalog files
Preliminary geodetic computation files
Gravimentry and isostasy files
Geographic position and universal transverse

mercator coordinate files.
Geodetic research data files
Mapping and geodetic publication files
Military mapping project history flies
Intermediate manuscript files
Final reproduction manuscript negative files
Diapositive files
Reproduction manuscript administrative files
Reproduction manuscript cancellation files
Published military map record files
Map distribution files
Map stock requirement files
Map stock level files
Active and inactive map series files
Mapping and geodetic reference paper files
Signal security administrative files
Crypto-area visitor register files
System status files

Allocation files
Item register files
Daily inventory files
Holders record files
Transaction files
Accounting reporting files
Cryptomaterial supply correspondence files
Encrypted message text files
Cryptomaterial distribution report files
Cryptomaterial investigation report files
Encrypted traffic report files
Cryptofacility approval files
Cryptofacility inspection files
Signal security report files
Signal security reference paper files
Information security instruction files
Information security administrative files
Security classification administrative files
Security regrading case files
Classified material access form files
Security information access case files
Security information release files

New file No.

516-07
516-15
516-09
516-10
516-08
516-11
516-12
516-13

516-14
516-16
516-17
516-18
516-19
516-20
516-21
516-22
516-23
516-24
516-25
516-25
516-26
501-07
504-01
504-06
504-16
Previously rescinded
504-13
504-03
504-04
504-14
504-17
504-05
504-02
504-12
504-15
504-10
504-11
504-07
504-08
504-09
501-07
501-01
501-02
505-01
505-02
505-03
505-04
505-05
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Old file No.

504-07
504-08

504-08.1
504-09

504-10

504-11

504-12

504-13
504-14
504-15
504-16
504-17
504-18
504-19
504-19.
504-20
504-21
504-22
504-23
504-24
504-25
504-26
504-27
504-28
504-29
504-30
504-31
504-31.
504-32
505-01
505-02
505-03
505-04
505-05
505-06
505-07
506-01
506-02
506-03
506-04
506-05
506-06
506-07
506-08

AR 340-18-5

Security information exchange files
Classified document receipt files

Temporary internal receipt files
Registered classified document destruction certi-

ficate files
Nonregistered classified document destruction cer-

ticate files
Noncryptographic registered document accounting

files

Classified 
document 

inventory 
files

Classified matter periodic inventory files
Classified container information files
Records container security record files
Key accountability files
Classified document control files
TOP SECRET material accountability files
Security compromise case files

1 Security inspection and survey files
Security awareness files
Security equipment files
Industrial information security files
Information security reference paper files
Armed Forces censorship files
Civil censorship files
Prisoner of war censorship files
Field press censorship files
Military censorship reference paper files
Personnel security instructions files
Personnel security administrative files
Security clearance case files

1 Personnel brief-debriefing files
Personnel security reference paper files
Foreign military attachA files
Foreign national visit arrangement files
Foreign national visit report files
Foreign student officer files
Foreign representatives accreditation files --------
Foreign national protocol files
Foreign liaison reference paper files
Criminal investigation technique files
Crime prevention program files
Offense statistical files
Criminal investigation control files

-~CRiminal investigator accreditation files
Military police investigation reporting files
Lie detector examination files
Criminal type FBI report files

New file No.

505-06
505-09
101-11
101-13
505-12

505-10
101-14
505-11

A-3

505-07
101-12
505-08
101-10
101-09
509-11
505-13
505-14
505-15
505-16
102-11
505-17
505-18
501-07
510-01
510-02
510-03
510-04
501-07
501-01
501-02
506-01
506-02
501-07
512-01
512-02
512-03
512-04
-512-05
512-06
501-07
508-03
508-05
508-08
508-10
508-07
508-11
508-14
508-09
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Old file No.

