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AR 340-18-7 
C8 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 8 WASHINGTON, DC, 9 August 1977 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF MILITARY

PERSONNEL FUNCTIONAL FILES


Effective 1 January1978 

This change establishes an additional file number, 722-05, Chaplain 
Privileged Counseling/InterviewCommunicationCase Files,and changes 
dispositioninstructionsfor file numbers 723-01, 723-44, 723-06, 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 n~sert pages 
29 through 32 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 (Recommended Changes to Publications and Blank Forms) 
direct to HQDA (DAAG-AMR-P) WASH DC 20314. 

By Order of the Secretary of the Army: 

BERNARD W. ROGERS 
General, United States Amny 

Official: Chief of Staff 
PAUL T. SMITH 

Major General, United States Arrmy

The Adjutant General


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

Form 12-9A requirements for AR, Mainhtenance and disposition of Mil Pers 
Functional Files-C. 

TAGO 331A--Suly 240-474*-77 
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AR 	310-18-7 
C5 

CuN~AM HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 	5 WASHxINGTON, DC, 30 Septlcmber 1974 

OFFICE MANAGEMENT'r 

MAINTENANCE AND DISPOSITION OF MILITARY 
PERSONNEL FUNCTIONAL FILES 

Effective 1 January 1975 

This change modifies the descriptionand/ordisposition instructionsfor 
file numbers 703-01, 704--03, 716-03, 716-04, 720-03, 720-06, 720-09, and 
721-11; changes the titles of subfunctional categories701, 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 in(ldicated below: 
Remorve pages 	 Insert pages

,-1 t.rough 4 ------------------------------------- 1 through 4 
-and 8 ---------------------------------------- 7 and 8 

---fl1 and 12 --------------------------------------- 11 and 12 
,17 and 18 ---------------------------------------- 17 and 18S 
2 "through 32 ------------------------------------ 21 through 32 

.-Athentication ----------------------------------- Authentication 

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

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

By 	Order of the Secretary of the Army: 

FRED) C. WEYAND 
General, United States Anmy. 

Offlicial: Vice Chk ief of Staff 
VERNE L. 'BOWR),,S 
Major Gecneral, United Stats8 Army 
The 	A judljO t G(,neeal 

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

Formi 12-9A requirements for AR, Maintenance and Disposition of Military 
Personnel Functional Files-C (Qty Rqr Block No. 258). 

TAGO 11.61 - 41pt,-4mber 5580- 467--74 
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AR 340-18- 7 
C4 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 4 WASHINGTON, DC, 81 July 1978 
OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF MILITARY 
PERSONNEL FUNCTIONAL FILES 

Effective 1 January 1974 

This change modifies the description and/or disposition instructions 
of file numbers 708-01, 708-07, 709-03, 713-07, 715-01, 716-04, and 727-01; 
andprovides 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 indicated below: 
Remove pages Insert pages 

11 and 12 - 11 and 12 
15 and 16........................................------------------------------------------- 15 and 16 
19 thru 22........................................-------------------------------------------.. 19 thru 22 
35and36 ------------------------------------------- 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 on DA 
Form 2028 (Recommended Changes to Publications) direct to HQDA 
(DAAG-ASR-P), WASH, DC 20314. 

By Order of the Secretary of the Army: 

CREIGHTON W. ABRAMS 
General, United States Army 

Official: Chief of Staff 
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). 

TAGO 52A--July 540-405*--73 
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AR 340-18-7 
C3 

CANGE HIIEADQUARTERS

DEPARTMENT OF TIHE ARMY


No. 3 WASmINGTONx, DC, 27 July 1972. 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF MILITARY

PERSONNEL FUNCTIONAL FILES


Effective I January 1973 

This change identlifies and provides disposition instructionsfor acdditional 
recruiting files, conmmnand personnel managemnent inspection files, enter­
tainment scholarshipand award files, and retirementservices controlcard 
files; establishes a retention period for morning reports accumulated by 
USMA; providesnew dispositioninstructionsfor enlisted promotionfiles; 
establishes a longer retention period for disapproved military award case 
files; and providesgeneralupdating. 

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 pagesa 

5 and 6------------ --------------------------- 5and 6

- -------- -- -----. 1

11through i18 ..... 11 through 1S 

,1 through 2-1 21 through 24 
'31 and 32 ----- ---------- 31 and 32 

-35 and 306. and 363----------5 

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

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

By Order of the Secretary of the Army: 

BRUCE PALM,ER, JR. 
General,US. Army


Official: Acting Chief of Staff

VERNE L. BOWERS

MajorGeneral, UnitedStates 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 45*----72 



AR 340-18-7 
C2 

CILHA.N EEADQUAIrTERS 
DEPARTMENT OF THIE ARMY 

No. 2 1WASIIINXGTrox, DC;,. August 1971 

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF


MILITARY PERSONNEL FUNCTIONAL FILES

Effective 1 January 1972 

This change contains revised file descriptionsand disposition instructions 
andcorrectserrorsmade in printing. 

AR 340-18-7, 14 Autgust 19(;9, 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 

7 and 8............------------------------------------------------............. 7 and 8 
11 through 14 ------------------------------------------- 11 through 14 
17andS18 ...................----------------------------------------------... 17 and 18 
21 and 22 ---------------------------------------------- 21 and 22 
33and 34.......---------------..-----....--------------------------. 33and 34 
Authentication ------------------------------------------ Authentication 

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

The proponent agency of this regulation is The Adjutant General'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.


I,- -• 

By Order of the Secretary of the Army: 

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

O&icial: Chief of Staff. 
VERNE L. BOWERS, 
Major General, United States Army,

The Adjutant General.


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

Form 12-9 requirements for AR, Records-C (qty rqr block No. 340). 

TAGO -10A -- July 480 4G5°- 71 



AR 340-18-7 
C1 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 1 IVAs•HXGTOX, DC 20 July 1970 

OFFICE MANAGEMENT


MAINTENANCE AND DISPOSITION OF MILITARY

PERSONNEL FUNCTIONAL FILES


Effective 1 January1971 
This change contains revised file descriptionsand dispositioninstructions 
and correctserrorsmade in printing. 
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: 

Remoce pages Insert pages 
7 andS------­ 7 and 8 

15 through 18 --------- 15 through 18 
21 and 22 21 and 22 
27 and 28 27 and 28 
31 and 3V 31 and 32 
A-1 through A-8 

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) 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 Staff. 
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 37A-July 430-405*-70 



teptemnber 1974 C 5, AR 340-18-7 
August 1969 *AR 340-18-7 

AmaY REGULATIONS IIEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 340-18-7 WASHINGTON;,DC, 14 August 1969 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF MILITARY

PERSONNEL FUNCTIONAL FILES


Effective 1 January 1970 

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

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

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

* 3. Scope. Under the Army Functional Files System, files relating to the 
major functional category of military personnel have been assigned the basic 
file number 700. This regulation contain. file numbers, descriptions 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 numbbrs 

*This regulation, together 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, 
AR 340-18-8, AR 340-18--9, AR 340-18-10, AR 340-18-11, AR 340-18-12, AR 340-18-13, AR 340-18-14, and AR 340-18-15 
all dated 14 August 1969, supersedes AR 345-210, 31 October 1962, including all changes. 

0161A I 
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C 5, AR 340-18-7 30 Septembe­ 'it 
701-01 through 701-08. Other mission files are grouped into 27 subfunctionial 
categories, as follows: 
Suhfunctional 

category
lik no.


702

703


*704 
705

706

707

708

709

710

711

712

713

714

715

716


*717

718

719

720

721

722


*723 
724

725

726

727

728


Subfuncional category file title Page no.


Military Personnel Procurement Files ..-----------------------........ 6

USMA, ROTC, and OCS Personnel Procurement Files.--------------- 7

Recruiting Files..............................................-------------------------------------------------. 8

Military Personnel Appointment Files...........................------------------------------ 9

Military Personnel Processing Files--------------------------------................................ -10

Military Personnel Identification Files------------------------------.............................. -11

Individual Military Personnel Files.....--------------------------------12

Individual USMA Personnel Files.................... 15

Individual Reserve Component Personnel Files----------------------...................... -16

Military Personnel Management Files............................------------------------------. 17

Military Personnel Qualification and Classification Files..-------------- 18

Military Personnel Testing Files..-------......---------------------------..................... -19

Military Personnel Distribution and Assignment Files----------------- 20

Military Personnel Accounting Files---­.................----------------------------..21

Military Personnel Leave and Absence Files.................... ...----------­---------------..
22

Military Personnel Promotion, Elimination, and Demotion Files ..------- 23

Military Awards Files........................................ 24

Military Personnel Survey Files----------------------------------- 25

Military Personnel Discipline Files------........---------------------------.....-26

U.S. Disciplinary Barracks Files----------------------------------- 28

Chaplain Activities Files-----------------------------------------­.............. 30

Recreation Services Files----------------------------------------­.............. 31

Army Band Files.------------------------------------------------...................... -32

Personal Affairs Files--------------------------------------------- 33

Military Personnel Casualty Files---------------------------------- 34

Military Personnel Separation Files-----------------.----------------35

Retired Military Personnel Files----------------------------------­..36


TAG 

7 
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..m.er 1974 	 5, AR 340-18-7 .C 

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 the records to be filed.

