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Y 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 Ordér of the Secretary of the Army:

W. C. WESTMORELAND,
: General, United States Army,
Official : ’ Chicef of Staff.

KENNETH G. WICKHAM, :

Major General, United States Army,

The Adjutant General.

% DISTRIBUTION:
Active Army, ARNG, USAR: To be distributed in accordance Wxth DA Form 12-9A requirements

for AR, Maintenance and Disposition of General Personnel Management and Safety Functional Files—
C (Qty Rqr Block No. 253).
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AR 340-18-7
C8

- CHANGE HEADQUARTERS

DEPARTMENT OF THE ARMY
No. 8 WasmineroN, DC, 9 August 1977

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF MILITARY
PERSONNEL FUNCTIONAL FILES

Effective 1 January 1978

This charnge establishes an additional file number, 72205, Chaplain
Privileged Counseling/Interview Communication Case Files, and changes
disposition instructions for file numbers 723-01, 723-04, 723-66, and 724-03.

AR 340-18-7, 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
29 through 32 e 29 through 32

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 (Reccmmended Changes to Publications and Blank Forme)
direct to HGDA (DAAG-AMR-P) WASH DC 20314.

By Order of the Secretary of the Army:

BERNARD W. ROGERS
General, United States Army
Official: Chief of Stoff
PAUL T. SMITH
Major General, United States Army
The Adjutent General

DISTRIBUTION:

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

TAGO 331A—July 240-474°—77
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AR 310-18-7

C5
CrANGE HEADQUARTERS
‘ DEPARTMENT OF TIE ARMY
No. 5 Wasnixgrox, DC, 30 September 1974

N OFFICE MANAGEMENT "
MAINTENANCE AND DISPOSITION OF MILITARY
PERSONNEL FUNCTIONAL FILES

Effective 1 January 1975

This change modifies the description and/or disposition instructions for
file numbers 703-04, 704--03, 716-03, 716-04, 720-03, 720-06, 720-09, and
721-11; changes the titles of subfunctional categories 704, 717, and 723;
rescinds 711-03, 711-04, and 720-11; adds file numbers 715-06, 716-02,
and 716-08; and provides general updating.

AR 340-18-7, 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 indieated below:

Remore pages Insert pages
~Ltheough 4 .. 1 through 4
T 7 and 8
—1 and 12 e 11 and 12

SAfand 18 .. 17 and 18
2Tthrough 32 o . 21 through 32
Aathentieation oo ... 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 Ovder of the Secvetary of the Ammy:

FRED C. WEYAND
Gencral, United States Airmy .
Ofticial : Vice Chief of Staff
VERNE L. BOWERS
Major General, United States Arimy
The Adjutunt (eneral

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of Military
Personnel Functional Files—C (Qty Rqr Block No. 258).

TAGO 1G1A - Seplember 580- 467°-~T4




AR 340-18-7

. C14
CHANGE - HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 4 WasHmingTON, DC, 31 July 1973
OFFICE MANAGEMENT ,
S MAINTENANCE AND DISPOSITION OF MILITARY

PERSONNEL FUNCTIONAL FILES
Effective 1 January 1974

This change modifies the description andjor disposition instructions
of file numbers 708-01, 708-07, 709-03, 713-97, 715-01, 716-04, and 727-01;
and provides general updating. .

AR 340-18-7, 14 August 1969, is changed as follows:

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

Remove pages Insert pages
1l and 12 e ——————— 11 and 12
15 and 16 e 15 and 16
19 thru 22 . e 19 thru 22
35 and 36 e e 35 and 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 suggested improvements oen DA

Form 2028 (Recommended Changes to Publications) direct to HQDA
- {DAAG-ASR-P), WASH, DC 20314. — e S -

.

By Order of the Secretary of the Army:

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

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Maintenance and Disposition of Military
Personnel Functional Files—C (Qty Rqr Block No. 258).

e TAGO 52A--July 3540-405°—173
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AR 310-18-7
C3
CiANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 38 Wasuinarox, DC, 27 July 1972

OFFICE MANAGEMENT ", A

MAINTENANCE AND DISPOSITION OF MILITARY
PERSONNEL FUNCTIONAL FILES

Effective 1 January 1973

This change identifies and provides disposition instructions for edditional
recruiting files, conunand persennel management inspection files, enter-
tainment scholarship and awward files, and retirement services conirol card
files; establiskes a retention period for morning reports accumulated by
USMA ; provides new disposttion instructions for enlisted premotion files;
establishes a longer retention period for disapproved military atcard case
files; and provides general updating.

AR 3140-18-7, 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:

Rcmove pages Insert pages
s oand 6. -—— 5and 6
- e 81

U-.'i:l through 1S_______
21 through 2t

____________________ 11 through 18

______________ 21 through 24
_______________ 31 and 32
_____ 33 and 36

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

The proponent agency of this reguletion is The Adjutant General's
Office. Users are inviied fo send comments and suggested improvements
on DA Form 20628 (Recommended Changes to Publications) direct to
HQDA (DAAG-ASR-P) Taga Bldg., Falls Church VA 22041,

By Order of the Secretary of the Army:

‘BRUCE PALMER, JR.
General, U.S. Army
Official: : Acting Chief of Staff
VERXNE L. BOWERS
Major General, United States Army
The Adjutant General

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

TAGO 27A  July 510 465°-—72




: AR 340-18-7

C2
Cuaxce HLEADQUARTERS
DEPARTMENT OF TIIE ARMY
No. 2 Wasinuxerox, DC, 4 Avgust 1971

OFYICE MANAGEMENT

"MAINTENANCE AND DISPOSITION OF
MILITARY PERSONNEL FUNCTIONAL FILES

Effective 1 January 1972

This change contains revised file descriptions and disposition instructions
and corrects errors made in printing. :

AR 340-18-7, 14 Augnst 1969, is changed as follows::

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

Remove pages Insert pages
Tand S las e e e e e e amcaae e 7 and 8
11 through 14 e 11 through 14
17 and 18 e 17 and 18
21 and 22 e eceee 21 and 22
33 and 34 e ecceeceeeee 33 and 34
Authentication . - . imcae Authentication

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

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

By Order of the Seceretary of the Army:

W. C. WESTMORELAND,
. : General, United States Army,
Official : Olief of Staff.
VERXNE L. BOWERS,
Major General, Uunited States Army,
The Adjutant General,

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

TAGO 400 - July 480 465°--T1



AR 340-18-7

C1
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 1 Wasminaron, DC 20 July 1970

OFFICE MANAGEMENT , o
MAINTENANCE AND DISPOSITION OF MILITARY
PERSONNEL FUNCTIONAL FILES

Effective 1 January 1971

This change contains revised file descriptions and disposition instructions
and corrects errors made in printling.

AR 340-18-7, 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
Tand S ____ 7Tand 8
15 through 18 15 through 18
21 and 22 21 and 22
27 and 28 : 27 and 28
31 and 3° 31 and 32
A-1 through A-§
Authentication

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

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

By Order of the Secretary of the Army:

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

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

TAGO 37TA—July 430-403°—70
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"eptember 1974 C 5, AR 340-18-7

August 1969 *AR 340-18-7
Ay REGULATIONS HEADQUARTERS

: DEPARTMENT OF THE ARMY
No. 340-18-7 Wasmineron, DC, 1} Avgust 1969

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF MILIT;\RY
PERSONNEL FUNCTIONAL FILES

Effective 1 January 1970

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

1. Applicability.% «. This regulation is applicable to all Departinent of the Army
elements except Active Army TOE units below division level, Army Reserve
elements, ROTC elements, Army National Guard units, and TDA units con-
ducting basic combat {raining or advanced individual training.

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

T 2. Related regulations., AR 340-18-1 contains basic procedures to be used
with the Army Functional Files System and the file numbers, descriptions,
and retention periods for Office. Housekeeping Files. File numbers, descrip-
tions, and retention periods for files relating to major categories of records
documenting mission functions arc contained in Army Regulations 340-
18-2 through 340-18-15, which are distributed only to the organizations
performing the functions concerned.

% 3. Scope. Under the Army Functional Files System, files relating to the
major functional category of military personnel have been assigned the basic
file number 700. This regulation contains file numbers, deseriptions and re-
tention periods for files relating to the functions of procuring and managing
military personnel and providing personnel services for members of the Army.
Common mission files are described in this regulation under file numbers

( *This regulation, {ogether with AR 340-18-1, AR 310-18-2, AR 340-18-3, AR 340-18-4, AR 340-18-5, AR 340-18-6,
i AR 340-18-8, AR 340-18--9, AR 310-18-10, AR 340-18-11, AR 340-18-12, AR 340-18-13, AR 340-18-14, and AR 310-18-13
i ... all dated 14 August 1969, supersedes AR 345-210, 31 October 1962, including all changes.

V1814 1



C 5, AR 310-18-7 ‘ | 30 Septembe:

701-01 through 701-08. Other mission files are grouped into 27 subfunctional
categories, as follows: '

Sublunctional
calegory

Jile no, Subfunclional category file title . Page no.
. 702 Military Personnel Procurement Files .o oo __.___ e c——————— 6
— 703 USMA, ROTC, and OCS Personnel Procurement Files ... __________ 7
*704 Recruiting Files . o e eeaa e 8
705 Military Personnel Appointment Files. oo _.. 9
706 Military Personnel Processing Files .. 10
707 Military Personnel Identification Files.____ oo cemcccm e m—————— 11
708 Individual Military Personnel Files - o o oo oo 12
700 Individual USMA Personnel Files . oo oo oo oo 15
710 Individual Reserve Component Personnel Files. oo oo oo L___ 16
711 Military Personnel Management Files. oo oo 17
712 Military Personnel Qualification and Classification Files. .. .. _.____._._ 18
713 Military Personnel Testing Files. . e 19
714 Military Personnel Distribution and Assignment Files .. _..__._. 20
715 Military Personnel Accounting Files oo e 21
716 Military Personnel Leave and Absence Files L oao.. 22
*717 Military Personnel Promotion, Elimination, and Demotion Files._.._._.. 23
718 Military Awards Files s - 24
719 Military Personnel Survey Files - . . o e 25
720 Military Personnel Discipline Files. . e . 26
721 U.S. Disciplinary Barracks Files. oo 28
722 Chaplain Activities Files_ __ i eeeeaa 30
*723 Recreation Services Files - L ccccmaa 31
724 Army Band Files . o .. ... e e e —— e — e ———— 32
725 - Personal Affairs Files_ o o ccmem————————————e 33
726 Military Personnel Casualty Files_ - oo eaeaee 34
727 . Military Personnel Separation ¥iles . oo oo eeas - 35
728 Retired Military Personnel Files. . oo 36

2 TAG
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C 5, AR 340-18-7

01 COMMON MISSION FILES - -

1. Common mission files may accumulate in any office to document the per-

formance of its assigned military personnel activities. However, all the common

mission files seldom will accumulate in a single office.

2. Abbreviated titles have been used to identify these common mission files.

The abbreviated titles alone will not be used for labeling files. Abbreviated

titles will be preceded by a title prefix that describes thé records to be filed.

For example: 701-01 Recrmtm,_., Instruction Files; 701-02 Military Personnel

Testing Administrative Files; 701-07 Personal Affairs Reference P-iper Files. S S ém on J S

File No. Description .F C es ”pohlmn
70101 Instruction- files. Documents related to preparing, coordinaging, A()ﬁiceu of HQ, Department of the
issuing, and interpreting directives, regulatory instructions, d &rmy, offices of major —rEd=rm——r—e -
q comparable instructional material. These files accumulate i commandS head us:{ mp—and
offices responsible- for the preparation and interpretation of in-' 4 elements in a cofabat zone or desig-
Ja =g structions and include coordinating actions, studies, interpreta- nated as a combat support element

”(1‘44 tions, and published record copies of instructions, such- as in a combat zone (as defined in AR
fz ]reg'u]:mons, supplements, memorandums, circulars, pamphlets " 310-25):" Permanent. Cut off an-

nd bulleting; SOPs or similar issuances; messages used Yor ex- ° nually, or on - supersession or obso-

%/% peditious interim changes to. mstructxons technical newsletters lescence, as reference needs requir
=2

[ITTIRTEIY]

e.

or comparable media used to forward semi-official and authorita-ZOther offices: Destroy when superseded, & O—H:gr )/7
tive instructions; and official training materials. obsolete, or no longer needed for

' . i reference, whichever is first. -5 year
701-02 Administrative files. Documents relating to the overall or general Destroy after 2 years, or on discontinu- . 6 / Ck
routine administration of military personnel activities, but es-" ance, whichever is first. However, ocks

clidsive of specific files described in this regulation. These files' documents in the cut off file that 4‘ L’% r
include, but are not. limited to— require additional action or relate to )

a. Routine comments on regulations, directives, or other pub- reopened cases should be brought ;0- -2 S\
lications prepared by another office with primary responsibility. forward for filing in the current file. 7’816 ~
If comments result in additional action affecting the mission or e A
function of the office, documents should be filed with the ap-
propriate mission functional files.

b. Evaluations of suggestions that de-net resu.lt in iesuing an
instruction or establishing a projest.

