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AR 340-18-9

C12
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 12 WASHINGTON, DC, 1 December 1979

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF MElDICAL
FUNCTIONAL FILES

Effective 1 January 1980
This change revises files descriptions/dispositions for file numbers 90201, 912-04, 914-05, 91501,
916-01, 918-01, 918-03, 919-01, 919-03, 919-05, 920-01, 921-01, 92106, 925-02, 925-03, and 926-02;

completely revises subfunctional category 928, Veterinary Subsistence Service Files; establishes
file series 925-05, Dental Stock Record Files; and provides general updating.

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 Users will destroy interim changes on their expiration date unless sooner superseded or
rescinded.

AR 340-18-9, 14 August 1969, is changed as follows:

1. Changed material is indicated by a star.

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

Remoave pages Insert pages

L5352 Vo 1 NP 5and 6

B2 251 ¢ Vo 1 2 13 and 14

1 throUgh B0, .ottt e 19 through 30.2
B through 40 ... e i et e ey 35 through 40

3. File this change sheet in front of 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.
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CuaxGE HEADQUARTERS
, DEPARTMENT OF THE ARMY
No. 11 WasaINgTON, DC, I Seplember 1978

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF MEDICAL
FUNCTIONAL FILES

Effective I January 1979

This change revises descriptions and disposition instructions for file
number 902-05, Alcohol and narcotic control files and file number 917-09,
Alcohol and drug abuse rehabilitation files; establishes file number 908-09,
Medical facility incident reporting files, and rescinds file number $15-07.

AR 340-18-9, 14 August 1969, is changed as follows:
1. Changed material 1s indicated by a star.
2. Remove old pages and insert new pages as indicated below:

Remove peges Insert poges
Sand 6. . o e 52nd 6
¥ and Mo e 13 and 14
2 and 22 e e 21 and 22
2. Y e e e e e e e 24.1

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

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

By Order of the Secretary of the Army:

BERNARD W. ROGERS
General, United States Army
Official: Chief of Staff
J. C. PENNINGTON
Brigadier General, United States Army
The Adjutant General

DISTRIBUTION:

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

TAGO 321A—Avugust 260-475°—78
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CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 10 Wasnineron, DC, 10 August 1977

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF MEDICAL
FUNCTIONAL FILES

Effective I January 1978

This change establishes additional file numbers: 912-04, Practitioner
Credentialing Files; 917-10, Child Protection Case Management Files;
and 917-11, Tumor Registry File. It also changes disposition instructions
for file numbers, 918-04, 319-04, and 220-64.

AR 340-18-9, 14 August 1969, is changed as follows:

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

Remore pages Ingcrt pages

19 and 20 e 19 and 20
24 e 24.1

25 through 30 oo e~ 25 through 30

3. File this change sheet in {ront of publication for reference purposes.

The proponent agency of this regulation is The Adjutant General Center.
Users are invited fo send comments and suggested improvements on DA
Form 2028 {Recommended Changes fo Publications end Blank Ferms)
direct to HGDA (DAAG-AMR-P) WASH DC 20314,

By Order of the Secretary of the Aymy:

BERNARD W. ROGERS
Heneral, United States Army
Ofiicial: Chief of Staff
PAUL T. SMITH
Major General, United States Ay
The Adjutant Gencrol

DISTRIBUTION:

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

FAGOD 339A4—JFuly  249-474°—77
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AR 340-18-9

Cce
CHANGE HEADQUARTERS
DEPARTMENT OF TIIE ARMY
No. 6 Wasnixeron, DC, 21 Deccember 1973
S OFFICE MANAGEMENT
MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES
‘ Effeclive 1 January 1974
This change adds file nummber 917-09, Alcohel and drug abuse rehabili-
tation files. .
AR 340-18-9, 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:
-~ Remore pages Insert pages
B8 90d 24— 23 through 24.1

Authentication page.

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

The proponent agency of this regulation is the US Army Adjutant General
Center. Users are invited fo send comments and suggested improvements
on DA Form 2028 (Recommended Changes o Publications) direct to
HQDA (DAAG-AMR-P) WASH DC 20314,

By Order of the Secretary of the Army:

CREIGHTOXN W. ABRAMS
General, United States Army
Official: Chief of Staff
VERXNE L. BOWERS
Major General, United States Army
The Adjutant General

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

Form 12-9A requirements for AR, Maintenance and Disposition of Medical
Functional Filed: C (Qty Rqr Block No. 268).

TAGO 328A—December  540-470 . — 73



. AR 340-18-9

Cs5
CHANGE IIEADQUARTERS
DEPARTMENT OF THE ARMY
No. 5 ‘ WasuingToN, DC, 25 July 1973

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES

Effective 1 January 1974

This change increases the retention period for bacteriological testing
files; eliminates the requirement for including indexes with clinical
and oulpatient records to be retired to the National Personnel Records
Center; provides for longer retention of American Red Cross outpatient
record files and consultation service case files in the current files area;
adds file numbers 912-03, 915-06 and 915-07; modifies the description
and/or disposition instructions of file numbers $03-07, 910-03, 914-02,
922-02, 926-02, ard 926-03; and provides general updating.

AR 340-18-9, 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 jmg(s
7 through 10 e 7 through 10
19 through 22 e eaalo- 19 through 22
25 through 32 _ . 25 through 32
35 and 36 e 35 and 36
39 and 40 e 39 and 40
Authentication _ o ... .. Authentication

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

The proponent agency of this regulation is The Adjustant General Center.
Users are invited io send comments and suggested improvements on
DA Form 2028 (Recommended Changes to Publications) direct to HQDA
(DAAG-ASR-P), Washington, DC 20314.

By Order of the Secretary of the Army:

CREIGHTON W. ABRAMS
@eneral, United States Army
Official : Chief of Stajf
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 Medical
Functional Files: C (Qty Rqr Block No. 268)

TAGO 28A- July 510-465°—73
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AR 310-18-9

C4
Cuaxen HEADQUARTERS
. DEPARTMEXNT OF THE ARMY
No. 4 Wasnixerox, DC, 28 July 1972

, OFFICE MANAGEMENT ?
MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES

Effective 1 January 1973

This change provides for inscrtion of field medical cards pertiaining to
aclive duty Ariny officers and enlisted personnel in the OMPF afler cod-
ing; reduces retention period for deallt reporting files; identifies and
provides disposition instruclions for clinical record index files and various
Army Health Nurse files; describes the indexes whieh are to accompany
clinical and outpatient records being retired; and provides general up-
dating. ' :

AR 340-18-9, 14 August 1969, is changed as follows:
1. New or changed material is indicated by a stav.
2. Remove old pages and insert new pages as indicated helow :

Remove pages Insert pages
T through 14 e 7 through 14
17 and 18. o e 17 and 18
23 through 28,1 o e 23 through 28.1
31 throngh 84 e m 31 through 34

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

The proponent agency of this regulation is The Adjutant Genercl's
Office. Users are invited fo 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 Seerctary of the Army:

BRUCE PALMER, JR.
General, United States Army
Official : Aecting Chicf of Stajff
VERNE L. BOWERS
Major Generdl, United Stutes Army
The Adjulaint General

Distribution:
Active Army, ARNG, and USAR: To be distributed in accordance with two
times DA Form 12-9 requirements for AR, Medical Service—Applicable
to all Army Elements—C (qty rqr block No. 106).