For example: 701-01 Recruiting Instruction Files; 701-02 Military Personnel

Testing Administrative Files; 701-07 Personal Affairs Reference Paper Files


Ar;Le g c Vv

FileNO. Decript ion 	 %_ t' Di,poWJioa

7--01 Instruction files. Documents related to preparing, coordiia *ng, 1ffices of HQ, Department of the

issuing, and interpreting directives, regulatory instructions, d Army, offices of major-m:mr e-

comparable instructional material. These files accumulate conummands lhdua ms...

offices responsible-for the preparation and interpretation of in- elements in a coibat zone or desig­

• structions and include coordinating actions, studies, interpreta- nated as a combat support element 
/VC/ 4•- tions, and published record copies of instructions, such as in a combat zone (as defined in AR ,............

C.-. regulations, supplements, memorandums, circilars, pamphlets, 310-25): Permanent. Cut off an- r............


/ and bulletind; SOPs or similar issuances; messages used for ex- nually, or on supersession or obso­
/ / 	 peditious interim changes to instructions; technical newsletters lescence, as reference needs require.f, 

or comparable media used to forward semi-official afid authorita-&Other offices: Destroy when superseded,
tive instructions; and official training materials, obsolete, or no longer needed for 0fr- J-7 - - - - - - - - ­

...... ... ....reference, whichever is first. - S ..... .......
701-02 Administrative files. Documents relating to the overall or general Destroy after 2 years, or on discontinu-	 ..... ..6 

routine administration of military personnel activities, but ex-* ance, whichever is first. However, 
cluiive of specific files described in this regulation. These files documents in the cut off file that 
include, but are not limited to- require additional action or relate to 6 IOCJC5 

a. Routine comments on regulations, directives, or other pub-. reopened cases should be brought
lications prepared by another office with primary responsibility. forward for filing in the current file. 
If comments result in additional action affecting the mission or 
function of the office, documents should be filed with the ap­

.... o........


propriate mission functional files. 
b. Evaluations of suggestions that do-not result in issuing an


instruction or establishing a project.

c. Program and budget documents, management improvement	

=.......-..-.


reports, cost reduction reports, and comparable management

reports prepared to submit data to offices responsible for these
 .... .... o... 

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 generally 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.


r=.•.=.'........


¾:::: 

3	
.............


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




........... ............... ........ ..................... a


...... ... . .. ...... .... ..... ................. '....
....... ....... ....... .............. ..... .. ,.-.-.-....................... . . :' " * ' '".................... ' " '• ' " '


..................... ... ... ..... .t ...
.... •••::::1:: 
: ; Septel................
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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 years 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 materiel 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 year after ..

ence, and similar documents. . supersession, cancellation, or termi­

nation of the agreement. Earlier 
S"destruction is authorized. 

701-04 Orientation and briefing files. Documents used in orientations Destroy on supersession or obsolescence. 
and briefings given to visitors and newly assigned individuals 
about the mission, functions, and physical layout of an office. 
Included are photographs, -transparencies or vugraphs, copies 
of specially prepared handouts, and related or similar documents. 

701-05 Committee files. Documents relating to establishing, operating,Y 
and dissolving committees which consider, advise, take action,
Y7J~ 1C7 .... ~ and report on specifically assigned functions, They include


Sjoint, interdepartmental, and international committees in which

the Department of the Army participates, as well as committees


, , -_ . within all echelons and elements of the Army. Included are

1 / proposals, approvals, and disapprovals to establish the corn- longer needed for current operations. 

- -, mittee; charters, terms of reference, and comments on them; BOffices of other committee mejibers:s:­) directives establishing, changing, continuing, or dissolving the Destroy when no longer ...... 
committee; documents nominating, approving, appointing, and current operations.
relieving committee members; notices, agenda, minutes, and A .. C&/. _- Coreports of committee meetings; and related documents..relievinf committee memetins; anotce,agend ,.....m.n.t.s 

701-06 Staff visit files. Documents relating to scheduled or special visits Omee pl ng 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. parable visit or on completion of re-

SThis description 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 destroyed on com- . . 
rectly related documents. pletion of the next visit. ............


701-07 Reference paper files. Documents used to facilitate, control, or

supervise the performance of a specific function, process, or

action-as distinguished from those official records necessary

for documenting performance of a function, process, or action.

Although accumulated reference papers may relate to varied

,ubjects 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 a cation, study, survey report, or oth­
communication, a study, an investigation, a survey, an inspec- er action. Destroy in blocks aft.er

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. 

4 A. 

.... ... .. 



27 197September A 

27 September- 197G 

" ?';! Aq. Descripiion 
c. Copi's of telu,ical documents, intelligence documents, 

emergency plans, mobilization plans, and similar reproduced 
materials that do not fall within the description for reference 
publication files. 

d. l)ocuments r.ceiv%.d for gentral information purposes that 
require no action and are not requircrd for documentation of 
specific functions. 

c. Extra cop)ieS of d(1,jcuencuts nmaini:ind by action offices 
that reflect actions taken by the action offlcer. Such files should 
not be established unless absolutely necessary. 

f. Copies of documents accumulated by supervisory officers, 
such as chiefs of directcrates, divisions, branches, or separate 
offices. These documents duplicate the record copy filed else­
where in lower echelon offices of the same organizational element 
which is responsible for performing the action, process, or func­
tion. Such files should be established only when neecssary, not in 
each office of the same organizational element. 

701- 08 Unidentified files. Documents relating to the, performance of mis­
sion activities not described in this regAulation. 

Note. Use of this temporary file number requires prior 
approval of the organization's records ranagement officer. 

C 7. AR 340-1S.--7 

Despo,ition 

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

Destroy after 1 year. Earlier destruc­
tion is authorized. 'Al

Destroy after 1 year. Earlier destruction 
is authorized. 

Destroy after 1 year. However, docu­
ments in the active file that require 
additional action or relate to reopened 
cases should be brought forward for 
filing in the current file. Earlier 
destruction is authorized. 

Retain in CFA until file numiber is 
added.to this regulation. 

'-',1'~ 

TAGO 449A 
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702 MILITARY PERSONNEL PROCUREMENT FILES C 
These files relate to obtaining military personnel to staff the Active Army and 

7, At 27 September 

File .Vo. 

702-01 

the Reserve Components. 
D(cription 

Military personnel procurement planning files. Documents 
relating to the establishment or changing of the basic concepts 
for obtaining personnel to meet requirements for the Regular 
Araiy and Reserve Components, through universal military 
training, recruiting, reenlistment, or other means. Included are 
approved plans, disapproved plans, changes to plans, coordina­
tion documents, and similar or related documents. 

702-02 Military personnel procurement quota files. Documents reflect­
ing the establishment and assignment of quotas or allocations 
for induction, enlistment, appointment, officer candidate courses, 
ROTC, USMA, or similar source of actual or potential military 
personner. Included are estimated quota requirements, assigned 
quotas, and similar or related documents. 

702-03 Eligibility files. Documents related to verifying 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 related documents. 

70"2-04 Eligibility determination files. Documents related to determining 
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. 

-05 Inquiry files. Documents relating to possible service in the Armny, 
including admission to USMA or participation in ROTC and 
similar activities. Included are replies to inquiries and simnilar 
or related documents. 

702-0G Military personnel procurement statistics files. Documients re­
lated to furnishing or consolidating statistical information on 
military personnel procurement programs. Included ore repforts 
and similar or related documents. 

702-07 Reenlistment eligibility files. Documents used for determrining 
reenlistment eligibility of enlisted personnel. Included are re­
enlistment data cards containing data transferred from per­
sonnel records and similar or related doecumnriits. 

Disposition 

Office performing Army-wide staff re­
sponsibility: Permanent. Se NAC -4-.7-- I. 

Other offices: Destroy after 5 years. 

-N 

Establishing offices: Destroy after 5 
years. 

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

Destroy after 2 years or on discontinu­

ance, whichever is first.


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

De-stroy after 3 months or on diseon­
tinumance, whichever is first. 

Offices performing Army-wide staff re­
sponsibilities: Consolidatcd s•tasic.I: 
Permanent. R-AC-gg 6 ,

Field feporlt4: Destroy aftei- 5 years; " 
Interim reports: Destroy after 6 
months. 

Intermediate offices: Destroy after 3 
years or on discontinuance, whichever 
is first. 

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

Forward with MPRJ in accordance with 
AR 640-10. Destroy on reenlistment 
of individual or on individual's 
scheduled date of separation. 

TAGO 44•0A 
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704 RECRUITING FILES 

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

by recruiting.


Poe No. Description Disposition 

704-01 Recruiting publicity campaign files. Documents related to deter- Offices performing Army-wlde staff 
mining types of publicity media to be used and in developing responsibility: Permanent. 
publicity or promotion campaigns, including liaison with local Other offices: Destroy after 2 years, or 
committees, to stimulate volunteer entry or reentry into military on discontinuance, whichever is first. 
service. Included are letters, minutes of meetings, and similar or 
related documents. 