¢. Program and budget documents, management improvement
reports, cest reduction reports, and comparable management

" reports prepared to submit data to offices responsible for. these
management functions,

d. Extracts of IG, GAO, AAA, or comparable reports of inspec-
tions, surveys, or audits that pertain to the operation of the mis-
sion or function.

e. Documents relating geperally to the application of ADPS
and PCM operations within the functional area relating to mili-
tary personnel activities.

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

.
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C 5, AR 340-18-7 ' . 30 Septen:t 4
701-03 Agreement files. Documents relating to- agreements -between Office requesting support and office

elements of the Army, between the Army and other military providing support: Agreements in-
services or Federal agencies, or between the Army and other volving transfer of personnel spaces
non-Federal organizations or agencies, but not with foreign and materiel will be destroyed 6
countries. These agreements are negotiated to provide for Yvears after supersession, cancella-
continued understanding between recognized organizations and tion, or termination of the agreement.
the Army for the purpose of providing or obtaining various Agreements not involved in transfer
types of support services. The services include logistic, medical, of personnel spaces and materie! will
administrative, fire protection, facilities, payroll, and similar be destroyed 3 years after superses-
. support on a one-time or continuing basis and on a reimbursable sion, cancellation, or termination of
or nonreimbursable basis. Included are agreements, agreement the agreement.
checklists, amendments, review comments, related correspond- Reviewing offices: Destroy 1 vear after
ence, and similar documents. ) supersession, cancellation, or termi-
: nation of the agreement. Earlier
destruction is authorized.
701-04 Onentatlon and bneﬁng ﬁles. Documents used in orientations Destroy on supersession or obso]chence.
and briefings given to visitors and newly assigned individuals )
about the zis;'sgilon, functions, and physical layout of an office. 0 Elemendq :é HQDA
Included are photographs, transparencies or vugraphs, copies jer ccm
of specially prepared handouts, and related or similar documents. #”‘SV C‘”""“"*A:i
A R years agm .
701-05 Committee files. Documents relating to establishing, operati.ng,A Office' of commrttee chairman or sec-

INC-AV-81-5
od

W_g{:uwl

ﬂ‘ M«W"

7?/(4»4

zes{' 1’)’

701-06

701-07

and dissolving committees which consider, advise, take action, retariat, whichever is designated of-
and report on specifically assigned funciions, They include fice of record, and offices of members

. Joint, interdepartmental, and international committees in which of international committees in which
the Department of the Army participates, as well as committees a foreign government is office of,
within all echelons and elements of the Army. Included are record: Woﬁ when no
proposals, approvals, and disapprovals to establish the com- longer needed for current operations,
mittee; charters, terms of reference, and comments on them,BOfﬁces of other committee members‘
directives establishing, changing, continuing, or dissolving the D%troy when no longer n(“
committee; documents nominating, approving, appointing, and currént operatxons.

relieving committee members; notices, agenda, minutes, and A Md’aﬂe\” o
reports of committee meetings; and related documents. k_ % 7 10yeas ﬁ o
CS uSic l y %

Staff visit files. Documents relating to scheduled or special visits  Omece plé’:%?mfng visit: Destroy 1
(but not inspections, surveys. or audits) for the purpose of per- year after  completion of next com-
- forming staff or technical supervision or for conducting studies. - parsble visit or on completion of re-

. This deseription is not applicable to visits made in connection lated study.

with a specific process or case which should be filed with docu- Office visited: Destroy after 2 years,
mentation of the case or process. Included are requests for permis- except files relating to recurring
sion to visit, reports of visit, recommendations, and other di- staff visits will be destrored on com-
rectly related documents. pletion of the next visit.

Reference paper files. Documents used to facilitate, control, or
supervise the performance of a specific function, process, or
action—as distinguished from those official records necessary
for documenting performance of a function, process, or action.
Although accumulated reference papers may relate to varied -
rubjects and functions, they should bear a title relating them to
the functions, subfunction, process, or action they are used with.
Reference paper files consist of the following types of documents: :

a. Notes, drafts, feeder reports, news clippings, similar work- Cut off on completion of the communi-
ing papers, and other materials accumulated for preparation of & cation, study, survey report, or oth-
communication, a study, an investigation, a survey, an inspec- er action. Destroy in blocks after
tion, or other action. This description does not include official an additional 3 months, 6 months,
and quasi-official recommendations, coordinating actions, and or 1 year. Earlier destruction is au-
other documents which contribute to or result from preparation thorized.
of the communication or other record.

b. Cards, listings, indexes, and similar documents used for Destroy when no longer needed to fa-
facilitating and controlling work. cilitate or eontrol work.
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= 27 September. 1976 o~ C 7, AR 340-18-7 t
4 e m— S ’ .
. File No, Description . Disposition :
¢. Copics of {cehnical documents, intelligence docunients, Destroy when superseded, obsolete, or E
emergency plans, mobilization plans, and similar reproduced no longer needed for reference. ’ ¥
materials that do not fall within the deseription for reference 't———i, )
publication files. !

d. Documents received for general information purpeses that  Destroy after 1 yecar. Earlier destruc-
require no action and are not requircd for documentation of tion is authorized. '
specifie functions,

¢. Extra copies of documents maininined Ly aclion offices Destroy afier 1 year. Earlier destruction
that refieet actions taken by the action officer. Such files should is authorized,
pot be established unless absolutely necessary.. ' . .

J. Copies of documents accumulated by supervisory officers, Destroy after 1 year. However, docu-
such as chicfs of directorates, divisions, branches, or separate ments In the active file that require
offices. These documents duplicate the record copy filed else- additional action or relate to reopened
where in lower echelon offices of the same orzanizational element cases should be brought forward for
which is responsible for performing the action, process, or func- fling in the current file. Tariier
tion. Such files should be established only when nceessary, not in destruction is authorized.

each office of the same organizational clement. : }
70108 Unidentified files. Documents relating to the performance of mis- Retaln fn CFA until file number is :
gion activities not described in this regidation. sdded. to this regulation. 4

Note. Use of this temporary file number requires prier
approval of the organization’s records management officer.

TAGO 4407 . D
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File No.

702-01

702-02

702-63

702-64

~03

702-G5

7, AR

ROTC, USMA, or similar source of actual or potential military
personnel. Included are estimated quota reguirements, assigned
quotas, and similar or related documents.

Eligibility files. Documents related to verifving the eligibility of

individuals for military service or appointments. Included are
letters and reports designating Distinguished Military Students
and Distinguished Military Graduates of ROTC and OCS and
similar or relaled documents.

Eligibility determination files. Documents related to detennining

eligibility of individuals for admission to USMA, officer candi-
date schools, Reserve Officers Training Program, or similar
personnel programs. Included are approvals, disapprovals,
waivers, and similar or related documents.

Inguiry files. Documents relating to possible serviee in the Army,

including admission to USMA or participation in ROTC and
similar activities. Included are replies to incuiries and similar
or related documents.

Military personnel procurement statistics files. Docuu:enis re-

lated to furnishing or consolidating statistical information on
military personnel procurement programs. Included are reports
and =similar or related doecuments.

Reenlisiment eligibility files. Documents used for d(‘térl‘l':inixlg

reenlistment eligibility of enlisted personncl. Included are re-
enlistment data cards containing data transferred from per-
sonnel reeords and similar or related documents.

¥
£
Q = = S 4 Y .
310-18-7 27 September 1976 g
¢ »
702 DMILITARY PERSONNEL PROCUREMENT FILES ( ! %
. . !
These files relate to obtaining military personnel to staff the Active Army and §
the Reserve Components. o
Description Disposition 3
Military personnel procurement planning files. Documents Office performing Army-wide staff re-
relating to the establishment or changing of the basic concepts sponsibility: Permanent. S e NC-AV-75-3 !,
for obtaining personnel to meet requirements for the Regular Other offices: Destroy after 5 years.
Armvy and Reserve Components, through universal military
training, recruiting, reenlistment, or other means. Included are -
approved plans, disapproved plans, changes to plans, cocrdina- -
tion documents, and similar or related documents. /
Militan personnel procurement quota files. Documents refect- Establishing offices: Destroy after 5
ng the establishment and assignment of quotas or allecations VEATs. ' ,
for induetion, enlistment, appointment, officer candidate courses, Other offices: Destroy after 1 year or on L

discontinuanee, whichever is first.

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

Destroy after 1 year or on discontinu-

ance, whichever is first, ’ ]
Destroy afier 3 months or on discon- g C
tinuance, whichever is first, ;
~

Offices performing Army-wide staff re-

sponsibilities:  Consolidaled statistics:
Permanent. Cff.‘ NCi-Av- ’73 ¢3. }/["/7)
Ficld feporté: Destray "afict 3 years; ™
Interim reports: Destroy after G . )
months. )
Intermediate offices: Destroy after 3 (

vears or on discontinuance, whichever
is first. }

Reporting agencies: Destroy after 2
years or on discontiinuance, whichever
is first.

Forward with MPRJ in accordance with
AR G40-10. Destroy on reenlistment
of individual or on individual's
scheduled date of separation.

TAGO 4404



TN AR 340-18-7
704 RECRUITING FILES

These files relate to obtaining personnel for the US Army and Army Reserve

by recruiting.

File No.,
704-01

Description
Recruiting publicity campaign files. Documents related to deter-
mining types of publicity media to be used and in developing
publicity or promotion campaigns, including lisison with local
committees, to stimulate volunteer entry or reentry into military
service. Included are letters, minutes of meetings, and similar or
related documents. ’

704-02 Recruiting advertising media files. Documents relating to the
creation and production of specific radioc and TV advertising
programs used in recruiting campaigns. Included are copies of
posters, still pictures, motion pictures, and similar or related

documents.

704-03 Examination/enlistment files. Documents relating to enlistment
processing of individual applicants into the Armed Forces of the
United States, including Reserve Components. Included are
extra copies of worksheets of enlistment records; reports on ap-
plicants who decline to enlist, who elope, who reimburse or do
not reimburse the Government for expenses involved, or who
cannot be contacted; medical worksheets; copies of serology,
radiographic, and urinalysis reports; enlistment qualification
records; waivers for enlistment, grade determinations, enlist-
ments for specific assignments, and other matters which clarify
the status of each applicant as an individual; and similar or
related documents. (Prepare separate file for each applicant
and file alphabetically by name.)

704-04 Medical 2nd dental rogictrant ease fles: Documcnic rclated to
the processing of doctors of medicine, dentistry, veterinary, and
other allied specialties, who are liable for military training and

service under the Universal Military Training and Service A

reports; correspondence
status, availabiity for active duty, and simjif

Lurily, vr the Armed £a~vice coneerned

Enlistment contract files. Documents reflecting individuals who
have énlisted in the Armed Forces of the United States. These
documents are maintained by recruiting main stations. Included
are triplicate copies of DD Form 4 (Enlistment Contract-Armed
Forces of the United States) and supplements thereto.

704-05 /

k/? Health r:-o?csdcnal reofstrant {—’ﬁcs( Pocuments related
to the precessin f dckors of ' medicine, oste: ,émugy,
Vehr:'nar{ md.‘ég\:,:nb other 3MiTed specaalists wko are Uable
milttay (raifing and service nder the "Seleckive Setvice Ack Tiese
include ! these acgerhna Resesve commissicns and hwese whe Teluce or
are not qualified &7 + Tadudeld are vepbioirs of medical
examinatfon and Wiskery; gualificatics determination regects;
¢S aivea corres on!:nr.c on dxsi?:cahcn,gh]shi statos,
avatlabiitty or active duty and simiter maders.

LNC{-AU-81-G2, approved 9/3/%1; ]

Destroy after 1 year. Cut off in G-month

&

27 September 1976

Disposition (’9)‘ $\.Q/ S?\Q

Offices performing Army-\ﬁde stafl
responsibility: Permanent.

Other offices: Destroy after 2 years, or
on discontinuance, whichever is first.

Destroy after 5 years.