TAGO 1A July 510 465H°---72

k]



AR 340-18-9

C3
CHANGE HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 3 WASHINGTON, DC, 6 August 1971

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES

Effective I January 1972

This change contains revised file descriptions and disposition instruc-
tions, and corrects errors made in printing.

AR 340-18-9, 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—

T through 10 __ L iiiiaiol.- 7 through 10
18 and 14 _ . e eeiiaaica- 13 annd 14
17and 18 .. ... ... e 17 and 18

23 through 28 _ .. ... 23 through 28.1
33and 34 .. ... e e 33 and 34

89 and 40 _ . e emeeiaeao- 39 and 40
Authentication . ___ ... .. ... ... .._. e Authentication

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

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

By Order of the Secretary of the Army:

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

Distribution:

Active Army, ARNG, USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Medical Service—Applicable to All
Army Elements: C (Qty Rqr Block No. 106).

¥r U.S. GOVERNMENT PRINTING OFFICE: 1971—480-801/3052A

TAGO 3052A



AR 340-18-9

*C 2
-CraxGe HEADQUARTERS
. DEPARTMENT OF THE ARMY
No. 2 Wasuixerox, DC, 26 January 1971

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES

Eﬂ’ectue I January 1971 in accordance with DA message AGAR-P
18185147 Dec 70

This change eliminates the need to create register number files and estab-
lishes revised disposition standards for nominal index files and diagnosis,
operation, death, or similar index files. Any local needs can be met by using
file number 916-08.

AR 340-18-9, 14 August 1969, is changed as follows:

1. New or changed material is indicated by a star.
2. Remove old pages 23 and 24 and insert new pages 23 and 24.
3. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is The Adjutant Ganeral's Office.
Users are invited to send comments and suggested improvements on DA
Lo Form 2028 (Recommended Changes to Puklications) to The Adjulant Gen-
( : erc:! 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 Stajf.
KENNETH G. WICKHAM,
Major General, United Stales Army,
The Adjutant General.

Distribution:

Active Army, ARNG, and USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Medical Service—Applicable to all
Arniy Elements—C (qty rqr block No. 106). ‘

*This change supersedes DA message AGAR-P 1818547 Dec 70 (U), subject: Change
to AR 340-18-9 (Change 2). .

TAGO 44TA—January 430-471 ,—71



o N
S

AR 340-18-9

C1
CiuaNae ' HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 1 Wasuixeron, DC, 15 July 197

OFFICE MANAGEMENT
MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES
Effective 1 January 1971

This changz conlains revised file descriptions and disposilion instructions,
corrects errors made in printing, and rescinds the appendix.

AR 310-18-9, 14 August 1969, is changed as follows:

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

Remove pages— Insert pagcs—
13 through 16~ - 13 through 15
25 through 30..._ - e 25 through 30
85and 80 oo e e 35 and 36

A~1 through A-6______________ ——

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

The proponent cgeﬁcy of this regulution 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 Seeretary of the Army:

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

Distribution: ‘
Active Army, ARNG, and USAR: To be distributed in accordance with
DA Form 12-9 requirements for AR, Medical Service-Applicable to all

Army Elements—C (qty rqr block No. 106).

TAGO 19A—July 430-465°--70



C7, AR 340-18-9

11 October 1974 ) *AR 340-18-9

ArMY REGULATION ‘ S HEADQUARTERS
DEPARTMENT OF THE ARMY

No. 340-18-9 Wasuingron, DC, 14 August 1969

OFFICE MANAGEMENT

MAINTENANCE AND DISPOSITION OF
MEDICAL FUNCTIONAL FILES

Effective 1 January 1970

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

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

b. Offices responsible for medical functions will use this regulation to

identifly, maintain, and dispose of records documenting these functions. The
identification, maintenance, and disposition of recerds 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, descriptions, and
retention periods for files relating to major categories of records documenting
mission functions are contained in Army Regulations 340-18-2 through 340-
18-15 which are distributed only to the organizations performing the functions
concerned. ‘ :

*This regulation, together with AR 340-18-1, AR 340-18-2, AR 340-18-3, AR 340-18-4,
AR 340-18-5, AR 340-18-6, AR 340-18-7, AR 340-18-8, AR 340-18-10, AR 340-18-11,
AR 340-18-12, AR 310-18-13, AR 340-18-14, and AR 340-18-15, all dated 14 August 1969,
supersedes AR 345~210, 31 October 1962, including all changes.

TAGO 173A 1
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C17 AR 310-18-9 11 October 1974

%3. Scope. Under the Army Functional Files System, medical files, a major
functional category, has been assigned the basic file number 900. This regu-
lation contains file numbers, deseriptions, and retention periods for files relating
to the development and direction of a program of medical care for members of
the active Army and their dependents and for other categories of eligible per-
sonnel, providing medical information, establishing and applying standards
for medical fitness, conducting medical examinations, caring for medical facility
inpatients and outpatients, providing medical treatment for civilian employecs,
preventing sickness and injury, providing dental care, and providing care for
animals owned by the Army and its members. Common mission files are
described in this regulation under file numbers 901-01 through 901-08. Other
mission files are grouped into 28 subfunctional categories, as follows:

Subfunctional

category

file No. Subfunctional category file title . Page No.
902 Medical program files. oo oo elaioaoao 6
903 Medical statistics files . oo e mmcmemeaan 7
904 Medical information filles_ e 10
905 Dependents medieal eare files_ . ... 11
906 Medical standards files. o e emeemam 12
907 Medical examination files_ . i eicaaao- 13
908 Medical treatment facility reporting files__ . _ ... ___._.. 14
909 Inpatient accountability and status files_ . _______________ JE 15
910 Patient fund, property, and financial files. . . . ______ 17
911 Food service flles_ oo oo e lccmeiaa. 18
912 Professional medical services files_ - _ . _______.___. 19
913 Pharmacy services filles_ o .___ e 20
914 Laboratery and pathological services files_ . . _. . ____ .. ____..__._. 21
915 Nursing service flles_ . o e 22
916 Indexes and duplicate medical records files_ ... o _____._. 23
917 Medical record files on individuals. . _.___. e 24
918 Clinical record fles. . oo e 25
919 Outpatient record files oo 27
920 Consultation service files_oo. . __..___. e — e 28
921 Medical X-ray film files. e 29
922 ~ Occupational health service files_ _ .. oo _____ 31
923 ~ Preventive medicine files oo . cceaeea 32
924 Army health nurse files. _ i eeoaaa 34
925 Dental services files _ e 35
926 Individual dental filles. . 36
927 Dental X-ray film files .. e mcmcemmm—————————— 37
628 Veterinary subsistence service files_ . . . i emeecemaaa 38
929 Veterinary animal service files_ __ el L 40

Secazn,;;‘ oF THS Jaeyt LOvieR Frd s = S

2 TAGO 173A




File No.