704-02 Recruiting advertising media files. Documents relating to the Destroy after 5 years. 
creation and production of specific radio 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 Files of individuals who have -entered 
processing of individual applicants into the Armed Forces of the the service and are on active duty: 
United States, including Reserve Components. Included are Cut off monthly and destroy after an 
extra copies of worksheets of enlistment records; reports on ap- additional 3 months; those on hand 
plicants who decline to enlist, who elope, who reimburse or do at time of discontinuance will be 
not reimburse the Government for expenses involved, or who destroyed immediately. 
cannot be contacted; medical worksheets; copies of serology, All others: Cut off in 6-month blocks 
radiographic, and urinalysis reports; enlistment qualification and destroy after 1 additional year; 
records; waivers for enlistment, grade determinations, enlist- those on hand at time of discontinu­
ments for specific assignments, and other matters which clarify ance will be destroyed immediately. 
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 e,A dental regic4rant case files. Documcntz rcmated to Files of icd-vduaL: ordprcd to .. 
the processing of doctors of medicine, dentistry, veterinary, and duty, accepting cu in the 
other allied specialties, who are liable for military training and Army ', r not qualified for 

service under the Universal Military Training and Service Ac ap ment: Destroy after 1 year. 
including those accepting Reserve commissions a se who others: Destroy when registrant 
refuse or are not qualified for appointm c uded are re becomes 36 years old. 
of medical examination and hi ; qualification dete nation 
reports; corresponde concerning classificat , physical 
status avail" for active duty, and ' matters, but : 
excl of any papers required to be f warded to higher................ 

r,.r the Armed r-..ketec-..rned 

704-05 / Enlistment contract files. Documents reflecting individuals who Destroy after 1 year. Cut off in G-month 
have 6nlisted in the Armed Forces of the United States. These blocks. 
documents are maintained by recruiting main stations. Included.......... 
are triplicate copies of DD Form 4 (Enlistme,t Contract-Armed....... 
Forces of the United States) and supplements thereto..::::::: 

W6 ;r4k.1 r ATe ecke o l-Usec~c-nA LX 4eScttivw4iccs./ 

3)e$V,7O4 Irt 

A~'A W.7,Z1.-'et.....c rrt 7 o c,i~o eI~ ............................... 
-1".tIit-'1. 
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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.


FileN o. De"eription Diposlition 

703-01 USMA admission files. Documents concerning such matters as Offices performing Army-wide staff re-
eligibility standards, nomination procedures, and examination sponsibility: Permanent. 
processes which directly contribute to the program for obtaining USMAL Permanent. 
and selecting individuals to attend the US Military Academy. Other offices: Destroy after 2 years. 
Included are documents which form the basis for Department of .......... ...... 

the Army publications, directives, and instructions, policy de­

cisions, precedent cases, and interpretation of Army directive.s.


703-02 USMA entrance examination result files. Documents reflecting the *USMA: De-tiruoy after 50 years. 
results of examination for entrance to the US Military Academy. Do not retire. 
The examination results pertain to applicants in the Regular Office performing Army-wide staff re-
Army and Reserve Components, as well as those not connected sponsibility: Destroy after 2 yrs. 
with military service. Included arc rosters and similar or related 
documents. 

703-03 ROTC scholarship selected applicant files. Documents relating to Destroy 1 year after individual gradu­
the selection of individuals for ROTC scholarships. Included are ates or is disenrolled. 
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. 

703-04 ROTC scholarship nonselected applicant files. Documents re- Destroy after 5 years. 
flecting the nonselection of applicants for ROTC scholarships. 
Included are applications, physical exams, and medical histories, ...............


secondary school transcripts, documents reflecting extracurricu­

lar activities, documents reflecting CEEB scores, and similar or ................


related documents.

=:.'..'L..-.."..:..

703-'05 ROTC graduate files. Documents used to determine assignment of Destroy 1 year after completion of as-
graduates, showing names and pertinent information concern- signmnent. 
ing students scheduled to complete the senior Reserve officers 
training course and to be commissioned in the US Army Reserve. .-....-...-.-...-.-.. 

Included are rosters, cards, tapes, orders, and similar or related 
documents. ..--............


703-06 Officer candidate school applicant files. Documents relating to Destroy after 1 year, or on discontinu­
application for entering Officer Candidate School. Included are ance, whichever is first. 
qualification reports, statements of qualification, statements of 
branches for which qualified, and similar or related documents. 

7'-"-'-'--------­
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File NO.. 	 Description 

* 704-06 Active recruiting prospect files. Documents reflecting individuals Place in recruiting enlistee files (704-07) 
who are prospects for enlistmnut. I;cluded are active recr uitin on enlistment of individual or place in 
prospect cards. NO-A f I - terminated recruiting prospect files 

(704-08) when individual is no longer 
onsidered a prospect for enlistment. 

*704-07 	 Recruiting enlistee files. Recruiting prospect cards reflecting re- Destroy in CFA 3 months after ETS of 
cruiting prospects who have been enlisted. initial enlistment. 

*704-08 Terminated recruiting prospect files. Recruiting prospect cards --eview and destroy at the end of each 
reflecting individuals who have not been enlisted and are no calendar year. 
longer considered prospects for enlistment. Note: Review Is made by area supervisor. 

*704-09 Recruiting center of influence files. Documents reflecting in forma- )estroy when obsolete or nolonger needed. 
tion such as names of individuals, establishments, Selective 

.Service Boards, radio or TV stations. Included are centerof in­
fluence cards and related documents. 

0)REACfc r2eyv4s 

1q4-Iler (6S ­

( 

( 
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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

warrant officers in the U.S. Army and Army Reserve.


File No. Description DUspoxition/ )L41 
705-01 Appointment application files. Documents reflecting the appli- Destroy after­ .-......... oe°.


cation of the individual and the evaluation, consideration,

and acceptance or rejection thereof. Included are applica­

tions, requests for waivers, recommendations, evaluation re­

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. 

............... °,


705-03 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. 

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


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

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


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


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

..........

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


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


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


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


...........

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


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


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


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


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


9 
................
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706 MILITARY PERSONNEL PROCESSING FILES-

These files relate to processing individuals who are entering the military

service, leaving the service, or changing status or location during service.


File No. Descriptiao, Dispotosn 

706-01 Personnel processing activities reporting files. Documents pro- Requiring office: Pe nt. 
viding data for planning purposes, for reporting progress, Reporting o Destroy after 2 
and for evaluation of personnel processing procedures at ye on discontinuance, which-
personnel processing activities. Included are letters, forms, ever is first. Des ro a
and similar or related documents. ae yC e I . .I 

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 materials held 
on memorandum receipt, and similar clearance matters. 

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- . 

tained in the Ready Reserve are re- .................

vyoked, the files will be destroyed

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. Documents 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 personnel, 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 dr related documents. 

.............. 1

............ °.....


.•o.... .......---
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27 September 1976C C 7, AR 340-18-7 

707 MILITARY PERSONNEL IDENTIFICATION FILES 

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, protected dependent, or other 
special groups of personnel. 

File~No. 

707-01 
Descriptio?z 

Identification number allotment and assignment ledger files. 
Documents used by Army headquarters to control the allot­
ment and suballotment 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. 

707-02 Personnel identification instrument 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. 

707-03 Identification card files. Documents used by military personnel, 
their dependents, or other authorized personnel for establishing 
identity. Included are DD Forms 2A (Armed Forces Identifi­
cation Card), DD Forms 1173 (Uniformed Services Identifica­
tion and Privilege Card), and similar documents. 

707-04 MIilitary 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. 

707-05 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 similar or related documents. 

707-06 Identification card register files. Documents used for maintaining 
accountability for military identification or privilege identifica­
tion cards. Included are registers and similar documents. 

Disposition 
Destroy after 10 years. Cut off when an 

entire block of numbers is used. Re­
tain in CFA for 5 years and transfer to 
.RHlA 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 entry. 

TAGO 449A 11 
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708 INDIVIDUAL MILITARY PERSONNEL FILES


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

military personnel. 

File No. Description 
708-01 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. 

708-02 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
ciency file folder is included. 

*708-03 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. 

708-04 Service number register files. Rescinded. No longer required. 

708-05 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. 

708-06 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. 

708-07 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 prescribed 
therein. 

Disposition 
The maintenance, forwarding, and dis­

position of the personnel rec rds 
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 449A 12 
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708 INDIVIDUAL MILITARY PERSONNEL FILES 

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

File No. DeCacription 

708-01 Military personnel records jacket files. Documents pertinent to 
the career and current assignment of the individual. The jacket 
neaccompanies 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. 

708-02 Official military liersonnel folder files. (Formerly TAG 201 files.) 
Basic documents relating to the career of each military member 
of the Army. During service this file provides basic documenta­
tion for HIeadquarters, Department of trie Army. After comple­
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 efficiency file folder is included. 

708-03 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 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 only at 
the time of chargeout. 

708-04 Service number register files. Rescinded. No longer required. 

708-05 Emergency data files. Documents executed by military p5ersonnel 
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. 

708-06 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. 

708-07 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 arc 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 000-20, and AR 
600-37 will be filed in appropriate personnel files as prescribed 
therein. 

, Disposition 

The maintenance, forwarding, and dis­
position of the personnel records 
jacket (l)A Form 201) and its con­
tents are governed by AR 040-10 and 
AR 635-10. 

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

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

Destroy when superseded or upon sepa­
ration of individual. 