Files of individuals who have “entered
the service and are on active duty:
Cut off monthly and destroy after an
additional 3 months; those on hand
at time of discontinuance will be
destroyed immediately.

All others: Cut off in 6-month blocks
and destroy after 1 additional vear;
those on hand at time of discontinu-
ance will be destroyed immediately.

Files of irdividuak: crdered to s
duty, accepting compiiesiOns in the
R eosere,—0F not qualified for

L ment: Destroy after 1 year.
others: Destroy when registrant .
becomes 36 years old. t

blocks.

During redgistratien but not Pll mobibgatient
"agﬂ:;ai year aCtec rea‘s!-r:ni' teaches
Mayimum' draft e

Yer crder 4o achive &047 and

aeptance ccmmission n Arm, RE*‘W’
Pes Ya.".

Files en intivideals fand nok gualifled for
appeintrent d6ing mpbiligaHent Retorn to
& /ective Servlce rfd(,q or #s locat qu_g,

Files mu:n:na

) DY‘*C" {

TAGO 4404




-

27 Septeniber 1976

File No.
703-01

703-02

703-03

703-04

703-06

TAGO 4494

C 7, AR 340-18-7

703 USMA, ROTC, AND OCS PERSONNEL PROCUREMENT FILES

These files relate to obtaining personnel for the US Military Academy, the
Reserve Officers’ Training Corps, and Officer Candidate Schools, and for

staffing the US Army from these sources.

Dexeription

TSMA admission files. Documents concerning such matiers as

eligibility standards, nomination procedures, and examination
processes which direetly contribute to the program for obtaining
and selecting individuals to attend the US Military Academy.
Included are documents which form the basis for Department of
the Army publications, directives, and instructions, policy de-
cisions, precedent cases, and interpretation of Armjy directives.

TUSMA entrance examination result files. Documents reflecting the

results of examination for entrance to the US Military Academy.
The examination results pertain to applicants in the Regular
Army and Reserve Components, as well as those not connected
with military service. Included are reosters and similar or related
documents.

ROTC scholarship selected applicant files. Documents relating to

the selection of individuals for ROTC scholarships. Included are
applications, reference questionnaires, interview worksheets,
descriptive reports, Scholarship Selection Board vote sheets,
evaluation score sheets, documents reflecting College Entrance
Examination Board scores, and similar or related documents.

ROTC scholarship nonselected applicant files. Docunments re-

flecting the nonselection of applicants for ROTC scholarships.
Included are applications, physical exams, and medieal histories,
secondary school transeripts, documents reflecting extracurricu-
lar activities, documents reflecting CEEB scores, and similar or
related documents.

ROTC graduale files. Documents used to determine assignment of

graduates, showing names and pertinent information concern-
ing students scheduled to complete the senior Reserve officers
training course and to be commissioned in the US Army Reserve.
Included arc rosters, cards, tapes, orders, and similar or related
documents.

Officer candidate school applicant files. Documents relating to

application for entering Officer Candidate School. Included are
gualification reports, statements of qualification, statements of
branches for which qualified, and similar or related documents.

Digposition

Offices performing Army-wide staff re-
sponsibility: Permanent.

USMA: Permanent.

Other offices: Destroy after 2 years.

% USMA: Destroy after 50 years.
Do not retire.

Office performing Army-wide staff re-
sponsibility: Destroy after 2 yrs.

Destroy 1 year after individual gradu-
ates or is disenrolled.

Destroy after 5 years.

Destroy 1 year after completion of as-
signment.

Destroy after 1 year, or on discontinu-
snce, whichever is first.

~1
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/" 704-06

Description
Active recruiting prospect files. Documents reflecting individuals
who are prospeets for enlistx7nt.7\cluded are active recruitix;g

l prospect cards. % 5,‘ /7 77 N(l’A el c‘-.']

L ! %704-07 - Recruiting enlistee files. Recruiting prospect cards reflecting re~
i cruiting prospects who have been enlisted.

o *704-08 Terminated recruiting prospect files. Recruiting prospect cards
! reflecting individuals who have not been enlisted and are no
- longer considered prospects for enlistment.

*704-09 Recruiting center of influence files. Documents reflecting informa-
tion such as names of individuals, establishments, Selective
Serviee Boards, radio or TV stations. Included are center of in-

fluence cards and related documents.

n et T et s it e A s i

. }‘ C 3, AR 3;_0—18—5
a) Recruat13g LraspecT Cacds — -
Place in recruiting enlistee files (704-07)
on enlistment of individual or place in
terminated recruiting prospect files
(704-08) when individual is no longer
onsidered a prospeet for enlistment.
Destroy in CFA 3 months after ETS of
initial enlistment.
leview and destroy at the end of each
ealendar year.
Nole: Review {s made by area supervisor,

Jestroy when ohsolete or nolonger needed.

:-’:"‘:_‘; : S _ _ | ’ | 5) (QEA (7 ﬂC@W"Lg —_——
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‘4 August 1969 , AR 340-18-7

705 MILITARY PERSONNEL APPOINTMENT FILES

These files relate to the appointment of individuals as commissioned or e
warrant officers in the U.S. Army and Army Reserve. : et
File No. Description ﬁz}po.mon / year: : ... .......

705-01 Appointment application files. Documents reflecting the appli- Destroy after Sumiiimemer=yeTsrdr -
< cation of the individual and the evaluation, consideration, tinusssgmiihiohenemigetsst.
and acceptance or rejection thereof. Included are applica- -
tions, requests for waivers, recommendations, evaluation re- N Cl‘AU 50 Y, % 7 } w —
ports, rating sheets, test papers, interview sheets, notifica- :
tions, and similar or related documents. :

705-02 Appointment selection board files. Documents reflecting Destroy after 3 years or on discontin-
determinations made by boards for selecting or rejecting uance, whichever is first.
applications for appointment. Included are board proceed-
ings listing individuals selected or rejected and similar or
related documents.

- 70503 Appointment list files. Documents reflecting individuals select- Destroy after 2 years, or on discon-
ed or eligible for appointment. Included are selection lists, tinuance, whichever is first.
merit lists, and similar or related documents.




R 340-18-7 . - 14 August 1969

706 MILITARY PERSONNEL PROCESSING FILES

“These files relate to processing 1nd1v1duals who are entermg the military
service, leaving the service, or changing status or location duru}g service.

File No. : Description *. Disposition

BRI T2 ER2 L1 TS SET TR

70601 Personnel processing activities reporting files. Documents pro-  Requiring office: Pe
NG Cl4u- 8 l_, / viding data for planning purposes, for reporting progress, Reporting o
N and for evaluation of personnel processing procedurés at ye on discontinuance, which-
7, /2‘ / @ personnel processing activities. Included are letters, forms, ever is first. D€S+fov) o
and similar or related documents. 2 Years.,

B
g
B
4
H
N

706-02 Departure clearance files. Documents reflecting clearance pro- Destroy after 1 year or on discontinu-
cedures accomplished with respect to departing military or ance, whichever is first.
civilian individuals. Included are clearance -certificates,
checklists, and similar documents with supporting papers
such as copies of receipts or documents evidencing payment
.of commissary or telephone bills, return of msaterials held
on memorandum receipt, and similar clearance matters.

T T T TPy T e TPt .

706-03 Delay board proceeding files. Documents relating to delay in Destroy 6 months after the individual

orders to active duty of Army Reserve personnel. Included - reports for active duty or on dis-
are applications for delay or renewal thereof, copies of' or- continuance, whichever is first.
ders appointing delay and appeal boards, board proceed- However, when the active duty or-
ings, and similar or related documents. ders pertaining to an individual re-

B tained in the Ready Reserve are re-
_— L voked, the files will be destroyed
A, L " when the individual is ordered to
' active duty and complies with such
orders; is discharged from the
Army Reserve; is transferred to .- . .

the Standby Reserve Inactive Sta- .
tus List; or transferred to the Re- -

tired Reserve.

706-04 Active duty reporting files. Docume;its relating to entry on or Destroy after 1 year or on discontinu-~
relief from active duty for training, or entry on or relief ance, whichever is first.
" from active duty of military personmel, where procedural
instructions do not provide for retention in the Military
Personnel Records Jacket. Included are DD Forms 220 (Ac-
tive Duty Report) and similar or related documents.

10




27 September 1976
707 MILITARY PERSONNEL IDENTIFICATION FILES

File No.
707-01

707-03

707-04

707-05

707-06

TAGO 4494

C 7, AR 310-18-7

These files relate to providing each member of the Army with identification
numbers and identification tags or cards. Also included are files related to
providing identification for noncombatant, proteccted dependent, or other

speecial groups of personnel.
Description

Identification number allotment and assignment ledger files.
Documents used by Army headquarters to control the allot-
ment and suballoiment of blocks of identification numbers
and by recruiting offices to maintain a record of the assign-
ment of specific numbers to individuals. Included are logs and
similar or related documents. The requirement to maintain
these files was discontinued 1 July 1969.

Personnel identification insirument files. Documents related to
devising or revising identification cards, tags, badges, or sim-
ilar instruments of identification. Included are coordinating
actions, artwork, and similar or related documents.

Identification card files, Documents used by military personncl,
their dependents, or other authorized personnel for establishing
identity. Included are DD Forms 2A (Armed Forces Identifi-
cation Card), DD Torms 1173 (Uniformed Services Identifica-
tion and Privilege Card), and similar documents.

Military identification card application files. Documents reflecting
applications for military identification cards. Included are dupli-
cate copies of DA Forms 428 (Application for Identification
Card) and similar or related documents.

Privilege card application files. Documents reflecting applica-
tions for privilege cards. Included are DD Forms 1172 (Applica-
tion for Uniformed Services Identification and Privilege Card)
and simijlar or related documents,

Identification card register files, Documents used for maintaining
accountability for military identification or privilege identifica-
tion eards. Included are registers and similar documents.

Disposilion
Destroy after 10 years. Cut off when an
entire block of numbers is used. Re-
tain in CFA for 5 years and transfer to
RHA for remaining retention period.

Office performing. Army-wide staff re-
sponsibility: Permanent.

Other offices: Destroy after 2 years, or on
discontinuance, whichever is first.

Destroy when card is voided prior to
issue, is replaced, or is no longer valid.

Destroy after 1 year.

Destroy after 6 years. However, appli-
cation files for which cards have not
been issued will be destroyed after 1
year or on discontinuance, whichever
is first.

Destroy after 6 years. However, bound
registers will be destroyed 6 years
after last eniry.



C 7, AR 340-18-7

File No.
708-01

708-02

*708-03

708-04

708-05

708-06

708-07

12

27 September 1976

708 INDIVIDUAL MILITARY PERSONNEL FILES

These files reflect the military service and other personnel data of individual

military personnel.

Deseription
Military personnel records jacket files. Documents pertinent to
the career and current assignment of the individual. The jacket
accompanies the individual upon change in assignment or status.
Documents in this file are restricted to those authorized for filing
therein by Department of the Army directives,

Official military personnel folder files. Basic documents relating to
the career of each military member of the Army. During service
this file provides basic documentation for Headquarters, De-
partment of the Army. After completion of service it contains
permanent historical documentation, including - permanent-
type records from the personnel records jacket. Documents
placed in this file are limited to those authorized for filing therein
by Department of the Army directives. The individual’s effi-
cieney file folder is included.

Informational personnel files. Documents accumulated at the
various command levels exercising administrative jurisdiction
or as a result of routing correspondence through normal military
channels. Included are copies of documents filed in the military
personnel records jacket, transmitting documents, and docu-
ments reflecting duty assignments and appointments, changes in
personnel data, leave authorizations, branch transfers and de-
tails, authorization for separate rations, quarters, or wearing
civilian clothing, and similar or related actions.

Service number register files. Rescinded. No longer required.

Emergency data files. Documents executed by military personnel
which provide essential emergency information, such as next of
kin, designation of person to be notified in case of emergency,
and individuals entitled to survivor benefits. Included are forms,
letters, and similar or related documents.

Military personnel auxiliary files, Documents maintained by
Headquarters, Department of the Army action offices, which
concern the military service of the individual. Included in the
file for each individual are forms, letters, and similar or related
documents.

Adverse suitability information files. Documents containing ad-
verse suitability information that is untrue, unsubstantiated,
unsupported, or is satisfactorily rebutted or resolved by the
individual. Included are documents reflecting alleged overdue
debts, nonsupport, and similar acts of wrongdoing that, if true,
would reflect unfavorably or adversely on the character of an
individual.