; 901-01

% NC/—-ﬂq\ﬂsg

/e

901-02

901-03

14 August 1969

f
\

AR 340-18-9

901 COMMON MISSION FILES .

1. Common mission files may accumulate in any office to document the per-
formance of its assigned medical activities. However, all the common mis-
sion 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: 901-01 Medical instruction files; 901-02 Medical standards

administrative files; 901-07 Pharmacy services reference pa

Description

Instruction files. Documents related to preparing, coordinat

ing, issuing, and interpreting directives, regulatory instruc
tions, and comparable instructional material. These files ac-
cumulate in offices responsible for preparation and

“interpretation of instructions and include coordinating ac-

tions, studies, interpretations, and published record copies
of instructions, such as regulations, supplements, memoran-
dums, circulars, pamphlets, and bulletins; SOPs or similar
issuances; messages used for expeditious interim changes to
instructions; technical newsletters or comparzble media
used to forward semi-official and authoritative instructions;
and official training materials.

Administrative files. Documents relating to the overall or gen-

eral routine administration of medical activities, but exclu-

sive of specific files described in this regulation. These files

include, but are not limited to:

a. Routine comments on regulations, directives, or other
publications prepared by another office with primary re-
sponsibility. If comments result in additional action affect-
ing the mission or function of the office, documents should
be filed with the appropriate mission functional files,

b. Evaluations of suggestions that do not result in issu-
ing an instruction or establishing & project.

¢. Program and budget documents, management improve-
ment reports, cost reduction reports, and comparable man-
agement reports prepared to submit data to offices
responsible for these management functions.

d. Extracts of IG, GAO, AAA, or comparable reports of
inspections, surveys, or audits that pertain to the operation
of the mission or function. .

e. Documents relating generally to the application of
ADPS and PCM operations within the functional area re-
lating to medical activities.

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

Agreement files. Documents relating to agreements between

elements of the Army, between the Army and other military
services or Federal agencies, or between the Army and
other nonfederal organizations or agencies; but not with
foreign countries. These agreements are negotiated to pro-
vide for continued understanding between recognized orga-
nizations and the Army for the purpose of providing or ob-
taining various types of support services. The services

*e

files.

Ott/ces
. _ pron
Offices of HQ Department of the
Army, offices of major svwiwinrwe-
commands heedawentcrereszd
ents in a combat zone or desig-
nated as a combat support element
"'in 2 combat zone (as defined by AR
- 810-25). Permanent. Cut off an-
nually or on supersession or obso-
lescence, as reference needs require.
Jther offices: Destroy when supersed
ed, obsolete, or no longer needed £
‘reference, whichever is first.

Destroy after 2 years or/ on
discontinuance, whichever is /first.
However, Documents in the/cutoff
file that require additional gtti
relate to reopened cases
brought forward for
current file.

Cy & 17 5
Y€ ks after

Jo ~AS Sors

Office requesting support and office
providing support: Agreements in-
volving transfer of personnel
spaces and materiel will be de-
stroyed 6 years after supersession,
cancellation, or termination of the
agreement.

Agreements not involved in trans-

3

5:439\/ mlcmmmis
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o AR 340-18-9

File No.

901-04

901-05

[ MCl~AU-81-5;
T Hem) wd
Ncl %U—'?S-M
ctow |3

*ﬁﬁ‘.“’

901-06

901-07

Description
include logistic, medical, administrative, fire protection,
facilities, payroll, and similar support on a one-time or con-
tinuing basis; and on a reimbursable or nonreimbursable
basis. Included are agreements, agreement checklists,
amendments, review comments, related correspondence, and
similar documents. .

Orientation and briefing files. Documents used in orientations

and briefings given to visitors and newly assigned individu-
als about the mission, functions, and physical layout of an
office.~ Included are photographs, transparencies or vu-
graphs, copies of specially prepared handouts, and related
or similar docu.ments.

Committee files. Documents relatl.ng to wtabhshmg, operating,
-and dissolving committees which consider, advise, take ac-

tion, and report on specifically assigned functions. They in-
clude joint, 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 proposals, approvals, and disapprovals
to establish the committee; charters, terms of reference,
and comments on them; directives establishing, changing,
continuing, or dissolving the committee; documents nomi-
nating, approving, appointing, and relieving committee

" members; . notices, agenda, minutes, and reports of commit"4(2) Elanaits ot clher @mmmd Jevele !

€5

Destroy Pyears

tee meetings; and related documents.

" "Staff visit files. Documents relatmg to scheduled or special

visits (but not inspections, surveys, or audits) for the pur-
pose of performing staff or technical supervision or for con-
ducting studies. This description is not applicable to visits
made in connection with a specific process or case which
should be filed with documentation of the case or process.
Included are requésts for permission to visit, reports of
visit, recommendations, and other directly related docu-
ments.

Reference paper files. Documents used to facilitate, control, or

supervise the performance of a specific function, process, or
action—as distinguished from those official records neces-
sary for documenting performance of a function, process, or
action, Although accumulated reference papers may relate
to varied subjects and functions, they should bear = title re-
lating them to the functions, subfunction, process, or action

they are used with. Reference paper files conmst of the fol- C

lowing types of documents:

a. Notes, drafts, feeder reports, news chppmgs, sxmﬂar .

working papers, and other materials accumulated for prep-
aration of a communication, a study, a2n investigation, a
survey, an inspection, or other action. This description does
not include official and quasi-official recommendations, coor-
dinating actions, and other documents which contribute to
or result from preparatlon of the communication or other
record.

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

14 August 1969

Disposition
fer of personnel spaces and mate-
riel will be destroyed 3 years after
supersession, cancellation, or termi-
nation of the agreement.

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

Destroy on supersession or obsoles-

»4(1) r:lcmds % HQM ma et
Cew ), ‘WA{;\;'SUb.—

Cewvn

AOﬂice of committee chairman or sec-
retariat, whichever is designated
office of record, and offices of mem-
bers of international committees in
which 2 foreign government is
office of record: =~Cut off
when no longer needed for current
operations. )r'eMA after o

B Offices of other committee members:
Destroy when no longer needed for
current operations.

Fer conndttee 3% disso dﬁ_m

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

* lated study.

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

Cut off on completion of the communi-
cation, study survey report, or
other action. Destroy in blocks after
an additional 3 months, 6 months,
or 1 year. Earlier destruct'on is au-
thorized.

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




1 December 1979

File No.

901-08

Description

c. Copies of technical documents, intelligence docu-
ments, emergency plans, mobilization plans, and similar re-
produced materials that do not fall within the deseription for
reference publications files.

d. Documents received for general information pur-
poses that require no action and are not required for
documentation of specific functions.

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

f. Copies of documents accumulated by supervisory
offices, such as chiefs of directorates, divisions, branches, or
separate offices. These documents duplicate the record copy
filed elsewhere in lower echelon offices of the same organiza-
tional element which is responsible for performing the action,
process, or function. Such files should be established only
when necessary, not in each office of the same organizational
element.

Unidentified files. Documents relating to the performance of

mission activities not described in this regulation.

Note. Use of this temporary file number requires
prior approval of the organization’s records management offi-
cer.

C 12, AR 340-18-9

Disposition

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

Destroy after 1 year. Earlier destruction
is authorized.

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 de-
struction is authorized.

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



C 12, AR 340-18-9 1 Dgcember 1979
902 MEDICAL PROGRAM FILES

These files are related to the administration of the Army medical program.