Destroy after 1 year. 

Destroy after 1 year or on discontinu­
ance, whichever is first. 
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FileAo. Deacriplios Diapostios 

S708-08 Career rindividual flies. Documents.relating to the career De roy upon death, separation, or i 
-of the individual,.assembled in a file to provide information tir nent, except as prescribed bel w:.... 
required for ready reference .by -the office responsible for 'Arm Reserve ofcers released rom 
planning, and determining career personnel actions, such .as active Wiy, and .Regidular Army cers 

assignments, reassignments, details, classification, promotions, appoi d in the Army Rcserve. t time 
- - selection or nonselection, retention on active duty, and related of releas from active duty upo resigna-...... 

:career mauagement activities. 'These files -duplicate, :in -part, tion -of - egulr Army -c nmission. 
-the basicinformation in-the official military -personnel folder. Forward'f.lowing docume , if avail­

'They •also -contain-additional materitl-used in-monitoring the able, -toapp priate Army eadquarters 
career of the individual, such -as-preference -cards -and-state- for -officers igned -to y Reserve 
ments, interview records or correspondence with-the individual units, -or -to Axrmy eserve Com­
concerning present or future assignments -and-retention -on ponents P-erso El -an Administration 
active duty, and similar type documents.These Mfiles -aremain- 'Center :for.office not igned to Army 
tained in control branches and are transferred to the gaining Reserve -units: •* c ncy reports; aca­
ibranchurn -the-event-the-.individual -transfers to a new-career demic eports; Ie .of appreciation 
.branch. -. -.- and commenenti , -admonitions and 
""- P"S-rreprimands Iun ed nder Artilce 15, 

-. 4spt )e5-o] --- UCIJU; -statem -eof rviee rendered
-as-of-28-Febr - college tran-Q, and..1954 

nt asscripts; and onnel us, such 

Sati promotions,. onselections ad categoryb . e Cw N75-xtntiLps ird denigs'-oM y--Te­
vtt7ee, D, iy gaianing 8 cuments. 

.-. "cW ' e acationat'P crd of•icersTelteased fr adctie 
duty. IF rward following -docum t. , if 

- % .- availl e, to the National Guar Bu-
Teem efficiency -reports, academi re­
po , letters of appreciation and m­~--. ~"'~ -on at,onand. admonitions and 

C-1 S/, i dis underArticle-1.5, UC-N.. Desr 
- -. ils.-'ea te 

-708-09 Mobilization designee files. Documents accumrltedtby propoi- Destroy '1 yea n afted termination of 
nent agencies relating to moMbilization designation -positions. mobilization --designation, or on dis-
Included are assignment documents, 'pertineiitt backgrouind - contiiiuance,-'iýichever is first. 

and personnel data concerning the indiKdual-auhis military 
career, and termination of the mobilization designation. 

708-10 Qualification record extract files. Documents reflecting qualifi- Destroy when individual is transferred or 
Scations of military personnel Included are extracts of DA separated. 

Forms 20 (Enlisted Qualification Record) and DA Forms 6G 
(Officer Qualification Record) and related documents. 

*708-11 Qualification record control files. Rescinded. 'o longer required. 

708-12 Qualification record change files. Documents used by control Destroy when required posting ana up-
branches to update copies of DA Forms 66 (Officer Qualifi- dating operations have been completed. 

cation Record) and other pertinent records. Included are re­

ports of change to qualification records and similar-or related 
documents. . -. : ­

708-13 Status and personnel data files. Documents providing action Destroy on trainsfer separation of 

offices with supplemental data or information concerning such.: individual when obsolete, or upon dia­

such matters as qualification, efficiency ratings, duty assign- continuance, whichever is first. 

. ments,.grade,;date or rank, and similar information on indi­
viduals. Included are Textracts from other personnel records 
and s•imilir o "relited documents. 

708-14 Personnel action suspense reporting files. Documents used to Destroy on completion of final action and 
flag and report information which warrants suspension of per- submission of final status report. 
sonnel actions. Included are letters, forms, and similar or re­
lated documents. 

- .:;...... 
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C 3, AR 340-18-7 27 July 1972 :..... 
Fil rNo. Deecriptio* Dispoailion .........


)8-15 Personnel suspense card files. Documents used by unit person-. *Dcstroy on separation of individual. 
nel offices for each individual to provide a system for assur. Forward with MPRJ on change of

ing that personnel actions are accomplished on time. Included 1PRPI custodian.

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

related documents.


708-16 *Personnel readiness files. Documents reflecting personal Forward with MPIIJ in accordance with

affairs information on personnel subject to rapid deployment AR 640-10. Destroy when superseded,

in support of contingency plans. Included in each individual's obsolete, or when individual is separated.

file are checklists; change of address card; identification card; .


record -of emergency data; bailment agreement; applications

for storage, transportation, and shipment of personal effects; .


applications for basic allowance for quarters; and similar 
or ...


related documents.-- . ..


t surgeo ersonnel files. Di ents relating to civili. ermanent. Transier. to CO, US Army 
ons ose service is performed er contrac ese Reserve Components .Personnel and 

q sare maintained by the Office of geon Gen- Administration Center, 9700 Page Bou-
D ment of -the Army. Includ ch i-vidual's levard, St. Louis MO 63132, at the end. 
re :-co of contracts, corr nee, and simil re- of the calendar year in which contract 
docuIments --.5i terminated'. 

of duty files. Dociments related to determining line estroy after ._years.

ty status and investigating incidents concerning individual -.


bers -of the Army requiring line of duty determination. - - ' '


ded are statements of medical examination and duty..

s, reports of -investigation-line of duty and -misconduct - .


s,. notifications of findings, and similar or related docu- ..-..


DBITZON:- Trans e Ze o Wasb tin n t _.. 

01-.--When--20Q years Qld, MWNRC vMill. transfer .tg N ignal .-..........

A.l--eTatdac.Center.'CNPRC) for..r uise in•reconstrlcti•g­

ed . . t.-. , (.- R,-,. -.. ... .. .. : . • •:.. 

rec NPBCparyj4,gpQnnelsds- i des tgoy.n ec9rds
:.recol: will`- tA;ovjdsp:Stpro1pA4.a#70_g .or: of -ng -Value'jgz:-eco 

19 Corrkcidwi~.of i' t qry records --ase f es.' "o l 
g takken. by-the Arknij6if ds aid the'ireflectng.-Action 

etary of the Army on applications.for correction of...._..- ... ........ 
tary records..: Included in each'case are applications, 
scripts of -testimony, documents, considered by the board,

fs and ,written arguments, findings, coinclusions and rec- ..............

ndaations of the-oard, and similar document s. - ­
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31 July 1973	 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. 

File No. Descripiion 

709-01 USMA candidate files. Documents relating to candidates for the 
" United States Military Academy. These files are maintained by 

USMA 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. 

709-02 USMA candidate index files. Documents reflecting information 
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. 

709-03 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 UJSMA and the Headquarters, Depart­
ment of the Army office which has staff responsibility for 
this function. 

709-04 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 

Withdraw 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. 

Destroy in CFA after 15 years. Review 
file at least once each 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. 

TA0O 52A 15 



C 4, AR 340-18-7 31 July 1973 

710 INDIVIDUAL RESERVE COMPONENT PERSONNEL FILES 

These files relate to individual personnel in thile National Guard of the United 
States and the US Army Reserve 

File No. Description 

710-01 ARNGUS officer personnel files. Documents maintained by the 
SNational Guard Bureau 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. 

Disposition 

*Permanent. Transfer to US Army 
Reserve Components Personnel and 
Administration Center after separa­
tion from ARNGUS. 

Destroy on final separation from the 
Army Reserve. 

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. 

16 TAGO 52A 



25 September 1975 C 6, AR 340-18-7 

711 MILITARY PERSONNEL MANAGEMENT FILES 

These files include personnel management studies 
trends in various facets of personnel management. 

and 

File No. Descripimn 

711-01 Personnel management study files. Documents reflecting the 
analyses and development of personnel management concepts, 
standards, and systems' Included are feasibility studies, survey 
reports, analyses, evaluations, determinations, anw similar or 
related documents. 

711-02 Military personnel trend files. Documents reflecting trends in 
personnel strength, reenlistments, separations, distribution, 
efficiency reporting, promotions, and similar actions. Included 
are copies of reports reflecting personnel data in connection 
with years of service, overall strengths, totals in MOS and 
grade, reenlistments and separations, average scores, Selection 
Board actions, eligibility for additional pay, temporary promo­
tion eligibility, DA appointments,. efficiency reporting. Army 
aviators in flight status, and similar personnel data. 

71.1-03 Equal opportunity complaint case files. Rescinded. Use 614-03. 

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

711-05 Command personnel management inspection files. Documents 
relating to performing and reporting on command personnel 
management inspections. Included are notifications of inspec­
tions, worksheets, draft reports, final reports, reinspection re­
ports, and similar or related documents. 

documents reflecting 

DiTsposftlion 

Offices initiating studies: Offices perform­
ing Army-wide slaff responsibili!y: Per­
manent. Lower echelon offices: Destroy *1 

*1after 20 years. 
Other than initiating offices: Destroy 

after 5 years. 