-06-09
506-10
506-11
507-01
507-02
507-03
507-04
507-05
507-06
507-07
507-07.1

507-08
507-08.1
507-09
508-01
508-02
508-03
508-04
508-05
508-06
508-07
508-08
508-09
508-10
508-11
508-12
508-13
509-01
509-02
510-01
510-02
510-02.1
510-02.2
510-02.3
510-03
510-03.1
510-04

510-05

510-06
510-06.1
510-07
510-08
510-09
510-10
510-10.1

Criminal investigation evidence log files
Military police crime laboratory report files
Criminal investigation reference paper files
Counterintelligence instruction files
Counterintelligence planning files
Counterintelligence programing files
Counterintelligence collection files
Counterintelligence production files
Counterintelligence information files
Intelligence open case files
Local intelligence, counterintelligence, and secur-
ity files
Counterintelligence spot report files
Counterintelligence survey and inspection files
Counterintelligence reference paper files
Industrial security instruction files
Industrial security administrative files

Industrial security reference paper files
Industrial defense instruction files
Industrial defense administrative files
Industrial defense survey files
Industrial defense operation files
Key facilities list change files
Industrial defense reference paper files
Prisoner of war instruction files
Individual enemy prisoner of war files
Jurisdiction responsibility files
Physical security instruction files
Sentry dog administrative files
Sentry dog facility inspection files
Physical security survey files
Confinement activity instruction files
Traffic enforcement instruction files
Provost marshal and military police administra-

tive files

Military police control files

Patrol reporting files
Guard reporting files
Traffic enforcement files
Traffic survey files
Missing vehicle register card files
Registration and permit files
Vehicle registration and driver record card files

New file No.

508-13
508-15
501-07
501-01
203-02 and 203-03
210-01 thru -08
503-01
503-02
503-03
503-04
503-05

503-06
503-07
501-07
501-01
501-02
Previously rescinded
Previously rescinded
Previously rescinded
Previously rescinded
501-07
501-01
501-02
507-01
507-02
507-03
501-07
501-01
511-01
508-01
501-01
509-15
509-16
509-17
501-01
501-01
508-17
508-21
508-22
508-18
508-19
509-14
509-12
509-09
509-10
509-07
509-08
509-06
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Old file No.

510-10.2
510-10.3
510-11
510-12
510-13
510-14
510-15
510-16
510-17
510-18
510-19

302-14
302-15

/ •-•-.

Trophy firearm registration files
Firearms authorization files
Police property files
Absentee case files
Parking permit control files
Personal identification files
Individual identication correspondence files
Gate guard files
Provost marshal statistical report files
Armed Forces Disciplinary Control Board files
Protective and military police reference paper files

Intelligence confidential fund files
Military police confidential fund files

NEW FILE DESCRIPTIONS ADDED

Intelligence collection files
Scientific and Technical Intelligence product files
Intelligence dissemination files
Crime prevention survey files
Character investigation reporting files
Loss, theft, and recovery of firearms files
Enemy PW/CI/ detainee general information files
Enemy PW/CI/detainee status inquiry files
Enemy PW/CI/detainee complaint and investiga-

tion files
Internee strength reporting files
Enemy PW/CI/detainee roster files
Enemy PW/CI/detainee property accounting files
Enemy PW/CI/detainee educational media files
Enemy PW/CI/detainee labor noncontract files
Enemy PW/CI/detainee labor contract files
Enemy PW/CI camp labor reporting files
Enemy PW/CI payroll files
Enemy PW/CI pay data subsidiary files
Enemy PW/CI pay and allowance record files
Individual US PW/CI/detainee files
U.S. PW/CI/detainee roster files
U.S. PW/CI/detainee status inquiry files
Mapping and geodetic collection guidance and

support files
Mapping regional files

New file No.

509-03
509-04
508-20
508-16
509-05
509-01
509-02
509-13
508-08
508-02
501-07

502-06
508-04

502-03
502-04
502-05
508-06
508-12
508-23
511-02
511-03
511-04

511-05
511-06
511-07
511-08
511-09
511-10
511-11
511-12
511-13
511-14
511-15
511-16
511-17
513-10

516-02
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515-MILITARY MAPPING AND GEODETIC FILES

These files relate to the general administration of the military mapping
and geodetic program. Included are-

a. The mapping agreements.
b. Studies.
c. Investigative projects.
d. The mapping and geodetic reporting files.