Note. Adverse suitability information that is supported,
substantiated, or otherwise determined to be true in accordance
with procedures outlined in AR 600-15, AR 600-20, and AR
600-37 will be filed in appropriate personnel files as preseribed
therein.

Disposition
The maintenance, forwarding, and dis-
position of the personnel reccrds
jacket (DA Form 201) and its con-
tents are governed by AR 640-10 and
AR 635-10.

Permanent. Retire to the US Army
Reserve Components Personnel and
Administration Center on separation
of individual.

Destroy 1 year after transfer or separa-
tion of the individual,

Destroy when superseded or upon sepa-
ration of individual.

Destroy after 1 year.

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

TAGO 4190A
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708  INDIVIDUAL MILITARY PERSONNEL FILES

These files reflect the military service ‘and other pcraonnel data of 1nd1v1dua1
military personnel.

File No, Description Y Disposition

708-01 Military personncl recerds jacket files. Documents pertinent to  The maintenance, forwarding, and dis-
the carcer and current assignment of the individual. The jacket position of the personnel records
accompanics the individual upon change in assignment or status, jacket (DA Torm 201) and its con-
Documents in this file are restricted to those authorized for filing tents are governed by AR 640-10 and
therein by Department of the Army directives. AR 635-10.

708-02 Official military personnel felder files. (Formerly TAG 201 files.) - Permanent. Retire to the US Army
Basic documents relating to the carcer of each military member Reserve Components Personnel and
of the Army. During service this file provides basie documenta- Administration Center on separation
tion for Headquarters, Department of thie Ariny. After comple- of individual.

tion of service it contains permanent historical documentation,
including permanent-type records from the personnel records
jacket. Documents placed in this file are limited to those author-
ized for filing therein by Department of the Army directives.
The individual's efficieney file folder is included.

708-03 Informational personnel files. Documents accumulated at the Destroy after 1 year or on discontinu-
various command levels exercising administrative jurisdiction ance, whichever is first.
or as a result of routing correspondence through normal military
channels. Included are copies of papers in basic records, trans-
mittals, and routine actions. Individual name folders will not be
established for informational personnel files, except when there
are 50 or more papers contained in a file relating to one individ-
ual. Backing sheets will be placed on the folder contents onl) at
the time of chargeout. .

708-04 Service number register files. Rescinded. No longer required.
708-05 Emergency data files. Documents executed by military personnel Destroy when superseded or upon sep'x-
which provide essential emergency information, such as next of ration of individual,

kin, designation of person to be notified in case of emergency,
and individuals entitled to survivor benefits. Included are forms,
letters, and similar or related documents.

708-06 Military personnel auxiliary files. Documents maintained by Destroy after 1 year.
Headquarters, Department of the Army action offices, which
concern the military service of the individual. Included in the
file for each individual are forms, letters, and similar or related
documents.

708-07 Adverse suitability information files. Documents containing ad- Destroy after 1 year or on discontinu-
‘ verse suitability information that is untrue, unsubstantiated, ance, whichever is first.
unsupported, or is satisfactorily rchutted or resolved by the
individual. Included are documents reflecting alleged overdue
debts, nonsupport, and similar acts of wrongdoing that, if true,
would reflect unfavorably or adversely on the character of an
individual..
Nole. Adverse suitability information that is supported,
substantiated, or otherwise determined to be true in accordance
with procedures outlined in AR 600~-15, AR 600-20, and AR
600-37 will be filed in appropriate personnel files as prescribed
thercin.

TAGO 161A
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" 708-14

708-09

- 70810

708-13

... 27 -July 1972

File No.
708-08

mManaa emw\'

Description

Careex?nndr individual files. Documénts relating to the career

.of the individual,.assembled in .a fle to provide information
required .for .ready xeference .by the office responsible for
planning, and determining career personnel actions, such .as
assignments, reassignments, details, classification, promotions,

selection or nonselection, retention on active duty, and related -

career manageanent activities. "These files -duplicate, ‘in -part,
~the basic’ informsdtion in-the officidl military personnél.folder.
"They-dlso contdin additional material-used in-monitoring-the
career of the individual, such as -preference -cards -and -state-
ments, interview records or correspondence with-the individual
concerning present or future assignments -and -retention -on
active duty, and similar type documents. These files -are main-
tained in control branches and are transferred to the gaining
sibra.nch-m the:event- the mdxvcdual 'transfers to & -new -career
tbranch, - .. s - Il . <L -

D-.s?os:.i’wn PP »
o Ad‘tngyw Des‘t?*oyu o T
acttye cﬁ:}

roXton

b eServe Componends
Avmtes ! Desfrro" e GQNUS

&menne\i’ c«.wken w&vijaé

A5 Mo Socther

Service
Lra el av-gi-y) ob’ﬁd@"

W‘{W New )o//r/sl, ?Aao /cy.zyaﬂ

Mobilization designee files. Documents- accumu]atcﬂtbv propo-

nent agencies relating {0 mdblization daxgnatum posmcns.

Included are assignment docnments, peﬂment ‘backg‘roxmd‘

P

career, and termination of the mobilization desxgnahom

" Qualification record extract files. Documents reflecting qualifi-

cations of military personnel. Included are extracts of DA
Forms 20 (Enlisted Qualification Record) and DA Forms 66
(Officer Qualifieation Record) and related documents.

+% 708-11 Qualification record control files. Rescinded.-l\'o longer required.
708-12

Qualification record change files. Documents used by ‘control
branches to update copies of DA Forms 66 (Officer Qualifi-

cation Reeord) and other periinent records. Included are re-

ports of change to quahﬁcat:on records and similar-or related
documents. ] -

. Sta.tus nnd personnel data ﬁles. Documents provxdmg ac(uon
offices with supplemental data or information concerning such..

such matters as qualification, efficiency ratings, duty assign-
. ments,. grade, -date or fank, end similar information on indi-

wduals ‘Included are ‘extracts from other personnel records ;

a.nd mmxlar of related documents. °

Personnel action suspense reporting ﬁles. Documents used to
flag and report information which warrants suspension of per-
ponnel actions. Included are letters, forms, and similar or re-
lated documents.

 ‘National*

 -availahle, to the National Guard Bu-

- smAn ds -under; Arhclew,aUC\U DestroX

" Destroy ‘1 _‘y_e;a.t “sfter -lermination of

C 3, AR 340-18-7

Disposition
Dedtroy upon death, separation, or xg
_ tir&nent, except as prescribed belgw:
‘ArmY_ Reserve officers released from
active Quly, and Regular Army gHicers
appoinidd in the Army Reserve At time
of releasé from acfive duty upon/ resigna-
- ton -of N\Regular HArmy -cgnniission.
‘Forward-fdlowing documenfs, if avail-
.able, 1o apphopriate Army eadqmrtas
for -officers alsigned to Army Reserve
-units, or to ‘US Army MReserve Com-
-ponents ‘Personnél -and/ Administration
:Genter for-officerf not Assigned to Army
Reserve -units: -effcigncy. reporis; aca-
demic .reports; letyers -of -appreciation
.and .commendatigh\ admonitions and
- -reprimands impgSed nder Artilee 13,
“UCMJ; statemdnt «of 3
-asof 28 Feb .1904 college tran-
seripts; a.nd phrsonnel .actions, such as
promotxons, onselectxons aNd category
" -extentions And ﬁemais “'D roy “re-
- améiining ‘Ggcuments.’ :
lard oﬁmvdwsed Jrow adire
dudy. *Fgrward following -documents, if

~reau: /éfficiency reports, academid, re-
ports, letters of apprediation and ehym-
~aneddation,and. admenitions and repg-~’

-‘:r".ﬁlﬁ. o

*“ mébilization -designstion, or on dis-
contmuanee,-w’hmhever is first.

Destroy when individual is transferred or
separated.

Destroy when required posting ana up-
dating operations have been completed.

De'stroy on transfer o separation of
individual when obsolete, or upon dis-
continuance, whichever is first.

Destroy on completion of final action and
submission of final status report.




-~ C 3, AR 340-18-7 . 27 July 1972

File No. Deseriplion o Disposition

)8-15 Personnel suspense card files. Documents used by unit person- % Destroy on separation of individual.

nel offices for each individual to provide & system for assur- Forward with 'MPPJ on change of
ing that personnel actions are accomplished on time. Included MPRY custodxan :

are DA Forms 2431 (Personnel Suspense Card) and similar or

rcelated documents. ] .

708-16 ~ *kPersonnel readiness files. Documents reﬂcctmg personal  Forward with MPRJ in accordance with
affairs information on personnel subject {0 rapid deployment AR 640-10. Destroy when superseded,
in support of contingency plans. Included in each individual's = obsolete, or when individualis separated.
file are checklists; change of address card; identification card; . . . Lo
record -of emergency data; bailment agreement; applications
for storage, transportation, and shipment of personal effects;
applications for basic allcwnnce for qu'u*tcrs and similar or ..

: related documents, , .

v ¢rmanent. Transfer. to .CO, US Army
05 ice’ i : ese Reserve. Components - Personnel and
are maintained by the Office of Administration Center, 9700 Page Bou-
ment ‘of the Army. Included
of the calendar vear in which cont«ract
P Syl _ . +i8 terminated:’ i
*Lme ol‘ dnty‘ files. Documents related to detenmmng lme_ Destroy after .S,years.* -
! of duty status and mvestlgatxng incidents concerning individual ¢ ' . -
-.... members -of the Army requiring line of duty determination. = "¥<- © -
Included- are statements of medical examination and duty . . o ... .3 -
status, reports of investigation—line of duty and misconduct’ -~ .~ -
status, notxﬁcatmns of findings, and similar or related docu- e T - S
“ments. Co

"DEPOSIE.‘&ON.—-— Transfer o to Washington National‘:&ecords_venter

- v,,m',‘?—e?s—f&_ “(WNRC)=:. --When 20 years. aeld ‘WNRC will. transfer :to National

“Pe.rsc)nuei,Rem:ds Center (NPRC) for use in” reconstructang
miidt ame;sonne‘l reco;ds- Y. NPRC will. destr;oy, anys records ~
fcundrtmbg»dupi.igatg.z' or: £ Q. value :i.n reco:ds;:tg—-'
recons truction.“fi’:::‘:. iz :

..-.»J-«v

708-19 Correct"io sof. m'I'l 3 fary recoras dase file.s.‘ *‘Docu-
ments reflect‘ing “action tiken by-the Army boardg and t'ne
Secretary of the Army on applications for correction of .
military records.’ Included in each-'case are applicat:.ons, T
transcripts of- testimony, documents considered by the board

briefs and written arguments, findfings, ‘coficlusions and Tec- 7 i
' comendations of theihoard, and similar documants. Tl :
. bqgqlR-05
Wl 70%-q4 Sumbdc(’ t\{a.\umsm Boand Files. Destmi a§>{u 20
' TR &Q 6:& : Yeerd on QFA

: t;u‘ “U-—AU-?I fr’zwl

: S _ g lolﬂ
LT Inden men e d w!'-'- D ALt - S VRS CL RS i S T omalien ,1-\"' ‘.'-{’t

7%“\“) Srmcs éﬁk&\ﬁ—}u\/ “’WFW Ta NPRC. _,.@2&

levard, St. Louis MO 63132, at the end .
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709-02

709-03

T 709-04

e TAGO b2A

C 4, AR 340-18-7

709  INDIVIDUAL USMA PERSONNEL FILES
These files relate to candidates for admission to the US Military Academy

and cadets who attend the Academy.

Description
USMA candidate files. Documents relating to candidates for the

United States Military Academy. These files are maintained by

TUSMA and the Headquarters, Department of the Army office
responsible for staff supervision of this function. Included are
applications, nominations, appointments, acceptances, physi-
cal examinations, and similar or related documents.

USMA candidate index files. Documents reﬂecting'infdfmaéic;n -

on each candidate for entrance to the United States Military
Academy, maintained by the Headquarters, Department of
the Army office responsible for staff supervision of this func-
tion. Included are cards and similar or related documents.

USMA cadet files. Documents relating to appointment and at-
tendance of each cadet at the United States Military Academy.
Included are folders of files comparable to the official military
personnel folder for members of the Army. Files in this cate-
gory are maintained by USMA and the Headquarters, Depart-
ment of the Army office which has staff responblblhty for
this function.

USMA cadet register files. Documents reflecting all cadetships
at the United States Military Academy, maintained by the
office responsible for supervising this function at Headquarters,
Department of the Army level. Included are cards and similar
or related documents.

Disposition
Wlthdraw and transfer to USMA Cadet
Files (file No. 709-03) on admission of
the candidate to USMA. Destroy re-
maining files on expiration of age eligi-
bility or after 3 years, whichever is
later.