Sunmmarized trend reports and studies 
prepared in DCSPER: Permanent. 
Cut off when no longer ru reor 
current operations.Qec NNf -w.•,'7-3) 

Copies of reports from which summaries 
and studies are prepared: Destroy 
after 10 years. '/. 

Offices performing CPMI: Destroy after 
next CPMI. 

Other offices: Destroy after 2 years. 

TAGO 91A 17 



S6, AR 340-18-7 25 September 1975 

712 TMILITARY PERSONNEL QUALIFICATION AND CLASSIFICATION C(FILES i: 
'These files relate to ascertaining qualifications of the individual, selecting

qualified persons for specific assignments and duties, and measuring individual

proiciency. 

Fle Vo. D:,necriioa 

712-01 Classification score card files. Documents reflecting scores in rifle, 
pistol, machinegun, mortar, and other firing. Included are score 
cards and similar or related documents. 

712-02 Mlitary job description files. Documents reflecting duties of 
military positions. Included are job descriptions and simiilar or 
related documents. 

712-03 MOS classification board proceeding files. Documents reflecting 
evaluation or reevaluation of enlisted personnel and action to be 
taken, such as reclassification, reassignment, reduction, or dis­
charge, where readjustment or reclassification is indicated be­
cause of mental, physical, or emotional instability, psychiatric 
reasons, or inefficiency. Included are proceedings of 1MOS classi­
fcation boards and similar or related documents. 

7 MOS Information Files. ]D)ocuments used in developing and main­.12-04 
tamiing commissioned officers, warrant officers, and enlisted 
M-OS structures that identify and desciibe military positions 
for Army-wide use, and establi4ihing personnel qualifieations to 
facilitate the selection, training, distribution, assigmnrimt, man­
:agemenit, and professional development and use of personnel. 
Included are studies involving research, classification, job analy­
sis, job evaluation, and similar data needed to design and 
improve existing and mnunge,meitoccupational iper•inn•n 
n,.thlods, teelmniq,us, and systems. 

)Destroy on publication of special order. 

Des-troy when superseded or obsolete. 

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

MILPERICEN: Destroy 2 years after 
cancellation of the related MOS. 

Other Offices: Destroy when no longeri­
needed for reference. 

I 
¶ 

I 
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27 September 1976 	 C 7, AR 340-18-7 

713 MILITARY PERSONNEL TESTING FILES 

These-files relate to determining the aptitudes, qualifications, and proficiency 
of individual military personnel. 

Filet No. Deacription 	 Dispos•tion 
713-01 Test development files. Documents reflecting coordination andoOffice responsible for developing test: 

development of specific tests or test items to determine qualifi- Termannot VA. I&RIS ,y-- 0 
cations or measure aptitudes and proficiency of individuals, test6.Other offices: Destroy after 2 years or 
items, test aid, test announcements, and similar or related on discontinuance, whichever is first. 
documents. IWtU -AU-'71-2 t

PIa. L t , 
713-02 Scored qualification test files. D)ocuments used to determine Destroy .. .. 	 ­

•,. 	 qualifications to be recorded on the individual's qualification ft ,44y 4 * rrreelp. ". 
/j/ ecord. Included are scored qualification test sheets or booklets, elk Irdit f .ad similar or related documents.N('f-4 ( ~.4 O,o 	 ot0#I 

713-03 Test material inventory files. Documents resulting from daily 
inventories and examinations of test booklets and scoring keys 
in current use and other periodic inventories taken of all ac­
countable test materials. Included are daily inventory sheets, 
periodic inventory papers, and similar or related documents. 

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

713-05 Test material accountability files. Documents accumulated from 
accounting for each test booklet and scoring key. Included are 
test booklet and scoring key ledger sheets, reports of investiga-
tion concerning loss, and similar or related documents. 

713-06 Test score transmittal files. Documents used in transmitting test 
scores to custodians of personnel records, to selection and evalua-
tion boards, and other agencies authorized to receive test scores. 
Included are copies of correspondence and related documents. 

713-07 Qualification test answer files. Documents relating to mental 
qualification tests administered to applicants for enlistment anct 
registrants. Included are scored answer sheets or booklets per-
taining to the Armed Forces Qualification Test, Armed Forces 
Women's Selection Test, Non-Language Qualification Test, 
Terminal Screening, Army Qualification Battery, Women's 
A.rmy Classification Battery, and similar tests. 

713-08 Test material destruction files. Documents reflecting the destruc-
tion of such testing materials as test manuals, test booklets, 
scoring keys, answer sheets, and simflar items. Included are 
destruction certificates and similar or related documents. 

*713-09 Test background data files. Documents accumulated by the office 
performing Army-wide staff responsibility. Files are used to 

Destroy after 1 year. CVfe46.1 

. 

Destroy after 1 year. 

Destroy 1 year after all booklets or 
scoring keys listed thereon have been 
destroyed. 

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

discontinu­
-

Destroy after 1 year. 
Note. Answer sheets for test ad­

ministered to Air Force personnel will 
be forwarded in accordance with AR 
601-270. __ _ 

Destroy in CFA 
discontinuance, 

after 2 years or on 
whichever is first. 

Destroy 25 years 
discontinued. 

after the test Ls 
. -. 

conduct continuous evaluation and analysis for the purpose of.........

management improvement of Army-wide test programs. In­
cluded are documents reflecting tesA 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 
performing Army-wide staff responsibility. Files are used for 
research, reference, and study. Included are specimen sets and 
extra copies of current and obsolete Army personnel test mate­
rials, such as t.st,amuial;, test booklets, answer sheeci, and 
scoring device-. 

TTAGO)449fA 

\ 

Destroy when no longer needed for 
reference. 

1 

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


":.-.:...........
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P­

714 MILITARY PERSONNEL DISTRIBUTION 
FILES 

AND ASSIGNMENT 7­
z 

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

Sc. - Dac-ipUt . Diponfi 

714-01 

. 

Military personnel distribution control files. Documents related Destroy after 1 year or on 
to determining and effecting the actual distribution or re- ance, whichever is first. 

. distribution of personnel. Included are notifications of allo­
.-cations and levies, reports or -rosters of personnel' avalalble,-il: .-- :.....:. ::, .:.. 

S . requirements (requisitions); distributiozi izistructioni short'.-. " 

discontinu­

.-:7 

* - 5.shipments, and similar or related documents. ;-.. ., 

71402 . Mltarypersonnel.assignment files.: Documelts related to ­
S signing or reassigning-,sipecifi-c officers;: warrant- officers, -and 

enlisted personnel to their places and/or types of duty. Included 
are requisitions; nominations;. applications sand -preference

Sstatements of individuals; assignment orders or instructions; 
deferments, delays, or restrictions (like sole surviving son or
conscientious objectors); terminations or extensions thereof; and 
similar or related documents. 

714-03 Military personnel assignment accessory files. Documents used 
for determining assignment of individuals. Included are rosters, 
lists, tabulations of personnel, and similar or related documents. 

714.-041 Branch transfer request files. Documents related to prooessing 
specific cases involving branch transfers. Included are requests, 
recommendations, coordination, and similar or related docu-. 
ment&. 

714--05 Branch detail request files. Documents related to prooessing 
specific cases involving branch details. Included are requests,'-

7. 

A. Destroy 1 year after trans- 7.

feror separation of 
individal. (NCI-AU-80-41)

B. U.S. Anmy Personnel Center: 
Destroy after 3 years incurrent files. (C1-AU-81-69) 

Destroy when superseded, obsolete, or y. 

' no longer needed. .

..- :


Destroy after 1 year or on discontinu­
&nce, whichever is first. 

... 

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

applications, recommendations, coordination papers, and s1imilar._' ", or related documents. .7: "".i .•- 71-- .- •1 7 .:- -,-;.-' 

20= " , - . -.-. : .- : • . . - . 
• .',,7 " -A ,'" "• 'T'AGO. 
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. .. ,September 1974	 C "i,AR 340-18-7 

715 MILITARY PERSONNEL ACCOUNTING FILES 

These files relate. to recording and reporting the location and the duity or non-
duty 	stalus of military personnel, dependents of Active Army military per­
sonnel, US citizen civilian Army 	employees and their dependenli, and (cidets 
of the US Mihtarv Acadcmy. 

Fie No. Incrph	 Di poeo•" - j. - ­

715-01 - Morning reporting files. DociUments used for daily accounting of A.) US Army Reserve Components 
military peronnel and USNIA cadets. Included are DA Fornms Personnel and Administration 
1 (Morning Report) and similar or related documents. 

Center: 

5 - NUO .. 
1.) Hardcopy. Destroy after

d4!-	 conversion to microfilm 
and verification for 
accuracy. 

2.) 	 Microfilm. Transfer to 
NPRC when 9 years old. 
Destroy when 75 years old, 
except that records used 
in records reconstruction 
will be retained until 
no longer needed for that 
purpose. 

B.) Unit per-onnel section personuel service 
division, per.sonne) service company, 
and similar orcr~ulzations: Dest.roy 
after 1 year. r on dincoiinuancc, 
whichever is f•'.st. 

C.) Unit preparin-rep,,wrt: Destroy after 1 
year. 