File No. Description Disposition
902-01 Blood program files. Documents related to administering the Office performing Army-wide staff re-
Army Blood Program. Included are documents relating to sponsibility: Destroy after 25 years.
blood grouping, blood collection, procurement of blood, *Other offices: Destroy after 5 years, or
method of payment, interchange of blood between installa- when no longer required for medical/
tions, notifications of the existence or activation of blood reasons, whichever is later.

donor centers, and similar matters.

90202 Activity reporting files. Documents reflecting the activities of Offices performing Army-wide staff re-
the Army Medical Department, such as narrative accounts of ~sponsibility: Permanent.
the organization; sanitation at the organization; steps taken Reporting offices: Destroy after 5 years.
for the prevention of diseases, morbidity, and mortality of
troops servicing the organization; and other subjects of
hygiene and professional medical interest. Included are ac-
tivities reports, statistical tables and charts appended
thereto, and similar or related documents.

902-03 Medical daily diary files. Documents reflecting important Permanent. Cut off annually, or when
events in chronological order. Included are journals, diaries, diary is filled, as appropriate.
"and similar or related documents.

902-04 Scientific and professional article files. Documents relating Destroy after 5 years.
to preparation, review, and approval of articles for publica-
tion in civilian scientific and professional periodicals. In-
cluded are comments and recommendations of reviewing of-
fices, copies of the proposed articles, approvals, reprints, and
similar or related documents.

902-05 Alcohol and narcotic control files. Documents relating to Destroy after 5 years.
Treasury Department and Internal Revenue Service regula-
tions, export and import of narcotics, issuance and cancella-
tion of permits to procure tax free alcohol and similar mat-
ters. Included are letters, messages, extracts of directives,
cards, printouts, and similar or related documents.

902-06 Treatment unit inspection files. Rescinded.

902-07 Secretary of the Army designee files. Documents relating to Destroy after 10 years. Retain in CFA.
the designation of certain ineligible individuals, by the Secre- :
tary of the Army, to receive medical care in Army medical
treatment facilities. These files accumulate in the Office of
The Surgeon General, HQDA, only. Included is evaluation of
requests, recommendations, medical records, and related
documents.
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903 MEDICAL STATISTICS FILES

These files relate to the collection and analysis of statistical data pertaining
to the health of the Army, the preparation of statistical reports and com-
pilation of data for use in establishing medical doctrine, policics, and procedures.

Fie No. Description B Disposition

903-01 Medical statistics summary files. Documents summarizing Office performing Army-wide staff re-
medical statistical data reccived from field instailations and spousibility: Permanent.
activities and other sources. Included are summaries of weekly Other offices: Destroy when no longer
statistical reports, weekly disease rates, weekly health reports, needed for refcrence.
weekly hospitalization reports, reports of bed status, patients
remsaining summaries, comparable reports and summaries,
and related background data.

903-02 Medical statistical reporting files. Documents refleciing statis- Office performing Army-wide staff re-
tical information on such matters as strength, admission, dis- sponsibility: Morbidity and outpatlient
position, and number of patienis under treatment at medical reports: Permanent. Retire after 10
facilities, paticnts occupying beds, days lost by patients, out- years in CFA except oversea unit
r;!\ patient treatments, specialized type of treatment, and similar reports will be retired after 2 years.
- data. Included are reports on bed and patients, morbidity, Other reports: Destroy after 10 years.
*j\ outpatient specialized type of treatment, and similar or related Other offices: Destroy after 2 vears or
‘Q T T e documents. on discontinuance, whichever is first.
\?\ g/, 903-064 Medical statistics machine tabulation fies. Documents reflecting Tabulations containing data not ex-
’ - statistical data extracted from the individual medical records tracted to other permanent records:
’ forwarded to the Department of the Army. Included are Permanent. Retire when no longer

machine tabulations and related documents. needed for current operations.
Other tabulations: Destroy 1 year after

completion of analysis.
903-05 Detail and summary tabulating card files. Documents reflecting Destroy 25 years after completion of
s data extracted from individual records and forwarded to  the statiStical study to which they
o Department of the Army by medical treatment facilities and pertain.

Armed Forces Examining and Entrance Stations (AFEES).
They are used to prepare basic medical and health statistical .
tables on morbidity, medical examinations of registrants, and T
similar medical data. Included are punched cards and magretic
tapes containing individual medical record data, cards per-
taining to individuals examined at AFEES, and similar or
related documents.

903-06 Source document files. Documents used in preparing personnel Destroy after 3 months or on discontinu-
reports and punched cards. Included are admnission worksheets, ance, whichever is first. However, per-
patient control registers, personnel accounting cards, change- sonuel accounting cards will be des-
in-status documents, and similar or related documents. troyed when information contained

therein is no longer required.

% 903-07 Entrance examination files. Documents reflecting medical infor- Sampled records: Destroy after 2 years.
mation on inductees and enlistees rejected for medical reasons. Earlier disposal is authorized.
These documents arc forwarded to US Army Health Services Nonsampled records: Destroy after 1
Data Systems Agency by Armed Forces Examining and En- year. Earlier disposal is authorized.
trance Stations. Included are copies of reports of medical ex-
amination and related documents.

903-08 Registrant examination- summary reporting files. Documents Destroy 1 year after completion of the
reflecting summary information on the overall examination project for which they are used.
results, the causes for disgualification, aud general physical and
mental characteristics of registrants found acceptable for in-
duction. Included are summary reports of registrant examina-
tions for induction and related documents used for medical
statistical purposes.
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File No. Description Disposition 1
903-09 Health and hospitalization data files. Documecnts reflecting statis- Permanent. Retire when no longer nceded CiA

tical data on morbidity and mortality outpaticnt treatments, for current operations.

hospital bed capacity and utilization, patient flow and census,

and related statistical data extracted from reports rececived

from field medical activities. These documents are maintained

by the oflice performing Army-wide staff respousibility. In-

cluded are posting cards, posting sheets, and similar or related '

documents.
903-10 DA clinical record cover sheet files. Documents used by The < Destroy on completion of statistical
Surgeon General for statistical purposes. Included are dupli- processing.
cate copies of clinieal record cover sheets and related coding
transcripts.

Note. The record copy of the clinical record cover sheet is
included in the clinical record file.

903-11 Transmittal OF 41 files. Documents used by medical treatment Office performing Army-wide staff respon-
facilities and other AMEDD activities to forward to The Sur- sibility: Destroy after completion of
geon General the clinical record cover sheet files. Included are statistical processing.

Optional Forms 41 and similar documents. Other offices: Destroy after 3 months or
on discontinuance, whichever i3 first.

903-12 Medical facility statistical feeder reporting files. Documents used Destroy after 1 year or on discontinuance,

by medical treatment facilities for local administrative opera- whichever is first.

tions and as a scurce of statistical information for the prepara-

tion of recurring reports required by higher headquarters.

Included are patient statistical reports, outpatient statistical

reports, clinies statistical reports, operations statistical reports,

dispensary statistical reports, eye, ear, nose, and throat exami-

nation statistical reports, pregnancy case statistical reports,

and similar or related documents.