Déstroy in CFA after 15 years. Review
file at least once cach 5 years for this
purpose.

Headquarters, Department of the Army
office: Permanent. Files of individuals
who are commissioned become part of
the Official Military Personnel Folder.
Files of individuals not commissioned
are transferred to the USMA 5 years
after termination of attendance at
USMA.

* USMA: Permanent. 'Transfer to
Dean of the Academic Board 1 year
after graduation, retire to USMA Ar-
chives after 30 years.

Annually withdraw and destroy records
20 years old.
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C 4, AR 340-18-7

31 July 1973

710 INDIVIDUAL RESERVE COMPONENT PERSONNEL FILES

These files relate to individual personnel in the National Guard of the United

States and the US Army Reserve

File No: Description

Disposition

710-01 ARNGUS officer personnel files. Documents maintained by the v Permanent. Transfer to US Army

~.. National Guard Burecau relating to the service of officers and

“warrant officers in the Army National Guard of the United

States. Included are qualification records, orders, correspond-
ence, and similar related documents.

710-02 Reserve officer career management files. Documents pertaining
to the evaluation and rating of Reserve officers. Included are
Army Reserve officer evaluation reports, academic reports,
copies of letters of appreciation and commendation, copies of
admonitions and reprimands, officer efficiency reports, and
similar or related documents.

’

710-03 Medical officer classification data files. Documents retained by
Area Command Surgeons which reflect data on changes in
professional qualifications of commissioned officers of the
Army Medical Department Reserve. Included are qualification
records and similar or related documents.

16

Reserve Components Personnel and
Administration Center after scpara-
tion from ARNGUS.

Destroy on final separation from the
Army Rescrve.

Note. Forward in accordance with
AR 140-241 when individual transfers
within the Army Reserve, enters on
active duty, transfers to ARNGUS, or
is assigned to the Standby or Retired
Reserve.

Forward to gaining Army Area Com-
mand Surgeon on transfer of officer.

Destroy on separation of officer from
Reserve status.

TAGO 52A
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__ 23 September 1975 , C 6, AR 340-18-7
‘ 711 MILITARY PERSONNEL MANAGEMENT Fli‘ES

Tliese files include personnel management studies and documents reflecting
trends in various facets of personnel management.

File No. Description Dispasition

711-01 Personnel management study files. Documents reflecting the Offices initiating studies: Offices perform~
analyses and developraent of personnel management concepts, ing Army-wilde staff responsibilily: Per-
standards, and systems. Included are feasibility studies, survey manent. Lower echelon ojﬁces’ Destroy
reports, analyses, evaluations, determinations, and similar or after 20 years.
related documents. ) Other than initiating offices: Deatroy'

after b years,

711-02 Military personnel trend files. Documents reflecting trends in  Summarized trend reports and studies
personnel strength, rcenlistments, separations, distribution, prepared in DCSPER: Permanent.
efficiency reporting, promotions, and similar actions. Included Cut off when no lopger required for

are copies of reports reflecting personnel data in connection  current opemtmm.(Pcf‘ NCi-Av=75-¢3, RA
with years of service, overall strengths, totals in MOS and Copies of reports from which summaries //17/71
grade, reenlistments and separations, average scores, Selection and studies are prepared Destroy
Board actions, cligibility for additional pay, temporary promo- after 10 ye*trs. /

tion eligibility, DA appointments, efficiency reporting, Army

aviators in flight status, and similar personnel data.

7i1-03 Equal opportunity complaint case files. Rescinded. Use 514-03.

711-04 - Equal opportunity reporting files. Rescinded. Use 614-01. :

711-05 Command personnel management inspection files. Documents Offices performing CPMI: Destroy after !
relating to performing and reporting on command personnel next CPMI.

management inspections. Included are notifications of inspec- Other offices: Destroy after 2 years.
tions, worksheets, draft reports, final reports, reinspection re-
ports, and similar or related documents. . _ §

TAGO 91A . 17



6, AR 340-18-7
712 MILITARY PERSONNEL QUALIFICATION AND CLASSIFICATION

File No,
712-01

+*712-04

FILES

25 September 19873

These files relate to ascertaining qualifications of the individual, selecting
qualified persons for specifie assignments and duties, and measuring individual

proficicney.

Description
Classification score card files. Documents reflecting scores in rifte,
pistol, machinegun, mortar, and other firing. Thcluded are score
eards and similar or related documents.

Military job deseription files. Documents reflecting duties of
military positions. Tncluded are job descriptions and shmilar or
related documents.

MOS classification board proceeding files. Documents refleeting
evaluation or reevaluation of enlisted personnel and action to be
taken, such as reclassification, reassignment, reduetion, or dis-
charge, where readjustment or reclassification is indicated be-
eause of mental, physical, or emotional instability, psychiatric
reasong, or incflicicncy. Included are proccedings of MOS classi-
fieation boards and similar or related documents.

MOS Information Files. Documents used in developing and main-

‘tuining commissioned officers, warrant oflicers, and enlisted
MOS structures that identify and deseribe military positions
for Army-wide use, and establishing personnel gualifications to
facilitate the sclection, training, distribution, assigmnaent, man-
agement, and professional development and use of personncl.

Tneluded are studies involving research, classification, job analy-

sig, job evaluation, and similar data nceded to desisn and
improve existing occupational and personnel  mousgoment
methods, {eelmiaues, and systenms.

Dispositioa
Destroy on publieation of special order.

Destroy when superseded or obselete,

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

MILPERCEN: Destroy 2 years after
canececllation of the related MOS.

Other Offices: Pestroy when no longer
needed for reference.

TAGO 914
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27 Sepicmbex 1976 . C 7, AR 340-18-7
= 713 MILITARY PERSONNEL TESTING FILES

These-files relate to determining the aptxtude~ qualifications, and proficiency
of mdn‘:dual military personnel

T AL

rige

Ceritreg

File No., Deseription Disposition
713-01 Test development files. Documents reflecting coordination and@®,Office responsible for dev elopm" test:
‘ development of specific tests or test jtems to determine qualifi- _Permaneng, Son G RRRSuhtn 204t 628
cations or measure aptitudes and proficiency of individuals, th.Other offices: Destroy after 2 years or
items, test aids, test announcements, and similar or related on discontinuance, whichever is first.,
documents. Nei-AU- '7 q-2

713-02 Scored qualification {est ﬁles. Documents used to determine Destrm ——

qualifications to be recorded on the individual's qualification & Mon QC“(" r(ce. P’" ﬁ'
/ h ecord. Included are scored qualification test sheets or booklets, I,,(J INe (fk al Cold: ev : 2 eor *.

and similar or related documents. NCI-A - ¥0- ﬁ(‘/ or e d % “"5"”'10 d

713-03 Test material inventory files. Documents resulting from daily Destroy after 1 year. ‘w"‘LM' 3 '{"”l
» inventories and examinations of test booklets and scoring keys ’
. in current use and other periodic inventories taken of all ac-
countable test maferials. Included are daily inventory sheets,
periodic inventory papers, and similar or related documents. = - - -

LA

s MRS

tl

o

I

[

713-04 Test material stock control files. Documents reflecting the balance Destroy after 1 year.
of test booklets and scoring keys on hand. Included are forms
used for test booklet and scoring key running inventories.

!

-pe—-

71305 Test material accountability files. Documents accumulated from Destroy 1 year after all booklets or
accounting for each test booklet and scoring key. Included are scoring keys listed thereon have been '
test booklet and scoring key ledger sheets, reports of investiga- destroyed.
tion coneerning loss, and similar or related documents,

713-06 "Test score transmittal files. Documents used in transmitting test Destroy after 1 year or on d.:scontmu-
scores to custodians of personnel records, to selection and evalua- ance, whichever is first,
tion boards, and other agencies authorized to receive test scores,
Included are copies of correspondence and related documents.

R AR as anaclied

i

713-07 Qualification test answer files. Documentis relating to mental Destroy after 1 year. .
qualification tests administered to applicants for enlistment anc” 1 Note. Answer sheets for test ad- B
registrants. Included are scored answer sheets or booklets pet-§ ministered to Air Force personnel will i
taining to the Armed Forces Qualification Test, Armed Forces be forwarded in accordance with AR
Women’s Selection Test, Non-Language Qualification Test, 601-270.

-

Terminal Sereening, Army Qualification Battery, Women's
Army Classification Battery, and similar tests.

713-08 Test material destruction files. Documents reflecting the destruc- Destroy in CFA after 2 years or on i
tion of such testing materials as test manuasls, test booklets, discontinuance, whichever is first. 3

scoring keys, answer sheets, and similar items. Included are
destruetion certificates and similar or related documents.

% 713-09. Test background data files. Documents accumulated by the office Destroy 25 years after the test is
performing Army-wide staff responsibility. Files are used to discontinued.
conduct continuous evaluation and abalysis for the purpose of
management improvement of Army-wide test programs. In-
cluded are documents reflecting test development, test estab-
lishment, test procedures, coordination with other agencies, and
similar or related papers.

%713-10  Specimen test material files. Documents accumulated by the office  Destroy when no longer needed for
performing Army-wide staff responsibility. Files arc used for reference.
research, reference, and study. Included are specimen seils and
extra copies of current and obsolete Army personnel test mate-
rials, such as test maunals; test booklets, answer sheeis, and
scoring deviees.

- TAGO $49.
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C 7, AR 340-187 - S 27 September 1976 . _

714 MILITARY PERSONNEL DISTRIBUTION AND ASSIGNMENT
' FILES

These files relate to distributing available individuals to meet personnel re-
quirements; and assigning, transferring, or detailing individuals for duty with
spec:ﬁc units or activities.

.P;zem.‘_ RN = Daa—lpﬁon j-“‘ e Disposition
71401 detary personnel dlstnbuhon control files. Docu.ment.s related Destroy after 1 year or on discontinu-
: to determining and effecting the sctual distribution or re- ance, whichever is first.

“+ —.... distribution of personnel. Included are notifications of allo-
: -cations and levies, reports or rosters -of ‘personnel ‘available,sii isui moltoniteiag Dot Tt oaan
- requirements - (requisitions); distribution. .xnstructmns, short"" O .' Lo, 2

. - ‘, : Bhlpme.nts and smﬂm‘ or_releted documents. e

N T Wi f

714—02 A Mmia.ry personnel assxznn;::ﬁ ﬁJe;Z Documents trméed to :::i A. Destroy 1 year after trans-
AR ! signing - or reassigning-s ¢ - officers;-: warrant - officers, £ n of

enlisted personnel to their places and/or types of duty. Included N egio F£e§ar?fég—Ag—8O—dl)

are requisitions; nominsations;. applications 'and -preference inavidial. @ ¢

statements of individuals; .assignment orders or instructions; B. U.S. Amy Perscnnel Center:

deferments, delays, or restrictions' (like sole surviving son or Destroy after 3 vears in
conscientious objectors); terminations. or ex‘f»ensmns thereof and current files. (*JCl—AU—'Ezl -69)
sxmﬂarorrelateddocuments ~--‘~~:-x‘ . . p C .

714—0.;». Military personnel assxgnment accessory files. Documenta u.sed Deatroy when superseded obsolete, or
. for determining assignment of individusls. Included are rosters, * no longer needed.
T lists, tabulatlons of personnel and sm)ilsr or related document& .- oL

714-04 Bra.nch h-ansfe: reqnest files. Documents related {0 prooessing- Destroy sfter 1 year or on discontinu-

o specific cases involving branch fransfers. Included are requests,® ance, whichever is first.

reoommendahons cocurdmatnon, and sunﬂs.r or related docu- e e T e g .
ments.

ITHE P | PR

hentrood iMoo o orrnor e o e n g T T T I T o e ittt ~

S

71405 Branch detad request ﬁ]es_ Document.s related {0 processing Destroy after 1 yesar or on discontinu-
o+ specific cases involving branch detafls," Included are requests, - ance, whichever is first.
: applications, recommendataons, ooordmshon papers, a.nd simﬂar. T N - L -

. or related documenta. R A

"l
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~ " 30 September 1974 : C 3 AR 240-18-7

715  MILITARY PERSONNEL ACCOUNTING FILES

These files relate to recording and reporting the Jocation and the duty or non-
duty status of military personnel, dependents of Active Army military per-
“sonnel, TS citizen civilian Army employees and their dependents, and cadets
of the T3 Alilitary Academy.