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

715-02 Organization roster files. Documents reflecting mililary personnel RCPAC: Cut off at end of calendar 
on duty with each organization and used for verifying and year. Retire to NPRC. Destro) 
reconciling personnel accounting. Included are rosters and year. Retire to NPRC. Destro) 
Edmilar or related documents. 75 yearsafter date of cut off. 

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

card 	 files. Documents reflecting De-troy 1year after transfer, dcparturi, 
715-03 Personnel data and locator 	

of the individual or 
remarks and other information on members or separation

rnoraiing rel×ort 	
destroy on disc(,ntinuancc, whichever 

;nd fr,rmer mcl*xrs of a unit. Included are prer-onnel data 


card4, ,czat,r e~rdz, and related dvcuments. is f,rst.


21A




715-04 Army strength reporting files. Documents compiled to report. 
n-aet-ml jr pr.,je,-•d -tr,n,-h of the Army and varinuz ..ng,.nlts. 
- c-at,,ri,- h.rilejminf.Inciuded are rine u.t " 

A.) Office responsible for com­
piling Army-wide data: Cut 
off annually, hold 1 year in 
CFA and then retire to IWNRC 

\- I. i\ with next regular shipment. 
Destroy 25 years after cut 
off. 

B.) Reportiig"organizations and 
Military Strength Monitors at 
installations & MACOM. Destroy 
after 2 years. 

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

715-05 Individual personnel change files.: Irepared ',cumetsfor re- .Destroy after 1 year. Earlier de-tnIction 

porling a change io and updating of the data processing nc- is auth,rized.


tivitiy fiec. Inciuded are punched cnrds, DA Fornis i-1, and

similar or related documents.


715-06 Personnel Data Card files. DA Form Place -n inactive file when 

2475-2 (SIDPERS Personnel Data Card) individual departs unit. 

reflecting historical data and infor- Hold 1 year in CFA; retire 

nation bearing on the legal and fin- to National Personnel 
ancial rights of the individual; other Rccordz Cc=ntcr (r -) 

personnel information; and actions re- with nvxt rcgu--'.Ir shipc>nt. 

ported as SIDPERS.change report re•_arks Destroy 75 yezrs after last 

on members assigned/attached to a mii- entry or date of CSA FRC 

tary unit. Only the SIDPERS Personnel accessia 

Data Card will be maintained and retired 
under this file number. . 

2 1~-----­
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715-07 Personnel system reporting files. Computer-
generated reports pertaining to 
strength accounting, organizational 
and personnel record keeping, in­
fomation exchange with other auto­
mated systems, coaand 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, integrated per­
sonnel system designed to provide per­
sonnel data support at corps, division, 
brigade, battalion, and unit levels. 
It revlaced the Morning Report (file 
nurnber 715-01) for which phase-out 
began in 1973. SIDPERS is an integral 
part of the Army's Personnel Information 
System. Its two major functions are 
(1) strength accounting, and (2) cor­
rect duty status of each me=2er of the 
Army on the last day of each month. 
Only the SIDPERS C-27 report will be 
maintained and retired under this file 
number after "reconciliation" by the 
unit. 

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 annually or when 
the reporting unit/activity 
is reduced to zero strengt-"; 
held 1 year in CFA or RH-k; 
and retired to National 
Personnel Records Center 
(1TR) with next regular 
shipment. Destroy 56 years 
after cutoff. 

All other offices: Destroy 
when no longer needed for 
reference. 

) 1C
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716--01 
*716-02 

*716-03 

716-04 k 

716-05 

716G-06 

71G-07 

*716-08 

• . . - . •• , •.• . . .. . . . .. ... 

- 1974 . ........


S MILITARY PERSONNEL LEAVE AND ABSENCE FILES 

These f1cs relate to the granting of leave and passes to military ,ersonrmel arnd 
to unauthorized absences from duty...................... 

rip..n


Leave order files. Rescinded. Use 103-01 or 701-07, as applicable.::::::::: 
Leave of absence files. Copies of DAForm31 used in requestingand 

granting leave for military personnel. 

Enlisted personnel pass files. Documents authorizing enlisted per-
sonuel t, be absent on other than leave, 

Military personnel reg;ster files. Documents used to record ab-
sene•es from military installations or activities on other than 

Destroy after G mronths, or on discon-
tainunce, whichever is first.. 

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

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

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


= 

.....


... .'.-:..

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


... 
.................... '.


i . ................. :


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


leave co.ntaining signatures; time of departure or arrival; name,..........

gradeo, rank of individual; destination and address while absent;

length of absence; and similar information. Included are registers

and similar or related documents.


AWOL statistical reporting files. Documents used to provide statisLC"iOffice performing Army-wicle stan rA/0­
tical data concerning military personnel absent without leave. 4Isponsibility:rerrmnent. L 
Inciluded are feeder reports, letters, forms, and similar or related *Other offices: Destroy after 1 year, or on...................

documents. 

Absentee status files. Rescinded. Use 708-03 or 701-07, as appli-
c•u•_

cable. 

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

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

Q Ls- .:. _• 

discontinuance, whichever is first. 

L'-- -. 
t• 5•- L • g 

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

-

. 
. . /................... 

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

O................. 

I................•-=~~.. -.•" i!--..'-.. 

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

i-............... 
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iber 1974S30 Septem C 5, AR 34 0-13-7 

717 * MILITARY PERSONNEL PROMOTION, ELIMINATION, AND 
DE,MOTION 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. Description Dizjo*riba 

717-01 Promotion list -nuncrical files. Documents reflecting continuous 
seniority sequence of individual officers for promotion purposes. 
Included are cards, listings, and similar or related documents. 

717-0 2 Promotion eligibility roster files. Documents relating to indi-
viduals eligible for corLnsideration ior promotion. Included are 
recommendations and similar or related documents. 

717-03 *DA selection board reporting files. Documents relating to con­
sideration of officers, warrant officers, and enlisted personnel for 
promotion and elimination. Included are selection board pro­
ceedings, lists of officers and enlisted personnel recommended 
for promotion, and similar or related documents. 

717-04 Nomination and confLrmation files. Documents reflecting officers 
nominated by the President for appointment or promotion in 
the Regular Army and officers whose nominations have been 
confirmed by the Senate. Included-are rosters, lists, and similar 
or related documents. 

717-05 Fromotioni eligibility determination files. Documents reflecting 
determinations as to whether specific individuals are eligible for 
promotion. Included. are brief sheets, supporting papers, and 
similar or related documents. 

717-06 Enlisted promotion files. Documents related to considering en­
listed personnel for promotion. Included are approved requests, 
disapproved requestL, orders, promotion lists, and similar or 
related documents. 

717-07 Reserve Officer promotion files. Documents accumulated by Army 
area headquarters and Reserve selection boards relating to the 
promotion ,f commissioned officers (other than general officers) 
and warrant officers of the Army Reserve not on active duty. 
Included are selection board proceedings on personnel selected 
and not ~elected for promotion; individual status cards used for 
control purposes; statements relative to security clear'rnce of 
individuals; appraisals or recommendations of officer's unit 
commander, unit advisor, or Reserve corps commander; certifi­
cates of physical condition; recommendations of selection 
boards; reports of board proceedings; and documents relatirig 
to the officer's experience and qualifications. 

717-08 Reserve general officer promotion files. Documents relating to the 
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 
recommended for promotion, recommendations, congratulatory 
letters, and similar or related documents. 

717-09 Reduction in grade files. Documents related to disapproving rec­
ommendations for reduction in grade of enlisted personnel. 
Included are disapproved requests and similar or related 
documents. 

Destroy on separation of the inddividual,

or when superseded or obsole te.


Destroy after 2 years. 

-~yega ) 

Office performin Army-wide staff re­

sponsibility:7erman,rm. Cutt off an­

nually. Retire to Washingtton Na­

tional Records Center after 5 years in

CFA. -An(z3I;kCrNCI 

Other offices: Destroy after 2 Years.. 

Permanent. 

-.­

Destroy after 1 year. 

Destroy on promotion of in dividual.

Forward with MPRJ on ch-ange of

MPRJ custodian.


Army headquarters: Destroy after .. 
2 years. 

Reserve selection bo'ards: Dest roy after

1 year or on discontinuancee of the

board, whichever is first. Ilowever,

promotion control documexnts per­

taining to officers who declined

promotion wil be destroyed on later

acceptance of the promotion, or after

4 years, whichever is first.


Destroy after 2 years. 

* .. 

Destroy. after 3 months,u or ona discon­

tinuance, whicheverisfirst.


TAOO 161A 23 



/ 30 September 1974 C 5, AR 3 0--18-7 

719 MILITARY PERSONNEL SURVEY FILES 

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

File No. Description Disposition 

719-01 Military personnel survey files. Document,s relating to periodicOffice performing Army-wide staff re-
personnel surveys, including characteristics, opinions, attitudes, sponsibility:

and similar matters pertaining to the military population. In- i Sut•inmaries and conchlusions. of the sur-

eluded are completed questionnaires, punched cards, summninaries veys: Permanent..(,fi-Rv-- 3 / /Ii?k/

or conclusions of the survey, and similar or related documents. ZOlher files: Destroy when essential data


have been extracted. 
'Relporting offices: Destroy on comple­

tion of the survey. 

719-02 Personnel service technical 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. 