File No. Description
515-01 Military mapping and geodetic program

files. Documents created in the es-
tablishment and maintenance of
comprehensive programs for mili-
tary mapping and geodesy. In-
cluded are-

a. The operating directives.
b. The operating program docu-

ments.
c. Change orders to operating pro-

gram directives.
d. Related papers.

515-02 Mapping agreement files. Documents
on agreements and arrangements
with other US agencies and foreign
governments concerning worldwide
mapping and geodesy. Included
are-

a. International Cooperative
Mapping Agreements.

b. International Mapping Stand-
ardization Agreements.

c. Map Exchange Agreements.
d. Specific operational arrange-

ments within the framework of ra-
tified agreements.

515-03 Mapping and geodetic study files. Tech-
nical studies prepared to furnish
background information or solve
problems in mapping and geodetic
activities. Included are-

a. Digests of facts on cartographic
or geodetic matters.

b. Studies of technical, proce-
dural, and production problems.

c. Compendiums of intelligence
information in the field of cartog-
raphy and geodesy.

515-04 Mapping program priority files. Docu-
ments on the establishment of
priorities for mapping programs and
projects established by the Army
Mapping Committee. This also in-
cludes periodic changes or revi-
sions.

Disposition
Destroy on supersession or obsolesc-

ence.

Destroy on supersession or obsolesc-
ence.

Destroy on supersession or obsolesc-
ence.

Destroy after 1 year.
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File No. Description
515-05 Mapping index files. Various types of

base maps and charts kept as guides
in planning. They are annotated to
show the extent or order of survey-
ing, charting, and mapping opera-
tions.

515-06 Investigative project files. Case files
showing all phases of an investi-
gative project concerned with the
requirements of users of carto-
graphic and geodetic products.

515-07 Questionnaire survey files. Individual
and summary questionnaires on
surveys to decide user require-
ments, or to evaluate experimental
products designed to satisfy previ-
ously determined requirements.

515-08 Mapping and geodetic reporting files.
Documents that are gathered in re-
porting mapping and geodetic eval-
uations and findings. Included are-

a. Feeder, consolidated, and spe-
cial reports.

b. Related papers.

515-09 Mapping and geodetic collection guid-
ance and support files. Documents
created or acquired to insure the
availability of current source ma-
terials for existing and foreseen
mapping, intelligence, and geodetic
programs of DOD, DA, and other
authorized agencies. Included are-

a. Source material availability.
b. Requests.
c. Requirements.
d. Case requirements.
e. Attache materials.
Evaluation and analysis of source

material.
g. Related documents.

515-10 Mapping and geodetic conference files.
Documents created by conferences
having international or domestic
interagency membership which
concern the cartographic and geo-
detic activities of member organi-
zations. Included are-

a. Conference reports.
b. Documents concerning opera-

tional relationships and areas of re-
sponsibility.

c. Standardization of mapping
procedures.

d. Decisions on cartographic and
geodetic matters.

Disposition
Destroy 1 year after supersession.

Permanent.
project.

Cut off on completion of

Summary questionnaires: Perma-
nent. Cut off after consolidation of
summary. Individual question-
naires: Destroy after 3 years.

Destroy after 1 year.

Office of record: Destroy after 5 years.

Other offices: Destroy
superseded or obsolete.

when

Destroy when no longer needed for
reference.
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516-MAP SPECIFICATION AND DESIGN FILES

These files include documents which define and delimit areas to be mapped,
contents of maps, and techniques to be followed in map preparation and
production. Included are specifications and supplements to specifications.
Specifically excluded from these files are publications such as technical
manuals and other publication reference items which are used without
further implementation by the map producing activity.

File No. Description
516-01 Joint specification files. Standard basic

specifications for the preparation of
common map compilations.

516-02 Map accuracy files.
a. Documents which define and

specify the-
(1) Exactitude of placement of

data on a map.
(2) Degree of exaggeration al-

lowed in symbolization.
(3) Accuracy of horizontal and

vertical control.
(4) Allowable error in sheet edges

for matching.
(5) Accuracy of geodetic posi-

tioning of map sheets in consonance
with datum base.

(6) Accuracy of source materials
from which maps will be compiled.

b. Included are-
(1) Graphic presentations.
(2) Correspondence.
(3) Related papers.