- FileNe. . B i B © Deaiplion o - Dix position - PRI

71501 .- Morning reporting files. Documents vsed for Gaily accounting of A.) us Amy Reserve Components
niilitery personpel and GSMA cadets. Included are DA Turms L. .
1 (Meoming Report) and similar or relaied documents. - Personnel and Ad]&;nlstratlon

. Center:
: - : 1.) Hardcopy. Destroy after
~»:51:<: NC /Qéi_gﬁg'é)/. : : convergion to microfilm
. ’ S and verification for
accuracy.
2.) Microfilm. Transfer to-
o NPRC when 9 years old.
A L ) _ i Destroy when 75 years old,
ST s T R el except that records used
CoTTTeEe R T ' h in records reconstruction
will be retained until
no longer needed for that
purpose.

B.) Unit personnel section personuel service -
division, personncl service company,
and similar coronnizations: Destrox

N after 1 yvear. ¢r on discantinuance,

: whichever is Hest.

C.) Uit prepsring report: Destroy afier 1
year.

D.) USMA: Cut off annually.
Retain 1 year in CFA then
retire to USMA Archives.
Destroy when 75 years old.

715-62 . Organization roster files. Documents regecti.nd,g ?Jijitary.fp?rsonnﬂ RCPAC: Cut off at end of calendar
- on duivr with esch organization and used for veriiylng an i . . Des
¥ ; < ar. Retire to NPRC. estTo)
iling pers 1 sccounting. Included are rosters and ye
T » 75 years after date of cut off.

simslar or relaied documents. . ;
Other offices: Destroy after 1 year,
or on discontinuance, which-
ever is first.

e cwam

71503 Personnel dafa and locator card files. Documents reflecting Destroy 1 year after tmnsf-er,.d?parturc,
morning report remarks and other information on members or separation of the md_twd}m.l or
4 : - > R .. s
and former wembers of 8 unit. Included are personnel data destror on disconiinuance, whicbever

ie frst.

" eards, lueator eqrds, and related ducuments.

21A



A.) Office responsible for com-

piling Army-wide data: Cut
off annually, hold 1 year in
CFA and then retire to WNRC
with next regular shipment.
Destroy 25 years after cut
off.

B.) Reportirng organizations and
Military Strength Monitors at
installations § MACOM. Destroy
after 2 years.

C.) Other offices: Destroy when
no longer needed for
current operations.

71504 Army strength reporting files. Documents compiled to report,
Q\,KR{, aciual or projected strength of the Army and varinus sezments
A\ Vite or eategories thereof. Included are printonts, Jistines. »ug
s\~ H PO vl »
) ) . \._" b\& similar or related documents.
\» N !~\\ \ o
3w
715-05 Individual personnel change £1€5] Documents prepared for re- Destray after 1 year. Earlier destruction

porting a change 19 and updating of the daw processing ac-
tiviiy fiie. Inciuded are pupched eards, DA Forms i-1, and

similar or related documents.

715-06 Personnel Data Card files. DA Form
2475-2 (SIDPERS Personnel Data Card)
reflecting historical data and infor-
mation bearing on the legal and fin—
zncial rights of the individual; other
personnel information; zad actions Te-
ported as SIDPEIRS change report remarks
on members assigned/attached to a mili-
tary unit. Only the SIDPERS Persomnel
Data Card will be maintained and retired

under this file number.
- - -—— EY . Fmmtima B s e e

= 21R

is authorized.

Place -in inactive file when
individual departs unit.
Hold 1 year in CFA; retire
to National Personnel
Reccordr Cemter (M7R)
with next regular shipocnt.
Destroy 75 yezrs after lastc
entry or date of GSA FRC
accession. . : \




715-07 Personnel system reporting files. Computer—

generated reports pertazining to
strength accounting, organizational
and personnel record keeping, in-
formation exchange with other zuto-
pated systems, command and staff
reporting designed for use by the
functional manager, personnel mana-
ger and data analysts (but not in-
~cluding the Personnel Strength Zero
Balance Report, SIDPERS C-27).

715-08 Personnel strength zero balance report,
This report (SIDPERS C-27) is a product of

the Standard Installation/Division
Personnel System (SIDPERS) which is

a standard, automated, integrzted per-
sonnel svstem designed to provide per-
sonnel data support at corps, division,
brigade, battalion, znd unit levels.

. 1t replaced the Morning Report (file
‘number 715-01) for which phase-out

began-in 1973, SIDPIRS is zaz integrel

=3
part of the Army's Personnel Informationm
t

al
Svstem. Its two major functions are
(1) strength accounting, and (2) cor-
rect duty status of each mecber of the
Army on the last day of each meonth.
OCnly the SIDPEZRS C~27 report will be
meintained and retired under this file
number after 'reconciliation" by the
unit.

210C

Dispose of in CFA in accord-
ance with DA Pam 600-8
series.

Servicing MIL®O: The "recon—
ciled" C-27 Report will be
cut off amnually or when
the reporting unit/activity
is reduced to zero strength;
held 1 year in CFA or REA:
and retired to Natiomal
Personnel Records Center
(MPR) with next regular
shipment. Destroy 56 yeaxs
after cutoff.

All other offices: Destroy
when no longer needed for
reference.
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MILITARY PERSONNEL LEAVE AND ABSE

Thiese files relate to the granting of leave and passes to military personnel and

RS TN

71601

*716-02

*716-03

71604

716-05

71607
*716-08

to unauthorized absences from duty
Dexeriplion
Leave order files. Rescinded. Use 103-01 or 701-07, as applicalle.
Leave of absence files. Copies of DA Form 31 used in requesting and
granting leave for military personnel.

Enlisted personnel pass files. Documents authaorizing enlisted per-
sonnel w be absent on other than leave.

Military personnel register files. Documents used to record ab-
senees from military installations or activities on other than
leave containing signatures; time of departure or arrival; name,
grade, rank of individual; destination and address while absent;
length of absence; and similar information. Inciuded are registers
and similar or related documents.

AWOL ttatxstscal reporting files. Documents used to provide statis & Office performing Army-wide stan re y o7

tical data concerning military personnel absent without leave.
Inciuded are fecder reports, letters, forms, and similar or related
documents.

‘Absentee status files. Rescinded. Use 708-03 or 701-07, as appli-
cable.

Individual sick slip files. Rescinded. Use 101-01, if needed.

Leave cortrol log files. DA Form 4179-R, used to control absences
rom unit or activities containing name, grade, SSN of individual
authorized for absence; control number; date of departure and
return; length of absence; and related information. Includcd are
logs and similar or related documents.

»QOther offices: Destroy after 1 year, or on

Dispusition

Destroy after 6 monibs, or on discon-
tinuance, whichever is first. Nerersearenaennaenees

Destroy upon return of the individual
from pass, except when reguired as
evidence in proceedings.

Destroy after 6 months, or on discon-
tinuance, wiichever is first,

sponsibilit ermanent. T LARS wlan RO
viP e

discontinuance, whichever is first.

wc«—au-lz%—,ﬁt
C 7/
[

i 3¢
‘b}k"u'\

Destroy after 1 year, or on discontinu-
ance, whiclhiever is first.

TAGO 1614



- .. 30 September 1974 C 5, AR 340-18-7

717 MILITARY PERSONNEL PROMOTION, ELIMINATION, AND
IR DEMOTION FILES

These files relate to prescribing conditions and procedures for the promo-
tion or demotion of military personnel and the application of these principles
to specific cases.

File No. Descriplion Disposition
717-01 Promotion list curcrical files. Documents reflecting continuous Destroy on separation of the individual,
... . . seniority sequence of individual officers for promotion purposes. or when superseded or obsolete.

Included are cards, listings, and similar or related documents.

. 717-02 Promotion eligibility roster files. Documents relating to indi- De:tmy m{ter2y'
viduals eligible for consideration :or promotion. Included are ——— 77—

recommendations and similar or related documents. (e Fun o WWM& 0 yead )

. 717-63 % DA seclection board reporting files. Documents relating to con- Office perforuu/ng{ Army-\nde staff re-

} sideration of officers, warrant officers. and enlisted persounnel for sponsibility:#Permanent. Cut off an-
promotion and elimination. Included are selection board pro- nually. Retire to Washington Na-
cecdings, lists of officers and enlisted personnél recommended  _ tional Records Center after 5 years in
for promotion, and similar or related documents. CFA. (Rr NCl'ﬁ"'ﬁrQS FAW 1/, (/44 )

bl ’ . Other ofﬁc@ Destmy afber 2 vears.

717-04 Nominzatiorn and confirmation files. Documents reflecting officers Permanent. (:P‘;}‘ NCI‘@"‘Z@ ~463

nominated by the President for appointment or promotion in o }
the Regular Army and officers whose nominations have been ’ —K/A}' I/ ﬂ/ 71
confirmed by the Senate. Included. are rosters, lists, and similar 'h W 20
or related documents. )/“JV( aﬁ&, Crectivh,
717-05 Fromotion eligibility determination files. Documents reﬁectmg Destroy afterl\ea.r..-,
determinations as to whether specific individuals are eligible for ' - I S

o o promotion. Included . are brief sheets, supporting papers, and
similar or related documents.

717-06 Enlisted promotion files. Documents related- to considering en- Destroy on promotion of individual.
listed personnel for promotion. Included are approved requests, Forward with MPRJ on ch‘znge of
disapproved reques&s, orders, promotion lists, and similar or MPRJ custodian.

related documents.
717-07 Reserve Officer promotion files. Documents accurulated by Army Army headquarters: Destroy after
' area headquarters and Reserve selection boards relating to the 2 years.

promotion of commissioned officers {other than general officers) Reserve selection hoards: Destroy after
and warrant officers of the Army Reserve not on active duty. 1 year or on discomtinuance of the
Included are selection board proceedings on personnel selected board, whichever is first. However,
and not selected for promotion; individual status cards used for premotion control documents per-
-control purposes; statements relative to security clearance of taining to officers who declined
individuals; appraigals or recommendations of officer's unit promotion will be destroyed on later
commander, unit advisor, or Reserve corps commander; certifi- acceptance of the promotion, or after
. cates of physical condition; recommendations of selection 4 years, whichever is first.

bo'xrds reports of board proceedings; and documents relating

%o the officer’s experience and qualifications.

717-08 Reserve general officer promotion fles. Documents relating to the Destroy after 2 years.
) promotion of general officers in the Army Reserve not on active .
duty. Included are notifications of forthcoming meetings of the
selection board, requests for recommendations, lists of officers
recommmended for promotion, recommendations, congratulatory . L. LT
letters, and similar or related documents. e )

717-09 Reduction in grade files. Documents related to disapproving rec- Destroy. after 3 months, or on discon-

ommendations for reduction in grade of enlisted personnel. tinuance, whicheveris first. - A
Included are disapproved reque;ts and similar or related . -
documents.

TAGO 161A . ' 23 .
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30 Septemher 1974 C 5, AR 340-18-7

File No,
719-01

719-02

TACO 1014

715 MILITARY PERSONNEL SURVEY FILES

These files relate to surveys to determine characteristics and attitudes of
Army military personnel.

Description Disposition
Military personnel survey fies. Documents relating to periodic Qomcc performing Army-wide staff re-
personnel surveys, including characteristics, opinions, attitudes, sponsibility : SRt

and similar matters pertaining to the military population. In- f Summeries and conclusions of the sur-
cluded are completed questionnaires, punched cards, summaries veys: Permanent. (e NO-AU-75-6:3 4w I/}?/’?Y
or conclusions of the survey, and similar or related documents. 7 Other files: Destroy when essential /d.ata
have been extracted.
< Reporting offices: Destroy on comple-
tion of the survey.

Personnel service tecknical reference files. Documents relating Destroy when no longer required for
to personnel service surveys. Included are extra copies of surveys, ‘reference.
survey requirements and objectives, extra copies of directives
and instructions, data processing plan, questionnaires, notes,
statistical data, and similar material collected for factfinding or -
background purposes.

N
[
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C 5, AR 340-18-7

720-962

File Nn,
72¢-01

% 720063

720¢-04

720-65

720 06

720-07

720-08

4720-09

720

These files relate {o maintaining military
of prizoners.

discipline

Description
Disciplinary status files. Documents reluting to the status and

osition of cases involving disciplinary or possible  disci-
plinary action admonition, or reprimand of militoy  per-
sonnel. Included are cards, rosters, and similar or related

documents.

Physical mspection files. [Documents relating to general and special
inspections of enlisted personnel of an organization. Tneluded
are reports and similar or related documents.