903-13 Ward staiistical reporting files. Documents reflecting statistical Destroy after 3 months or on discontinu-
data on ward patients. Included are ward morning reports, ance, whichever is first.
daily and weekly census, patient strength reports, ward patient
rosters, and similar or related documents. -

903-14 Field medical card files. Documents relating to medical treat- Coding cffices: .
ment of individuals by aid stations, clearing stations, and non~ On completion of weekly coding, alpha-
fixed dispensaries. Included are US Field Medical Cards and betize and make the following disposi-
related documents, tion:

Mqlitary personnel: Forward as follows:

Ya. Active duty Army officers:
HQDA (DAPC-PAR), 200 Stovall
Street, Alexandria, VA 22332 for
insertion in official military personnel
file.

b. Active duty Army enlisted: Com-
manding Officer, US Army Personncl
Services Support Center, Fort Ben-
jamin Harrison, IN 46249, for insertion
in official military personnel file.

¢. Active duty Navy/Marine Corps
personnel: The Surgeon General, US
Navy,” Washington DC 20390.

d. Active duty Air Force personnel:
The Surgeon General, US Air Force,
Washington, DC 20314.

%e. All other US uniformed per-
sonnel: HQDA (DASG-1ICP), WASH
DC 20314.
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File No. Description Disposition
Civilian personnel: Destroy after 25
years. Retire to National Personnel
Records Center (Civilian), 111 Winne-
bago Street, St. Louis, MO 63118.
* Foreign nationals: Within an oversea
area, forward to the appropriate na-
tional authorities. Within CONTUS,
forward to HQDA (DASG-HCP),
WASH DC 20310.
Y% Prisoners of war: HQDA (DAPE-
HRE-PO), WASH DC 20314.
Other offices: Destroy after 3 months.

903-15 Telegraphic morbidity reporting files. Documents reflecting Office performing Army-wide staff respon-
rapid changes in morbidity levels. Included are periodic sibility: Destrov when no longer re-
telegraphic reports of incidence of specified diseases, strength quired for statistical purposes.
served, and similar data. Other offices: Destroy after 2 years, or on

discontinuance, whichever is first.

903-16 Death record confrol files. Documents used by Headquarters, Destroy on completion of tabulation and
Department of the Army in obtaining and compiling informa- analysis.
tion on deaths. Included are casualty reports, clinical record
cover sheets, and similar or related documents.

90317 Medical statistics data-source files. Documents relating to in- Permanent. Retire when no longer needed

terpretation of data on morbidity, mortality, hospitalization, for current operations.
casualty logisties, physical disqualification for military service,
nosology, military and general biostatistical methods, and
similar matters. This data is not readily available elsewhere
; and is required for effective performance of the US Army
TN medical statisties function. Included are selected completed
) studies, reports, compilations, copies of professional or tech-

nical correspondence, and similar or related documents.

B 903-18 Statistical health table and chari files. Documents reflecting Destroy when no longer needed for
medical statistics such as morbidity and mortality rates. current operations.
Included are statistical tables, vital statistics charts, and
similar or related documents.

903-19 Medical study-preparation files. Documents relating to projected Destroy on completion of project.

or in-process studies of morbidity, mortality, hospitalization,
casualty logistics, physical disqualifications for military serv-
ice, nosology, and statistical methods (including ADP tech-
niques and applications). Included are copies of detailed
requests for data, procedural instructions, technical notes
and memoranda, worksheets, drafts of narrative analysis,
and similar or related documents.

o~

TAGO 97A f 9



C 8, AR 340-18-9 23 September 1975
904 MEDICAL INFORMATION FILES

These files relate to the release of medical information and access to medical

records.
File No, : Description Disposition
904-01 Medical care inquiry files. Documents reflecting inquiries re- Destroy after 6 years.
ceived from private individuals and Congress for nonprivileged ‘@é
information on such matters as medical treatment received, CP
status of physical condition, transfer of individual patients, D
eligibility for medical care, and application for treatment. Me

Included are approved requests, disapproved requests, and
similar or related documents.

904-02 Medical records access files. Documents related to authorizing % Office responsible for authorizing the
access to medical records for the purpose of unofficial research access: Destroy after 25 years.
and study. Included are requests for access, agreements, ap- Other offices: Destroy after 2 years or on
provals of authorizations, and similar or related documents. discontinuance, whichever is first.

904-03 Medical information release files. Documents relating to the re- “Destroy after 25 years.
™ Tease of medical information which cannot be filed with retired
or transferred medical records and X-rays. Included are state-
ments of patient’s consent to the release, letters requesting the
release, and similar or related documents. (See para 6-5d,
AR 40-400 for disposition of such documents when they can be
filed with clinical, outpatient, or health records.)
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905  DEPENDENTS MEDICAL CARE FILES

These files relute to medical and dental care for dependents of uniformed
services personnel.
File No. Description Dispesition
905-01 Nonavailability statement files. Documents used in authorizing Destroy after 3 years or oun discoutin-
civilian medical care for dependents of military personnel uanee, whichiever is first,
when Joeal medical treatment facilities of the uniformed
~— gervices are unable to provide the required treatiment. In-
cluded are nonavailability statement forms and similar or
related documents.

905-02  Remoie area designation files. Documents accumulated in des- % Oflice performing Army-wide staff re-
ignating ecrtain remote military medical facilities to pro- spousibility: ToggEmmamt. Gul off nf
vide dental eare to dependents of uniformed serviees per- /7 ter Jisapproval v with@ruwal ot desig-
sonnel and civilian employces. Included are requests for — gwtten,
designation with related background papers, approvals, and
similar or related documents. Other eoffices: Destroy 2 years after

disapproval eor withdrawal eof the
designation.
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File No.

906-1

906-02

-906-03

906-04

906-05

12
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906 MEDICAL STANDARDS FILES

These files relate {o the establishment and implementation of medieal stand-
ards and physical profiling for sclection, assignment, retention, continua-

tion, and disposition of personnel in military service.
. Description
% Medical review files. Documents relating to medieal fitness for
appointment, retention in service, promotion, speeial assign-
ment, and scparation. Included are extracts of medieal ex-
amination, psychological evaluation reports, and similar or
related documents.

Mental competency review files, Documents related to deter-
mining the degree and ability of active and retired Ariny
military persenuel to use their mental faculties in handling
personal problems of normal day-to-day living. Included are
determinations and similar or rclated doeuments.

Medical classification files. Documents relating to the physical
classification of personnel. Included are work sheets, cards,
and similar or related documents.

Medical board files. Documents refleeting determination of fit-
ness for active duty. Included are medical beard proceedings
and related documents.

Physical evaluation board files. Documents relating to review
of medical board findings to determine if an individual should
be discharged, placed on TDRL, or returned to active duty.
Included are physical evaluation board procecdings and similar
or related documents.

Disposition
Destroy after 3 years.

B

Destroy after 2 years.

Destroy after 2 years er on discontin-
uvance, whichever is first.

Destroy after, years.

Destroy after 2 years, or on discontin-
uance, whichever is first.
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File No.