516-03 Marginal data files. Documents on the
content and standardization of
marginal data on maps, and imple-
mentation of the accepted specifi-
cations concerning this part of the
map. Included are-

a. Graphic presentations.
b. Correspondence.
c. Related papers.

516-04 Map format files. Documents on the
determination and standardization
of map format. Included are-

a. Style.
b. Sheets.
c. Pilot sheets.
d. Similar items.

516-05 Map identification files. Documents
created in the determination,
standardization, and application of
systems for numbering map series,
map sheets, and edition coordina-
tion. Included are-

a. Statistical cards.
b. Correspondence.

Destroy
ence.

Destroy
ence.

Disposition
on supersession or obsolese-

on supersession or obsolesc-

Destroy on supersession or obsolesc-
ence.

Destroy on supersession or obsolesc-
ence.

Destroy on supersession or obsolesc-
ence.
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File No. Description
c. Related papers.

516-06 Topographic symbol files. Documents
which prescribe and standardize
the conformation, size, methods of
presentation, and use of symbols to
depict natural and manmade fea-
tures on the earth's surface. In-
cluded are-

a. Graphic presentations.
b. Correspondence.
c. Related papers.

516-07 Mapping contract specifications files.
Specifications which define and
control work to be done by contrac-
tors in the production of military
maps. These specifications may per-
tain to any or all phases of map pro-
duction.

516-08 Map correction files. Documents re-
porting errors or omissions noted
on military maps.

Destroy on supersession or obsolesc-
ence.

Destroy on supersession or obsolesc-
ence.

Destroy 1 year after publication of
resultant map.

Disposition

1 September 1980
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 9 WASHINGTON, DC, 15 September 1979

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION
OF GENERAL PERSONNEL MANAGEMENT

AND SAFETY FUNCTIONAL FILES

Effective 1 January 1980

This change revises disposition instructions for file numbers 605-02,
605-05, 606-07, 610-01, 611-02, and 611-06; rescinds 603-07, and provides
for general updating.

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

AR 340-18-6, 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
5 through 10 ........................ .. ....................... 5 through 10
13 through 16 ...................... .. ......................... 13 through 16

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:

E. C. MEYER
General, United States Army

Official: Chief of Staff
J. C. PENNINGTON

Major General, United States Army
The Adjutant General



1, AR 340-18-6 15 September 1979

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of General
Personnel Management and Safety Functional Files-C.
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 8 WASHINGTON, DC, 1 October 1978

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF GENERAL
PERSONNEL MANAGEMENT AND SAFETY

FUNCTIONAL FILES
Effective 1 January 1979

This change revises disposition instructions for file number 606-03, estab-
lishes subfunctional category 615 system safety engineering files and
provides for general updating.

AR 340-18-6, 14 August 1969 is changed as follows:

1. New or changed material is indicated by a star.
2. Remove old pages and insert new pages as indicated below.
Remove pages Insert pages
1 and 2-- ------------ ------------------------- 1 and 2
9 and 10-------------------------------------- ------------------- 9 and 10

-- - - -- -- - - -- - - 19

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 tlhe Secretary of the Army:

BERNARD W. ROGERS
General, United States Armny

Official: Chief of Staff
J. C. PENNINGTON

Brigadier Geneeral, 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 General
Personnel Management and Safety Functional Files-C.
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14 August 1969

C 6, AR 310-18-3
AR 3.10-1V-15

-*The proponent agency of this regulation is The Adjutant General Cen-
ter. Users are invited to send comments and suggested improvements on

DA Form 2028 (Recommended Changes to Publications and Blank Forms)
S- - direct to HQDA (DAAG-AMR-P) WASH DC 20314.

'vY Order of the Secretary of the Army:

Official:
KENNETHI G. WICKIIAM,
Major General, United States Army,
The Adjutant General.

W. C. WESTMORELAND,
General, United States Army,
Chief of Staff.

Distribution
Active Army, ARNG. USAR: To be distributed with DA Form 12-9 requirements for AR,

R1ecords-C (Quan Rqr Block No. 340).
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