Confinement populaiion and eperational reporting files. Docuaents
providing statistical data on the number of prisoners confined
in Anny confinement facilities and data on the operations of
Army confinement facilities. Ineluded are basic reports; eon-
solidated and/or speeiz! reports: sintistienl compilations or tabu-
lutions, etiers, forms; anud <ivi’ar or related doanvents.

Individual correctional ireatment files. I ocuinents relating to the
admini=tration of individual miliary i instailation
confinement facilities and corrcetiona. facilities. Tn-
cluded are eourt-martial orders, releas confinement
orders, medical examiner’s reports, requests and reecipt for
health and comfort supplies, reports and  reconnnendations
relative to disciplinary actions, clothing and conipment issue
records, torms indicating authorized correspondence by prisoner,
mail records, personal hiztory records, individual prisoner utilizo-
tion records, requests for' interview, | identifiention
records, parolee agreements, and related individual prizoner per-
sonnel reeards, The correctionul {realment file is maintoined in a
separate filo apaet from the Mililary Persannei Records Jockel,

prisoners
training

¢ ord

S H S

Discinlinary beok files. Documents used by eonfinement officers
for reeording, in sequence of ocenrrence, all Lreaches of dis-
cipline and the action taken. Ineluded are registers snd similar
or related docnments,

* Confinement facility blotier files. Documents used by coniine-
ment officers (o provide o log of significant events or actions,
such ax headeounts, bed cheeks, roll ealls, stalf visits and inspec-
tions, fires, eseapes, riofs, dizorders, suicides, aud
dents. Tneluded are blotiers,
documents,

stredbaer inei-
log-books, and simitar or related

Prisoner visitor register files. Documents reflocting all prisoner’s
visitors, Inelnded are registers and similar or related doenments,

Prisoner employment files. Docuuments used by confinenment ofli-
cers to record work or nonwork assighments of prisoners.
Ineluded are registers, cards, and similar or related documents.,

Prisoner status reporting and roster files. Reports of the status of
military prizoners in confinement racilities, submitted to or hy
organization or post commanders or their appropriite stafl
offices for the purpose of expediting military justice, justfyving
confinement, administrative reasons, or statistieal purposes,
These files include daily strength reports, reports of eseaped
prisoners, reports of prisoners returned from exeape; and roster
of prizoners.

and the

30 Septemher 1974

MILITARY PERSONNEL DISCIPLINE FILES

confinement

Dixpsition
Destroy after 1 year, or on discontinu-
ance, whichever is fivst,

Pestroy after 1T year, or on discontinm-
anece, whichever is firs

Oilice performing Ariny-wide staff re-
sponsibility: Conselidated and. spovial
reports: Permanent. )

OQtler reports: Destroy after 10 years,

USDB=: Destroy after 6 years,

Other  confinement  facilities: Destroy
after 2 years, or on discontinuging:
whichever is first,

Destror 4 years ofter release of il
prizoner from confinement,

Mote. Transfor of a prisoner from one
confinement fucility to another will
not be eoustrued as release from con-
tirement. When the prizoner is'{rans-
ferred to auother such faeility, for-
ward file to the recciving confinement
facitity.

Destroy after 5 yvears,

Pestroy after 5 years.

Prestroy
form

I year after last entery on ahe

or - register, as applicable, or
destroy on disecontinuanee, whichever
is first,

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

Prisoner rosters: Destroy after 6 ye

Other files: Destroy after 2 yeurs, or on
discontinnanee  whichever Iz first,
However, prisoner reports and daily
sirength reports at USDB’s will be
destroyved ufter 10 years.

PAGO Je10 5
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2N
: File No. Description
720-1¢ Progress evaluation files. Documents relating to prisoners re-
stored to duty. Included are semiannual progress reports and
similar or related documents.

720-11 Prisoner pepulation files. Rescinded.

Tse 720-03.
720-12 Prisoner personal property and fund files. Documents pertaining

.To the custodianship of personal funds and property of military
prisoners confined to Army confinement faeilities and reflecting
accountability for the receipt, disbursement, or other disposi-
tion of such funds and property. They include individual and
summary receipt vouchers; statement of prisoner’s accounts;
petty cash vouchers; summary disbursement vouchers; record
of prisoner’s personal deposit funds; request for withdrawal and
notification®f expenditure of prisoner’s personal funds; prisoner’s
cash account records and personal property list; personal
property transmiital slip; request slip for withdrawal of
personal property; personal property permit; request and
receipt for health and comfort supplies; activity reports;
custodians certificates; checkbooks, including canceled checks
and check stubs; bank statements; and similar or related

TAGO 449A

C 7, AR 340-18-7

Disposition
Officers requiring report: Destroy 2 years
after rececipt of final evaluation, or on
discontinuance, whichever is first.
Reporting offices: Destroy after 1 year,
or on discontinuance, whichever is
first.

Destroy after 10 years, except Byisoner’s
Cash Account Record and Pijsoner’s
Personal Property List will be de-
stroyed 10 years after closing of the
individual accounts. .

W
~1
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File No.

721-01

721-04

721-05

721-06

721-07

721-08

721-09%

721-10

28

27 September 1976

721 US DISCIPLINARY BARRACKS FILES

These files relate to the rehabilitation of prisoners confined in the US Dis-

ciplinary Barracks.
Description
Prisoner admission files. Documents reflecting the admission of
prisoners. Included are registry books and letters acknowledging
receipt of prisoners and records and similar or related documents.

Reference card files. Documents reflecting data on each prisoner
confined. Included are cards and similar or related documents.

Cross-reference card files. Documents indicating release date of
each prisoner confined. Included are cards and similar or related
documents.

Report check sheet files. Documents used for controlling and re-
cording reports requested and received from individuals or
agencies concerning each individual prisoner. Included are check
sheets and similar or related documents.

Parole reference data files. Documents used by parole sections to
provide information on parole actions on each prisoner. In-
cluded are DA Forms 1702-R and similar or related documents.

Civilian clothing requisition files. Documents used to requisition
and obtain receipt for civilian clothing issued to prisoners upon
release. Included are requisitions, receipts,-and similar or re-
lated documents.

Transportation receipt files. Documents used in lieu of railroad or
other transportation tickets which are delivéréd to the carrier.
Included are receipts and similar or related documents.

Prisoner mail files. Documents accumulated by postal sections.
Included are prisoner’s mail record, inmate’s receipt voucher,
summary receipt, incoming package record, individual stamp
account, individual stamp expenditure, checklist for rejected
letters, publication record, cumulative individual postage stamp
record, and related or similar documents.

Prisoner appointment pass files. Documents used to authorize and
control movement of individual prisoners to places of interviews,
visits, examinations, and other authorized movements without a
guard escort. Included are passes and similar or related docu-
ments.

Official count files. Documents used to record actual counts of
prisoners. Included are registers, loghooks, and similar or related
documents.

Disposition
% Destroy 10 years after disc ontinuance
of the disciplinary barracks. Do not
retire.

Destroy on discontinuance.

Destroy on release of individual from
confinement.

Destroy when obsolete.

Destroy on release of the individual
from confinement or from parole
status.

Destroy on release of individual from
confinement.

Destroy after 3 months, or on discon-
tinuance, whichever is first.

"Prisoner’s mail record: File in prisoner’s

correctional treatment file upon re-
" lease or transfer of prisoner.
Checklist for rejected letters and publi-
cation record: Destroy after 3 months,
or on discontinuance, whichever is
first.
Other files: Destroy after 3 years, or on
discontinuance, whichever is first.

Destroy after 1 month, or on discon-
tinuance, whichever is first.

Destroy after 1 month, or on discon-
tinuance, whichever is first.

TAGO 449A
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File No.
721-11

721-12

TAGO 331A

Deseription

Individual correctional treatment files. Documents accumulated
by US Disciplinary Barracks on individuals in confinement,
consisting of some semipermanent and some temporary papers
as defined below. The correctional treatment file is maintained
in a separate file folder apart from the Military Personnel Rec-
ords Jacket. Semipermanent documents are those of continuing
value after the release of the individual pertaining to (1) admis-
sion, such as general and special courts-martial orders, record of
general prisoners, extract copy of morning report, prisoner
identification ecard; (2) classification, such as preliminary inter-
view, request for Red Cross social history, fingerprint card, police
report, former commanding officer’s report, parent’s report,
wife’s report, relative’s report, classification recommendations,
admission classification summary and continuation sheet, re-
quest to transfer prisoner, authorization to transfer prisoner
from Federal institution to a disciplinary barracks, reports from
outside sources responding to requests for information, social
history, and clemeney actions; (3) mail, such as prisoners mail
and correspondence record, and express or mail receipts; (4) per-
sonal property and funds, such as agreement for disposition of
industrial earnings, and prisoners personal property lists; (5)
discipline, such as disciplinary report, record of conduet, punish-
ment inspection record, descriptive list of absentee wanted by the
US Army, and report of return of absentee; (6) medical, such as
report of medical examination, psychologist’s reports, psychiatric
and sociologie report, and psychiatrie determination; (7) parole,
such as certificate of parole, certificate of release from parole,
report of parolee, application for parole, waiver of parole, cor-
respondence with parole advisor; and (8) other papers not speci-
ficially identified below as temporary documents. Temporary
documents include general prisoner’s individual clothing and
equipment record, requests for withdrawal of personal property
or funds agreement of employer, chaplain’s report, education
and rehabilitation report, letier of transmittal of records and
acknowledgment of receipts, letter to employer, letter of warning,
notice of prisoner of change of status, notification of next of kin
of escape, present adjustment report, report of arrival of parolee,
request for statement of account and for other records and status
letters, and work and assignment progress reports.

Individual prisoner personnel files. Documents accumulated by
the office performing Army-wide staff supervision over indi-
viduals confined in US disciplinary barracks or Federal prisons.
Included are papers relating to the sentence, status, clemenecy,
and other actions pertaining to the confinement, and similar or
related documents.

C 8, AR 340-18-7

Dispesition

Semipermanent portion: Destroy after
25 years. TFiles pertaining to mili-
tary personnel will be forwarded to
National Personnel Records Center,
111 Winnebago Street, St. Louis,
MO 63118, 3 months after releage
from confinement; or if individual
is released on parole, the files will be
forwarded 3 months after expiration
of parole. Files pertaining to eivilian
personnel will be retired to National
Personnel Records Center (Civilian),
111 Winnebago Street, St. Louis,
MO 63118, 3 years after release from
confinement; or if individusal is re-
leased on parole, the file will be
retired 3 years after expiration of
parole.

Temporary portion: Destroy 3 months
after release from cenfinement; if
individual is released on parole, de-
stroy 3 months after expiration of
parole; or destroy on dizeontinuance,

On releage of individual from confine-
ment, destroy papers designated as
semipermanent and transfer papers
designated as permanent to the official
military personnel folder files (file
No. 708-02),
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File No,

. 722-01

1 722-02

722-03

722-04

*T22-05

50

9 August 1977

722 CHAPLAIN ACTIVITIES FILES

These files relate to providing moral guidance, religious leadership, and minis-
trations for military personnel, dependents, and authorized civilians.

Description
Chaplain activity reporting files. Rescinded. Function no longer
performed.

Bapiism, marriage, and funeral files. Docunents maintained in
Headquarters, Department of the Army, related to reporting
cach baptism, marriage, and funeral service performed by
military chaplains, auxiliary chaplains, and other authorized
civilian clergymen for military persconel and authorized civil-
ians. Included are letters, forms, and similar or related docu-
ments.

Chapel register files. Documents reficeting marriages, funerals,
and baptisme. Included are chapel registerzs and similar or
related docuraents.

Human self-development council files. Documents reflecting
actions taken by human self-development councils. Included
are minutes of meetings and similar or related documents.

Chaplain Privileged Counseling/Interview Communication Case
Files. Documents relating to counseling of a priviledged nature
between Army chaplains and Army members or their depend-
ents. Included are memoranda, résumé of counseling interviews,
netes, letters, forms, or related documents,

See NMcl-Ad-S0- 42

Uestroy in CFA after 50 venrs,

Destroy after 5 years, except that
bound registers will be destroyed 5
years after date of last entry,

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

Destroy 2 years affer corapletion of
individual cases. -

R
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File No.

723-01

T23-02

723-03

723-04

725-65

723-06

72307

TAQO 881A

C 8§ AR 340-18-7

723 RECREATION SERVICES FILES

These files relate to providing a program of planned recreational activities

for military personnel.

Description
Recreation and enterfainment case files. Documents related to
planning, approving, and conducting specific contests. Army
shows, entertainment, sports activities, or other recreational
events that are sponsored or sancticned by the Army. Included
are plans, letters, promotfional material, and similar or related
documents.