907-01

907-02

907-03
907-04

C 12, AR 340-18-9

907 MEDICAL EXAMINATION FILES

*These files relate to medical examinations for entrance into the US Military
Academy Preparatory School, the US Military Academy, and the ROTC Pro-
gram; appointment, enlistment, and induction into the Active Army; retention
and promotion; flying duty; mobilization; ROTC summer camp; and similar cir-
cumstances. Excluded are medical examinations filed in individual health rec-
ords, medical board files, physical evaluation board files, and AFEES examina-

tion files.

Description

Rejected USMA applicant medical examination files. Docu-
ments relating to applicants for the US Military Academy
Preparatory School and US Military Academy who were re-
jected due to physical deficiences. These documents are ac-
cumulated by The Surgeon General. Included are reports of
medical examination, reports of medical history, and similar
or related documents.

ROTC medical examination files. Documents relating to
medical examinations for the advanced ROTC Program,
ROTC summer camp, appointment in the USAR, and ROTC
flight training. Included are reports of medical examination
and related documents.

Rescinded.

*Medical examination files. Documents related to determin-
ing physical fitness for admission to the US Military Acad-
emy Preparatory School and the US Military Academy; ap-
pointment, enlistment, and induction into the Active Army;
retention, promotion, separation, flying duty, and mobiliza-
tion; and similar circumstances. These documents are ac-
cumulated by medical facilities which conduct medical exam-
inations. Included are copies of reports of medical examina-
tion, medical history, and similar or related documents.
Documents accumulated AFEES will be maintained in aec-
cordance with subfunctional category 704, AR 340-18-7.

Disposition

Destroy after 5 years.

Office performing Army-wide responsi-
bility: Destroy after 3 years.
Other offices: Destroy after 1 year.

Destroy after 1 year.

Note. The originals of Standard
Forms 88 and 93 and related docu-
ments pertaining to USMA applicants
will be forwarded in accordance with
AR 40-501.

13



e C 12, AR 340-18-9 1 December 1979

908 MEDICAL TREATMENT FACILITY REPORTING FILES

These files relate to reports prepared by Army medical facilities and forwarded
to higher headquarters or other agencies.

File No. Description Disposition

908-01

Physical medicine reporting files. Documents reflecting such
information as treatment of patients in the physical medicine
service, participation and treatment in occupational therapy,
and disposition of patients. Included are physical medicine
daily attendance reports relating to physical therapy and
physical reconditioning; occupational therapy participation
reports; reports to the hospital registrar; monthly reports of
hospitalization of patients; and similar or related documents.

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

908-02 Pay patient treatment reporting files. Retained copies of Destroy 1 year after the close of the fis-
documents reflecting information on pay patients treated in cal year to which they pertain, or de-
Army medical facilities. Included are letters, forms, print- stroy on discontinuance, whichever is
outs, and similar or related documents. first. :
908-03 VA hospitalization reporting files. Documents reflecting ad- Destroy after 3 months or on discontinu-
mission and disposition of VA beneficiaries. Included are ance, whichever is first.
monthly reports relating to service connected and nonservice
connected disabilities, total patient days and available beds,
and similar information.
908-04 Foreign national hospitalization reporting files. Documents Office performing Army-wide responsi-
reflecting hospitalization of foreign nationals by Army medi- bility: Destroy after 2 years or on dis-
. cal treatment facilities. Included are letters, forms, print- continuance, whichever is first.
outs, and similar or related documents. Medical facilities: Destroy after 1 year.
908-05 Birth reporting files. Documents reflecting births at Army in- Files dated prior to 1916: Permanent.
stallations which are reported to civil or military authorities. Files dated 1916 to present: Destroy
Included are letters, forms, printouts, and similar or related after 2 years.
documents.
908-06 Death reporting files. Documents related to reporting deaths Destroy after 2 years.
within Army medical facilities to the hospital registrar or
administrative officer of the day and reporting deaths at
Army installations to civil health authorities. Included are
hospital report of death forms, State death certificate forms,
and similay or related documents.
908-07 Rescinded. Use 908-06.
908-08 Hospital inspection reporting files. Documents relating to Destroy after 1 year or on discontinu-
internal sanitary inspections of hospitals such as inspections ance, whichever is first.
of wards, quarters, messes and foods, and barber and beauty B
shops. Included are inspection reports, reports of corrective
action taken, reclamas, and similar or related documents.
908-09 Medical facility incident reporting files. Documents relating Destroy in CFA after 7 years.

14

to involvement of a patient in an unusual occurrence or acci-
dent in a medical facility. Included are reports of unusual oc-
currences and related documents.



15 July 1970

909 INPATIENT ACCOUNTABILITY

C 1, AR 340-18-9

AND STATUS FILES

These files relate to admission, transfer, and discharge of patients from Army
“medical facilities; and the condition of patients in hospitals.

File No.
909-01

Description
Admission and disposition files. Documents reflecting patients
admitted or diseharged from the hospital and interward trans-

fers. Included are admizsion and disposition sheets, daily patient ~

strength recapitulation documents, and similar or related
documents.

Hospital arrival notice files. Documents prepared by the first
Army hospital in the continental United States to admit a
patient cvacuated from overseas for definitive treatment.
Included are notices reflecting such information as the patient’s
name, emergeney address, admission date, diagnosis, and the
specialized  treatment required; and  similar  or  related
documents.

Operation order and schedule files. Documents used to order and
schedule operations. Included are surgery rosters and similar
or related documents.

Bed availability files. Documents relating to the availability and
usc of hospital beds. Included are cards, lists, and similar or
related documents.

909-02

909-03

909-04

909-05 Control card files. Documents used by wards to account for
patients assigned to it. Included are plain cards, ruled cards,
card forms, or punched cards; and similar or related documents.

Intervening illness statement files. Documents related to justify-

Included are

909-06

o ' ing noncompliance with orders due to iliness.
’ reports and similar or related documents.

Seriously ill suspense files. Documents relaied to reporting seri-

ously ill patienis or reguesting the removal of patient names

909-07

from the scriously ill list. Included are reports and similar or

related documents.

Patient medical status files. Documents used to keep registrars.

informed of a patient’s medieal status. Included arc diagnosis
" glips and similar or related documents.

Seriously ill roster files. Documents used for informing the pa-
tient’s next of kin or other appropriate persons when the
patient is scriously ill. Included are rosters and similar or re-
lated documents.

Absence suspense files. Documents reflecting patients on leave.
Included are absence requests, authorizations for absence, and
similar or related documents.

Individual sick slip files. Rescinded. (Use file number 716-07.)

VA hospitalization record files. Documents reflecting hospitaliza~
tion of VA beneficiaries. Included are VA medical forms, and
similar or related documents.

Patient transfer files. Documents relating to the tmnsfer of pa-
tients. Included are recommendations, authorizations, and simi-
lar or related documents.

Patient disposition reporting files. Documents related to notifying
unit commander of patient’s status on discharge from a hospital
and return to active duty. Included arc letters, forms, and simii-
lar or related documents.

909-08

909-09

909-10

*909-11
909-12

909-13

909-14

TAGO 19A

Disposition

“Destroy after 5 years.

Oversca  commands: Destroy after 6
months or on discontinuance, whichever
is first.

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

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

Office performing Army-wide staff respon-
sibility: Destroy after 2 years or on
discontinuance, whichever is first.