TACO oIIA 25 



.C 5, AR 340-18-7 30 September 1974­ C 
720 MILITARY PERSONNEL DISCIPLINE FILES


'Tlhese files relate to maillItaining mlitary di,(cipline. 
Of prisonilers. 

Fit . . ,. 1)4 cription 

720-01 Disciplinary status files. D)ocuments relating to the status and 
(i..-k otiof cn.-es involving disciplinary or pOssib)le disci­
p1linary action admnonilion, or reprimiand of military Ipvr­
so,niel. Included are cards, ro)sters, annd similar or rclatCed 

doellients. 
720-02 Physicalpnspection files. I,)ctunments. relating to genpral :and .pecial 

insp)ections4Of (nlisted porsonnel of an ;organliz:atiol. Includod 

are report.- aid similar or r(ela.tetd (dicumonts. 

*720--03 Confinement population and operational reporting files. Diocimnits 
l)providitng tatistical data on the number of prisoners confined 
in Armny co•finelen.:1t facilities and data: o the ope(ratioi4. of 
Army c,)nfimnemcm: facilirifs. Inchlided are 1:asic rep~"ris; con­
solidated and/or Slpe.e repk!n is: statstis.lca] c,nqpi!htif:is or tnbu­
lati-ons? elirsA, fmis: an•.d -i,i'ar or Mrelatd Miommdnts. 

720 04 Individual correctional ,reatmen files. I4 im•ents relating to the 
administralion of indiv'idual nilharyv 'i8,bnr in inst:il:1tioll 
confinement facilities and corrcctionv., training fIacilitcs. Inu­
elud.d are court-manrtial urders, release-orthirs, con•finenwIit 
orders, niedical exanmincr's replirts. request4s (and recip; for 

health and comfort supplie.s, reports and revo•li (:on(dationls 

relatIive to disciplinary mati:ons, elthingnnda equipmown issue 
records, torns ind(licating authmrize,d correlspimndece bv risoimier, 
mail records, personal hlist-ry records, in.dividuahl iprismier uItiliza­
tion records, requests fmr interview-,v risrne.'s identification 
roe'rds, parolve nWgreemnts, :and related individual pris,oner per-
so)n1 rercor.ds. "hc cornwional clircalmcnt jile is -maintil(ifd in a 

.Sparall fill apal-I from the Mililar!l P R.(onli:Hords .Jacket. 

720-05 Disciplinary hook files. ])Documentsiused by confin,en!lt (lficerms 
fOr rrecurding, in sequenceN f ,eclurrenclie, all breaches ilf dis­
cipline and the actionl ta:d(.en. hiluclided ar' regist(rs :-,md si!lilar 
o)r related d,-c!mlents. 

720- 06 *RConfinement facility blotter files. )Docuiuenw,.u-.ed ).y 0.vfintc­

ment officer- to provide :t log of signlificallt elVl.4( )I' :actiml.-, 
1such as hliadcomils, bed checks, roll Ceals.' taZtviit-s .d i:-11(hl-j­

tio)n., 'fire's, esc:ap(s, ri)ts, (Ii.)rdors, sui nilde-,:1 d i,il:- inwi­
dent.. Included aremIltiters, log-boplky , .nud simil.ar or related 
do(ulme(nts. 

720-07 Prisoner visitor register flies. DI),cuIewnts rlvecillng a:ill )isoIer's 

viil,1rs. mInldcd :ire' regi-4ter- and similar or relt.ted (!d11e111nts. 

720-08 Prisoner employment files. Documentsus used by cimfinement4 ofli­

cvre' 41) record work or nonllwork a4ssiglllllmnt-, )f prisoners. 

Inclhided are registers, cards, and similai. o reirted latddocuments. 

-*720-09 Prisoner status reporting and roster files. lRepoýrts f the status off 
mIilitary p)ris-oners in clOnfincment. iacilities, submitt ed ito)r by 

organization (,r post c(.umminders or their a l)ropri:idle st-f" 
o(fices for th l)purposc oof(Xp)editing nlilitary justice, julstifyiIi.. 

confitnomenit, administratlive reason-, or statistical pir,poses. 
These files include daily strenglth reports, reports ,(if escaped 
priswv(rs, -porlts of prisoneir6 r(turnod from scope,,"lla(] os.tr 
of prisilnolrs. 

,26 

Iand the conftinent 

Di.sp*,si.,'on 

1)1'stroy after 1 year, or ,1 discmltiun­
aice, whichtever is first. 

ftie'r year, 

nuce, wlhichever is first.


hAr 0roy 1 or ok di~ncotlill-

Offlice performing Armiy-wide staff r'­
spon)sibl)ility: Conso!ilateldoantd ..spi.(' 
rcporlts: Pemnent. 

Otl,er reports: l)estroy- after 10 yvtear. 
'Sl) B's: )ostroy after 1iyears. 

O(Iher(confinemenlt facilities: Ic-ir,y 
after 2 "yeni-, or oun discontinanc-:, 
whic1hever is first. 

I)e•Strov 4 years ufter release of ;h, 

priSorl r f(rom con filnemn(t. 

.\Alo. T1'IaII!fer of a )prisoncrfrom one4 
Volfinemc-.;t facility io another will 
iioti )e coi•irue"d as rclea.se from con­

fiiwinontt. When the prisoner is tran-
TI'rred t :oallloher such facility, for­

\ward fik toofuthe Cncofinfoikent-recv-vi:g 
f:ci lit,'. 

]e)t-"oy•3 ;•fltr 3 y-eal'."• 

h-witry afi'tr 5 yVI:4'.s 

I):t.r"t I entry 4 4hee"4 4r :ift,r l4 st ('V 

forn r •rigisltr, as applil':ch1b, ,_,r 

d(1..tr4,y 11 diseo4tin14nce, whiche,ver 

is ilr-st. 

)Destro,y:tftlr I y(':r, or onI di<e'i:oi:n14­


.nce, which4.h.'r is first.


Pris,n1lc r4 -tI le': Ir)est)o1.1I'° after (i yVe:rs. 

()ther tiles: Destroy after 2 years, or 43 

disc,4ntinu-nce whi,'helre is fir,'t. 

llow'ver, p)ri4one,r relprls :4nd (l:dily 
sir,enth rJ,lf,rts1at US1)B's will ,, 
dlst ro•ed after I0 ye:irs. 
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27 September 1976 

rile-No. Dcscription 
720-10 Progress evaluation files. Documents relating to prisoners re­

stored to duty. Included are semiannual progress reports and 
similar or related documents. 

720-11 Prisoner population files. Rescinded. 
Use 720-03. 

720-12 Prisoner personal properly and fund files. Documents pertaining 
e o the custodiansmip of personal funds and property of military 

prisoners confined to Army confinement facilities 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 
notificationlf expenditure of prisoner's personal funds; prisoner's 
cash account records and personal property list; personal 
property transmittal 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 
documents. 

C 7, AR 340-18-7 

DIspoStion 
Officers requiring report: Destroy 2 years 

after receipt 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 Ikisoner's 
Cash Account Record and Pdisoner's 
Personal Property List will be de­
stroyed 10 years after closing of the 
individual accounts. 
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721 US DISCIPLINARY BARRACKS FILES


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

ciplinary Barracks. 

File No. 
721-01 

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. 

721-02 Reference card files. Documents reflecting data on each prisoner 
confined. Included are cards and similar or related documents. 

721-03 Cross-reference card files. Documents indicating release date of 
each prisoner confined. Included are cards and similar or related 
documents. 

721-04 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. 

721-05 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. 

721-06 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. 

721-07 Transportation receipt files. Documents used in lieu of railroad or 
other transportation tickets which are deliver-d to the carrier. 
Included are receipts and similar or related documents. 

721-08 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. 

721-09 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. 

721-10 Official count files. Documents used to record actual counts of 
prisoners. Included are registers, logbooks, 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 frob parole 
status. 

Destroy on release of individual from 
confinement. 

Destroy after 3 months, or on discon­
tinuance, w'hichever 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. 
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FiletNo. Description 

721-11 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 card; (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 clemency 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 conduct, 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 sociologic report, and psychiatric 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, letter 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. 

721-12 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, clemency, 
and other actions pertaining to the confinement, and similar or 
related documents. 

C 8, AR 340-18-7 

Dispositioa 
Semipermanent portion: Destroy after 

25 years. Files pertaining to mili­
tary personnel will be forwarded to 
National Personnel Records Center, 
111 Winnebago Street, St. Louis, 
MO 63118, 3 months after release 
from confinement; or if individual 
is released on parole, the files will be 
forwarded 3 months after expiration 
of parole. Files pertaining to civilian 
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 individual is re­
leased on parole, the file will be 
retired 3 years after expiration of 
parole. 

Temporary portion: Destroy 3 months 
after release from confinement; if 
individual is released on parole, de­
stroy 3 months after expiration of 
parole; or destroy on discontinuance. 

On release of individual from confirne­
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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722 CHAPLAIN ACTIVITIES FILES 

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

File No. D•escripHion Disposiltfion 

722-01 Chaplain activity reporting iles. Rescinded. Function nro longer 
performed. 