Recreation and entertainment detail files. Documents created
in accomplisliing administrative details concerning a specific
contest, show, entertainment, sports, or other recreational
event. Included are documents reflecting itineraries, transpor-
tation arrangements, official luncheons, distribution of mste-
rials, information on contest procedures, and similar or related
documents.

Contest enfry files. Documents submitted as entries in recrea-
tion services contests or competitions and related papers con-
cerning entries or entrants in contests. Included are songs,
seripts, poems, or similar materials entered, lists of contestants,
eligibility determinations, and similar or related doecuments.

Recreation services recognition files. Decuments in the respon-
sible office of the Army staff which reflect services of enter-
tainers, instructors, or other persons contributing to the recrea-
tion services program. Included are certificates of esteern, letters
of appreciation, end similar or related documents,

Alcoholic beverage files. Documents relating to the desigaation
of military installation as “remote” for the purchase of pack-
aged alcoholic beverages. Included are DOD, DA, and Chief of
Staff directives and pepers showing justifieation, coordination
with higher authorities, approvals or disapprovals of specific
cases; Department of the Army policy statements concerning
purchase of alcoholic heverages in monopoly States; and similar
or related documents.

Recreation services reportfing files. Documents reflecting statistical
information concerning Army recreation services activities.
Included are letters, forms, and similar or related documents,

Entertainmen{ scholarship and award files. Documents related
to applying for scholarships and awards offered by schools and
professional companies of the performing arts. These documents
are maintained by Headquarters, Department of the Army,
Included are applications and related papers.

Disposition
% Office performing Army-wide staff re-
sponsibility: Destroy after 10 years.
Other offices: Destroy after 2 years, or
on discontinuance, whichever is first.

Desiroy after 2 years, or on discontin-
uance, whichever ig first,

Destroy after 2 years, or on discontin-
uance, whichever is first,

wAward given: Destroy after 10 years,
Award not given: Destroy sfter 5 years.

Office performing Army-wide staff re-
sponsibility: Permanent. € NCI-4v

Installations requesting remote designg~
tions: Permanent. Cut off upon termi-
nation of designation.

Other offices: Destroy after 2 years, or
on discontinuance, whichever ig firat.

s Destroy after 2 years.

Destroy after 3 years.

3t

-1 7-8‘]



C 8, AR 340-18-7

File No.
724-01

724-02

724-03

724-04

72406

724  ARMY BAND FILES

9 August 1977

These files relate to the utilization and proficiency of Army bands, the par-
ticipation of Army band officials in clinics and conferences, the composition and
orchestration of music for official use, and the review of musical compositions

for band use.

Description

Army band utilization files. Documents relating to the participation -

of Army bands or bandsmen in various events and at various
places. Included are requests for partieipation; programs and
schedules; documents pertaining to the cost of transportation,
quarters, and per diem; and similar or related documents.

Army band technical inspection files. Documents relating to
inspections conducted to determine serviceability of equipment
and technical proficiency of bandsmen and bands. Included are
inspection reports, reports of eorrective action, and similar or
related documents.

Army band official music files. Documents relating to the composi-
tion and orchestration of music for official use. Included are
scores, published copies, correspondence, and similar or reiated
documents.

Army band musical composition files. Documents relating to the
review of musical compositions submitted to band activities.
Included are scores, approvals, disapprovals, and similar or
related documents.

Army band cenference and clinic files. Documents relating to
conducting or participating in band conferences, clinies, orienta-
tions, demonstrations, and similar activities. Included are
agendas, orders, correspondence, and similar or related docu-
ments.

Bandsman evaluation beard planning files. Documents accumu-
lated by band units as a result of planning activities of annual
bandsman evaluation board meetings. Included are agendas,
orders appointing board members and changes thereto, cor-
respondence, and similar or related documents,

Dispasition
Destroy after 2 years.

Destroy 1 year after next comparable
inspection.

% Office performing Army-wide staff
responsibility: Destroy after 10 years.

Other offices: Destroy after 2 years.

Destroy after 2 years,

Office conducting conference or clinie:
Destroy after 10 years.

Offices participating in conference or
clinic: Destroy after 2 years.

Destroy after 1 year,

TAGO 331A
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File No.
725-01

725-03

725-04

725-06

TAGO 440A

725 PERSONAL AFFAIRS FILES

These files relate to providing guidance and assistance to members of the
Army concerning such personsl matters or civic duties and responsibilities
as taxes, insurance, voting, marriage, family assistance, and political activities.

Description Dispogilion

Personal affairs case files. Documents related to answering Destroy after 2 years or on discontinu-

personal affairs inquiries in specific cases, investigating specific ance, whichever is first,

requests, providing general information based on prior policies or

determinations, or routing cases to proper channels. Included

are documents reflecting matters such as election of contingency

options, Social Security, savings, bonds, insurance, taxes, family

assistance, survivor assistance, naturalization and ecitizenship,

marriage, voting, and other civil duties and responsibilities.

Personal affairs reporting files. Documents reflecting the status Destroy after 2 years or on discontin-
of a personal affairs program or phases of the program. In- uance, whichever is first.
cluded are letters, forms, and similar or related documents. = C

Yeterans Administration insurance files. Documents related to Destroy after 2 years, or on discontin-
preparing claims for waiver of premiums because of disability, uance, whichever is first,
and reporting dates applicant was returned to duty or separated
from the service. Included are VA Forms 29-357 (Claim for
Disability Insurance Benefits) and similar or related documents.

Soldier voting files. Documents relating to soldier voting pro- Destroy 1 year after election to which
cedures. Included are reports, items for bulletins, correspond- files relate or destroy on discontin-
ence, and similar or related documents. uance, whichever is first.

Army Emergency Relief organization files. Documents relating to % Office performing Army-wide staff

the basis for authorizing, erganizing, and preseribing procedures responsibility: Destroy after 5 vears.
for the operation of the Army Emergency Relief organization to  Other offices: Destroy after 2 years or
relieve distress of members of the Army and their dependents. on discontinuance, whichever is first.

Army Emergency Reliefl transaction files. Documents accumulated Destroy in CFA after 8 vears. However,
by branches and sections of the Army Emergency Relief organi- documents pertaining to loans that
zation in providing emergency financial assistance to members of have not been paid in full will be
the US Army and their dependents. They include financial and retained until paid or until approved
lcan reporis, applications for financial assistance, acknowledg- as uncollectible.

ments of remittances and assistance received, collection and
indebtedness documents, cash books, lean ledgers, control
ledgers, canceled checks, prenumtbered reccipts, and similar or
related documents,

Commercial business solicitation files. Documents relating to Destroy when supextded by a new

approval and disapproval of business solicitation activities on authorization, except that financial
Armiy posts, camps, and stations. Included are reqguests for and suthorizations” will Le destroved 3
authorization of acereditation and removal of zcereditation of vears after remcval of accreditation.

companies, agents, vendors, salesmen, and solicifors; and similar

or related documents. J€e MC!l~ ‘4,"] &0~ Y/
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726 MILITARY PERSONNEL CASUALTY FILES

These files relate to reporting and processing casualiies, battle and nonbattle,
and the disposition of personal effects.

File Ne. Dusceription Disposition

726-01 Casualty evidence files. Documents relaied to missing persons Office performing Army-wide staff re-
) boards and boards of inquest; and documents reflecting the sponsibility: Permanent.

status or possible information concerning casualties. Included Other offices: Destroy after 2 years, or

are reporis and similar or related documents. on discontinuance, whichever is first.

726-02 Casualty compilation files. Documents which summarize or extract Office performing Army-wide staff re-
specific information from the casualty statistical data card files. sponsibility: Permanent.
Included are listings, printouts, and similar or related Other offices: Destroy when no longer
documents, necded for reference.

726-03 Casualty sfatistical files. Documents related to the easualiy re- Officc maintaining Anny-wide daia:
porting system, which provide the source for ecazualty eompila- Permanent. Cut off on end of
tions. Included are punched cards and similar or related hostilities.
documents. Consolidating and preparing offices:

Destroy after 1 year. However con-
solidating offices of theaters of opera-
tion during conflicts are permanent
and will be cut off at end of conflict.

726-04 Casualty case files. Documents relating to individusl cosunltics. Office performing Army-wide staff re-
They are accumulated by casualty reporting activities and the sponsibility: Permanent.
Headquarters, Department of the Army office which has staffi Other offices: Desiroy 2 yvears after
responsibility for processing casualiies. Included are copies of close of individual eases.
casualiy reports and messages, notifications to next of kin, and

. similar or related documents.

05 Personal effects case files. Documents relating io the reecipt, Destroy 2 years after disposition of
inventory, and disposition of the personal effecis of an individ- cffects. However, when connected
ual and of Government properly which was in his possession, with casualties from armed conflict,

and of lest or unclaimed baggage of an individual or of groups destroy 2 years after cessation of the
of individuals. Included are inventories of effects, certificates conflict, or destroy 2 yvears after dis-
of removal of prohibited items from baggage, lists of miscel- position of «ffecte; whichever is Jater.
lanecus collections, tally sheets, shipping lists, indexes, and

similar or related documents.

TAGO 4404
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File No.

727-01

727-02

727-03

727-04

727-05

727-06

727-07

727-08

TAGO 4404

C 7, AR 340-18-7

727 MILITARY PERSONNEL SEPARATION FILES

These files relate to terminating the military service of an individual by volun-
tary or involuntary means, including discharge, di missal, resignation, retire-
ment, placement on temporary disability retired list, relief from active duty,
release from active duty for training, and any other means of separation.

Description

Discharge board proceedings files. Documents relating to the
consideration of discharge for misconduct, unfitness, and
unsuitability. Included are individual discharge cases. Iix-
cluded are documents which are to be filed in the OMPF or
MPRJ.

Separation worksheet files. Documents used in preparing DD
Forms 214 (Armed Forces of the United States Report of
Transfer or Discharge). Included are worksheets and related
documents.

Discharge and REFRAD application files. Rescinded. Use 708-01,

708-02, or 708-03, as applicable.
Separation reporting files. Rescinded. No longer required.

Army Discharge Review Board files. Documents relating to the
review of discharge or dismissal of former members of the Army
to determine if the discharge or dismissal was equitably and
properly given. Included are case files consisting of briefs of the
Military Personnel Records Jacket files; transeript of the
hearing, if any; affidavits; copies of presiding officers notes;
the rationale of the Board; briefs or arguments submitted by
counsels or attorneys; a copy of the Sccretary of the Army
Directive; correspondence; and similar or related documents.

Dependency and convenience of Government separation files.
Rescinded. Use 708-01, 708-02, or 708-03, as applicable.

Separation statistical files. Documents reflecting statistical data
on Army military personnel separations, including retirements.
Included are listings, printouts, and similar or related
documents.

Temporary disability retirement list files. Documents relating to
military personnel who have been placed on the temporary
disability retirement list and are examined at intervals pending
final disposition. Documents are maintained by Headquarters,
Department of the Army. Included for each individual are
medical board recommendations for retention or discharge,
correspondence, and similar or rclated documents.

Disposition

Files pertaining to individuals confined
by foreign civil authorities: Destroy
2 years after execution of discharge.

Files pertaining to other individuals:
Destroy after 2 years; or destroy on
discontinuance, whichever is first.

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

Destroy after 5 years.

% Offices performing Army-wide staff
responsibility: Destroy in CFA after
20 years. :

Other offices: Destroy after 2 years or
on discontinuance, whichever is first.

Destroy 3 years after member is found
physieally fit, is separated, or is
retired.

vt
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728 MILITARY PERSONNEL RETIREMENT SERVICES FILES

These files relate to providing counsel and assistance to personnel planning to
retire and to those already retired from military service.
Fde No. Description Disposition
8-01 Retired personnel locator files. Documents reflecting the location Destroy when superseded or obsolete,
of retired military personnel. Included are microfilm, rosters,
and similar or related documents.

7¢

1

728-02 Retirement services case files. Documents related to providing Destroy after 1 year or on dizcontinu-
information and assistance to personnel planning to retire and ance, whichever is first.
those who have retired. Included are correspondence and simi-
lar or related documents.

728-03 - Statement of employment files. Documents pertaining to avoid- Destroy on death of individual.
ance of conflict of interest by retired regular Army officers.
These files are accumulated by Headquarters, Department of
the Army. Included arc statements of employment and similar
or related documents.

728-04 Retirement services conirol card files. Documents reflecting in- Destroy 1 year after departure from the
formation on each individual being given preretirement installation or rctirement of the in-
counseling. Included are retirenient services control cards and dividual.

related documents.
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