Other offices: Destroy after 3 months or on
discontinuance, whichever is first.

Destroy on discharge or transfor of patient.

Destroy after 6 months or on dizeontin-
uance, whichever is first.

Destroy on disposition or death of patient.

-

Destroy 3 months after patient is relcased
from hospital or on discontinuance,
whichever is first.

Destroy after 3 months or on discontinu-
ance, whichever is first.

Destroy on return of patient.

Destroy 3 months after disposition of the
case or on discontinuance, whichever is
first.

Destroy 3 months after transfer of patient
or on discontinuanee, whichever is first,

Destroy 3 months after relcase of patient
from hospital, 3 months after expiration
of date for follownp examination, or on
discontinnance, whichever is applicable.
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File Ne._
910-01

910-02

910-03

910-04

$10-05

$10-06

TAGO 1A

C 4, AR 340-18-9

910 PATIENT FUND, PROPERTY, AND FINANCIAL FILES

These files relate to the receipt, safekeeping, dishursement, snd aceounting
for personal funds and valuables of patients in Army hospitals; the receipt
of funds from patients in payment for medical and dental services; and the
payment for emergeney medical treatinent of personnel in civilian hospitals.

Descriplion
Patient frust fund individual record files. Documents refleeling
reecipt and return of moneys and valuables deposited by the
patients of a bospital with the eustodian of the Patients’ Fund.
Included are patients’ deposit records, anthorization slips,
vouchers, memorandums, reeeipts, eorrespondence, and similar
or related documents,

Paticnt trust fund accounting files. Documents refleeting all
transactions involving money and valuables of patients in a
hospital. Included are checkbooks, receipt books, patients’
trust fund journals, ledgers, and similar or related docuimnents.

Paticnt property files. Documents reflecting the reecipt and re-
turn of paticnts’ property, exclusive of the patieut’s funds and
valuables. Included are property slips, tags, receipts, and similar
or related documents.

Patient clearance sheet files. Documents relating to clearance
of personncl indicating turnback of property, return of books
to the library, and similar clearances issued prior to departure
of patients and personnel from hospitals. Ineluded arc eheck-
lists and similar or related documents.

Emergency medical treatment voucher files. Publie vouchers and
eomparable and supporting documents accumulated in cmer-
geney medical treatment of Army military and eivilian per-
sonnel and Army animals by eivilian physicians, hospitals, and
clinies. These files are aceumulated by other than fiscal offices
on which charges are presented for payment. '

Medical service account files. Documents rclating to the process
of accounting for charges and making proper distribution of
funds received in payment for authorized medical and dental
services. Included are patient ledger cards, invoices and re-
ecipts for colleetion, cash records, sehedules of collection, eer-
tificates of indebtedncss, copies of outpatient records, vouch-
ers, registers, and related basie accounting documendts.

Digposition
Destroy 3 years after final withdrawal
of all money and valuables.

Destroy after 3 years,

Destroy 6 months after transfer of the
paticnt or on discontinuance, whichever
is first. :

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

Destroy after 5 years, exeept that vouehers
which are incomplete or disapproved
for payment will be retained at the in-
stallation for 10 yecars and then de-
stroyed.

Destroy 3 years after eompletion eof
collection aetion or 3 years after in-
clusion in unecollectible accounts report,
as applicable,
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File No.

911-01

911-02

911-03

911-04

911-05

911-06

911-07

911-08

911-09

911

28 July 1972

FOOD SERVICE FILES . -

These files relate to the administration of food services in Army medical

treatment facilities.
Description i
Food service reporting files. Documents reflecting  essential
financial and operating data pertinent to hospital feeding and
mess operations. Ineluded are daily records of hospital food
service operations, reports, and similar or related documents.

Hospital master menu files. Documents related to the planning
of nutritionally adequate meals for patients on modified dicts
as well as regular diets. Included are copies of hospital master
menus and similar or related documents,

Hospital ration accounting files. Documents refleeting meals
served and rations served each day. Included ave ration source
data worksheets, records of meals served, ration records, and
similar or related documents.

Hospital food supply files. Documents relating to the control
over receipt, storage, and ixsue of food items and general food
service supplies. Included arc food receipt and consumption
records, inventories of food on hand, requi itions and invoices
of food obtained from the commissary, kitchen requixitions,
and similar or related documents.

AR :

Individual patient diet files. Documents pertaining to dietary
requirements of individual patients, Included are dietary
history records and similar or related documents.

Diet therapy files. Docnments used in providing dict therapy
.to patients in hospitals. Included arc diet menu plans; food
code worksheets; ward diet rosters; carly, late, or delayed
tray rosters; nourishment and forced fluid rosters; food dis-
tribution charts; and similar or related documents.

Modified diet statistics files. Documentis reflecting the number
of dicts served by category each day. Included are modified
diet records and similar or related documents.

Hospital food production files. Documents related to processing
meat and preparing items of food. Included are cooks’ work-
sheets; food preparation worksheets; meat processing records;
and similar or related documents.

Recipe card files. Documents reflecting standardized recipes for
food preparation. Included are recipe cards and similar or
related documents.

Disposition
Oftice performing - Army-wide staff re-
sponsibility: Destroy  after 5 years,
Others offices: Destroy  after 2 years.

Destroy after 1 year, or on dixcontin-
uanee, whichever is first.

Destroy after 1 wvear, except that ration
source data workshects will be destroyed
after 3 months.

*Requisitions and invoices:
after 3 months.

Food rcceipt and consumption records:
Destroy 1 vear after -card is filled.

Other documents: Destroy after 1 year.

Destroy

Destroy when patient is released from
the hospital.

Destroy after 3 months.

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

Destroy after 3 months.

Destroy when superseded, obsolete, or
no longer needed for reference.
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912 PROFESSIONAL MEDICAL SERVICES FILES

These files relate to professional medical services such as internal medicines,
surgery, psychiatry, neurology, and physical medicine.

File No. Descn’ption] Disposition

912-01 Professional consultant control files. Documents relating to Destroy 1 year after termination of the
utilization, appointment, duties, responsibilities, and com- appointment or on discontinuance,
pensation of professional consultants. Included are biographi- whichever is first.
cal sketches, travel documents and similar or related docu-
ments.

912-02 Mental hygiene reporting files. Documents reflecting the inci- Office performing Army-wide staff re-
dence and prevalence of neuropsychiatric and related condi- sponsibility: Permanent.
tions in the Army and used to evaluate preventive psychia- Other offices: Destroy after 2 years or on
try, and the methodology employed therein, in order that discontinuance, whichever is first.

corrective measures may be initiated. Included are mental
hygiene consultation service reports and similar or related

documents.
912-03 Clinical investigation files. Documents relating to organized Destroy after 50 years.
scientific inquiry, both in humans and by directly related lab- -

oratory work, into clinical problems of significant concern in
the necessary health care of members of the military commu-
nity, including active duty personnel, dependents, and re-
tirees. Clinical investigations are funded under other than
the RDTE appropriation. Included are investigation propos-
als, protocols, minutes of meetings, consent agreements, and
other related documents.