722-02 Baptism, marriage, and funeral files. Documents maintained in Destroy in CFA fter 50 years. 
Headquarters, Department of the Army, related to reporting 
each baptism, marriage, and funeral service performed by 
military chaplains, auxiliary chaplains, and other authorized 
civilian clergymen for military personnel and authorized civil­
ians. Included are letters, forms, and similar or related docu­
ments. 

722-03 Chapel register files. Documenrits reflecting marriages, funerals, Destroy after 5 years, except that, 
and baptisms. Included are chapel registers and similar or bound registers will be destroyed 5 
related documents. years after date of last entry. 

722-04 Human self-development council files. Documents reflecting Destroy after 1 year, or on disconrtinu­
actions taken by human self-development councils. Included ance, whichever is first. 
are minutes of meetings and similar or related documents. 

*722-05 Chaplain Privileged Counseling/Interview Communication Case Destroy 2 years after completion of 
Files. Documents relating to counseling of a priviledged nature individual cases. 
between Army chaplains and Army members or their depend­
ents. Included are memoranda, r6sum6 of counseling interviews, 
aotes, letters, formz, or related documents. 

TAG(40:I1A 
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723 RECREATION SERVICES FILES


These files relate to providing a program of planned 
for military personnel. 

File No. 
723-01 Recreation and 

Description 
entertainment case files. Documents related to 

planning, approving, and conducting specific contests. Army 
shows, entertainment, sports activities, or other recreational 
events that are sponsored or sanctioned by the Army. Included 
are plans, letters, promnotional material, and similar or related 
documents. 

723-02 Recreation and entertainment detail hiles. Documents created 
in accomplislhiog 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 mate­
rials, information on contest procedures, and similar or related 
documents. 

723-03 Contest entry 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, 
scripts, poems, or similar materials entered, lists of contestants, 
eligibility determinations, and similar or related documents. 

723-04 Recreation services recognition files. Documents 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 programr. Included are certificates of esteem, letters 
of appreciation, and similar or related documents. 

723--05 Alcoholic beverage files. Documents relating to the designation 
of military installation as "remote" for the purchase of pack­
aged alcoholic beverages. Included are DOD, DA, and Chief of 
Staff directives and papers showing justification, coordination 
with higher authorities, approvals or disapprovals of specific 
cases; Department of the Army policy statements concerning 
purchase of alcoholic beverages in monopoly States; and similar 
or rela,ted documents. 

723-06 Recreation services reporting files. Documents reflecting statistical 
information concerning Army recreation services activities. 
Included are letters, forms, and similar or related documents. 

723-07 Entertainment 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. 

recreational activities 

Disposition 

* 	Office performing Army-wide staff re­
sponsibility: Destroy after 10 years. 

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

Destroy after 2 years, or on discontin­
nnCe, whichever is first. 

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

*Award given: Destroy after 10 years. 
Award not given: Destroy after 5 years. 

Office perforrming Army-wide staff re­
sponsibility: Permanent. SQ• NC(!v-:1-7

Installations requesting remote designa­
tions: Permanent. Cut off upon termi­
nation of designation. 

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

*Destroy after 2 years. 

Destroy after 3 years. 
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724 ARMY BAND FILES 

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. 

File7No. DcacriptioG) 

724-01 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 participation; programs and 
schedules; documents pertaining to the cost of transportation, 
quarters, and per diem; and similar or related documents. 

724-02 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 corrective action, and similar or 
related documents. 

724-03 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 related 
documents. 

724-04 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. 

724-05 Army band conference and clinic files. Documents relating to 
conducting or participating in band conferences, clinics, orienta­
tions, demonstrations, and similar activities. Included are 
agendas, orders, correspondence, and similar or related docu­
ments. 

724-06 Bandsman evaluation board 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. 

Disposition 
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 clinic: 
Destroy after 10 years. 

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

Destroy after 1 year. 
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725 PERSONAL AFFAIRS FILES 

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

fPA No. De..3cription Disposition 

725-01 Personal affairs case files. Documents related to answering D3estroy 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 citizenship, 
marriage, voting, and other civil duties and responsibilities. 

725-02 Personal affairs reporting files. Documents reflecting the status D)estroy 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. 

725-03 Veterans Administration insurance files. Documents related to D)estroy 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. 

725-04 Soldier voting files. Documents relating to soldier voting pro- DDestroy 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. 

*Office Army-wide 
the basis for authorizing, organizing, and prescribing procedures responsibility: Destroy after 5 years. 
for the operation of the Army Emergency Relief organization to C)ther offices: Destroy after 2 years or 
relieve distress of members of the Army and their dependents. on discontinuance, whichever is first. 

725-05 Army Emergency Relief organization files. Documents relating to W performing staff 

725-06 Army Emergency Relief transaction fldes. Documents accumulated D)estroy in CFA after 3 years. 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 
loan reports, applications for financial assistance, acknowledg- as uncollectible. 
ments of remittances and assistance received, collection and 
indebtedness documents, cash books, loan ledgers, control 
ledgers, canceled checks, prenunmbered receiprts, and similar or 
related docuients. 

725-07 Commercial business solicitation files. Documents relating to DDestroy when sup- ' d by a new 
approval and disapproval of business --solicitation activities on authorization, except that financial 
Army posts, camps, and stations. Included are requests for and authorizatioUg will be destroyed 3 
authorization of accreditation and removal of accreditation of years after removal of accredit ation. 
companies, agents, vendors, salesmen. and so citors: and similar 
or related documents. ACC-4 -Z6I/ 
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726 MILITARY PERSONNEL CASUALTY FILES 

These files relate to reporting and processing casualties, battle and nonbattle, 
and thle dispositioni of personal effects. 

Fie No. D~ scription 

726-01 Casualty evidence files. Documents related to niLssing persons 
boards and boards of inquest; and documents reflecting the 
status or possible information concerning casualties. Included 
are reports and similar or related documents. 

726-02 Casualty compilation files. Documents which summarize or extract 
specific information from the casualty statistical data card files. 
Included are listings, printouts, and similar or related 
documents. 

726-03 Casualty statistical files. Documents related to the casuahy re­
porting system, which provide the source for casualty compila­
tions. Included are punched ncards and similar or related 
documents. 

726-04 Casualty case files. Documents relating to individual casu.ties. 
They are accumulated by casualty reporting activities and the 
Headquarters, Department of the Army office which has staff 
responsibility for processing casualties. Included are copies of 
casualtyi- reports and messages, notifications- to next o_fkin, and 
similar or related documents. 

05 Personal effects case files. Documents relating to the receipt, 
inventory, and disposition of the personal effects of an individ­
ual and of Government property which was in his possession, 
and of lost or unclaimed baggage of an individual or of groups 
of individuals. Included are inventories of effects, certificates 
of removal of prohibited items from baggage, lists of miscel­
laneous collections, tally sheets, shippingY list, , ndexe, and 
similar or related documents. 

Diopvitio , 

Office performing Army-wide staff re­
sponsibility: Permanent. 

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

Office performing Army-wide staff re­
sponsibility: Permanent. 

Other offices: Destroy when no longer
needed for reference. 

Office maintaining Army-wide data: 
Permanent. Cut off on end of 
hostilities. 

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. 

Office performing Army-wide staff re­
sponsibility: Permanent. 

Other offices: Destroy 2 years after 
close of individual cases. 

Destroy 2 years after dis.position of 
effects. However, when connected 
with casualties from armed conflict, 
destroy 2 years after cessation of the 
conflict, or destroy 2 years after dis­
position of (ffecte, whichever is later. 
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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. 

File No. Description 

727-01 Discharge board proceedings files. Documents relating to the 
consideration of discharge for misconduct, unfitness, and 
unsuitability. Included are individual discharge cases. Ex­
cluded are documents which are to be filed in the OMPF or 
MPRJ. 

727-02 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. 

727-03 Discharge 
708-02, 

and REFRAD application 
or 708-03, as applicable. 

files. Rescinded. Use 708-01, 

727-04 Separation reporting files. Rescinded. No longer required. 

727-05 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; transcript 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 Secretary of the Army 
Directive; correspondence; and similar or related documents. 

727-06 Dependency and convenience of Government separation 
Rescinded. Use 708-01, 708-02, or 708-03, as applicable. 

files. 

727-07 Separation statistical files. Documents reflecting statistical data 
on Army military personnel separations, including retirements. 
Included are listings, printouts, and similar or related 
documents. 

727-08 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 related 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 
physically fit, is separated, or is 
retired. 
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728 MILITARY PERSONNEL RETIREMENT SERVICES FILES 

Fdi No. 
728-01 

These files relate to providing counsel and assistance to 
retire and to thoýe already retired fronm military service. 

Description 
Retired personnel locator files. Documents reflecting the location 

of retired military personnel. Included are microfilm, rosters, 
and similar or related documents. 

personnel planning to 

Disposition 

Destroy when superseded or olbsolete. 

728-02 Retirement services case files. Documents related to providing 
information and assistance to personnel planning to retire and 
those who have retired. Included are correspondence and simi­
lar or related documents. 

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

discontinu­

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

Destroy on death of individual, 

728-04 Retirement services control card files. Documents reflecting in­
formation on each individual being given preretirement 
counseling. Included are retirement services control cards and 
related documents. 

Destroy 1 year after departure from the 
installation or retirement of the in­
dividual. 
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