912-04 Practitioner credentialing files. Documents relating to the #Destroy 5 years after separation, re-
granting or denying of membership on hospital staffs and de- tirement, or termination of employ-
lineation of specific clinical privileges, accumulated in hospi- ment. Retain in last medical treatment
tals. Included are application for membership and specifie facility of appointment or employment.

clinical privileges; approval, denial, and reason therefor;
copies of diplomas; letters from State Boards of Medical
Examiners, specialty boards, previous employers, and re-
lated documents validating experience and documenting
demonstrated ability.
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913 PHARMACY SERVICES FILES

These files relate to the requisitioning and dispensing of drugs and other phar-
maceuticals by Army medical facility pharmacies.

File No. Description Disposition
913~01 Drug reference files. Documents used as a source of reference Destroy when no longer needed for ref-
to drugs available on the commercial market. Included are erence.

cards containing data extracted from journals, tear sheets,
reports of board actions, and similar or related documents.

91302 Medical prescription files. Documents relating to medical pre- Destroy after 5 years.
scriptions which accumulate in pharmacies. Included are bulk
drug orders; prescriptions for narecotic drugs, ethyl alecohol,
alcoholic liquors, and similar preseriptions; and similar or re-
lated documents.

913--03 Pharmacy stock record files. Documents reflecting the receipt Destroy 5 years after card is filled.
and expenditure of all narcotic drugs, ethyl alcohol, aleoholic
liquors, and similar preparations. Included are DA Forms
3862 (Controlled Substances Stock Record) and similar or
related documents.

913-04 Pharmacy issue files. Documents used by pharmacy officers Destroy after 5 years or on discontinu-
for requisitioning items for supply from the medical supply ance, whichever is first.
officer. Included are issue slips, requests for issue or turn-in
and similar or related documents.
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914 LABORATORY AND PATHOLOGICAL SERVICES FILES
These files relate to developing procedures for laboratory operation; examining

pathological issues, food, water, and dairy products; preparing medical illustra-
tions; conducting research and experimental work; and procuring blood.

tological specimens received, prepared, and held in reserve
at the source of supply. Included are cards and similar or re-
lated documents.

File No. Description Disposition

914-01 Medical laboratory performance reporting files. Documents Office performing Army-wide responsi-
reflecting information on performance factors, number and bility: Destroy after 5 years.
source of specimens received, special laboratory investiga- Other offices: Destroy after 2 years.
tions, training, status of equipment, workload backlog, and
similar data. Included are letters, forms, printouts, and
similar or related documents.

914-02 Clinical and pathological laboratory reporting files. Docu- Armed Forces Institute of Pathology:
ments used by medical laboratories for informational, train- Destroy when determined to be of no
ing, historical, or research purposes. Included are copies of further value for historical, research,
reports on the pathological examination of surgical and au- educational, or consultative purposes.
topsy tissues, and similar or related documents. Other offices: Destroy when no longer

needed for reference or on discontinu-
ance, whichever is first.

914-03 Medical illustration files. Documents prepared by medical il- Disposition is governed by AR 40-31.
lustration sections of Army medical facilities. Included are
photographic negatives, motion pictures, original drawings,
moulages, and similar or related documents.

914-04 Research and experimental case files. Documents relating to Permanent. Retire 3 years after comple-
experimental and research work in process or completed. In- tion of project.

- cluded are documents pertaining to each individual subject.

914-05 Blood donor files. Documents reflecting individuals, military ~ *Destroy after 5 years or when no
or civilian, from whom blood was procured, including data as longer required for medical/legal rea-
to time of withdrawal, type of blood, and similar information. sons, whichever is later.

Included are blood donor record cards, and similar or related
documents.

914-06 Parasitological specimen record files. Documents relating to Destroy after 1 year or on discontinu-
the receipt or shipment of parasitological specimens for anal- ance, whichever is first.
ysis by medical laboratories. Included are cards and similar
or related documents.

91407 Parasitological specimen stock record account files. Docu- Destroy 3 years after card is filled or on
ments used as a nonaccountable stock record account for discontinuance, whichever is first.
parasitological specimens received and shipped by medical
laboratories. Included are cards and similar or related docu-
ments.

914-08 Specimen stock reserve files. Documents reflecting all parasi- Destroy when card is filled.
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File No.
915-01

915-02

915-03

915-04

915-05

915-06

915-07
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915 NURSING SERVICE FILES

Description

Nursing service schedule files. Documents reflecting on-duty
hours for personnel assisting with the nursing care of pa-
tients. Included are time schedules and similar or related
documents.

Patient condition reporting files. Documents used to keep the
chief of nursing service informed of each patient’s condition
and of ward activities which affect the workload and deter-
mine assignment of personnel. Included are 24-hour reports
and similar or related documents.

Temperature, pulse, and respiration files. Documents re-
flecting temperature, pulse, and respiration of all patients in
the ward. Included are cards, lists, and similar or related
documents.

Contrelled drug register files. Documents reflecting narcoties
and controlled drugs issued to wards, clinics, and dispen-
saries. Included are narcotic and controlled drug registers,
controlled drug inventory certifications, and similar or re-
lated documents.

Bacteriological testing files. Documents created as a result of
bacteriological culture tests to determine the efficiency of
sterilizers, autoelaves, and the sterilization process. Included
are laboratory reports and similar or related documents.

Register of operations files. Documents reflecting surgical
procedures performed in the hospital or clinic requiring anes-
thesia support or monitoring. Included is register of opera-
tions forms and related documents.

Rescinded. Use file number 908-09.

These files relate to the administration of nursing services in Army medical
facilities.

Disposition

*Destroy after 1 year. Earlier destrue-
tion is authorized.

Destroy after 1 month. Earlier disposal
is authorized.

Destroy after data has been entered on
the individual’s clinical record.

Destroy 3 months after completion of the
form or on discontinuance, whichever
is first.

Inspected hospitals:

Destroy after next inspection by the
Joint Commission on Accreditation of
Hospitals.

Other hospitals:

Destroy after 1 year.

Destroy in CFA after 3 years.
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916 INDEXES AND DUPLICATE MEDICAL RECORDS FILES

File No.
916-01

916-02

916-03
916-04

916-05
916-06

916-07

916-08

916-09

Description

Register number files. Documents used to provide basic ad-
ministrative and professional information on treatment of in-
dividual patients, groups of patients, and conditions. In-
cluded are duplicate copies of clinical record cover sheets in
register number order.

Nominal index files. Documents reflecting patient names,
register numbers assigned, and other identifying items.
These documents are used for establishing individual his-
tories of admission at a medical treatment facility and are
used for locating medical records. Included are plain cards,
rule cards, punched cards and similar or related documents.

QOutpatient record index files. Rescinded. Use 901-07.

Diagnosis, operation, death or similar index files. Documents
used to facilitate selection of records of cases having a spe-
cifiec diagnosis, undergoing a specified surgical procedure, or
separated under provisions of specific Army regulations.

Rescinded. Use 903-14.

Installation X-ray index files. Documents used for locating
X-ray films. Included are nominal pathological indexes and
similar or related documents.

Troop and health clinic clinical record cover sheet files.
Documents relating to the medical treatment of individuals in
troop and health clinics. These documents duplicate docu-
ments forwarded to the office of The Surgeon General. In-
cluded are DA Forms 3647 and 3647-1 and related docu-
ments.

Duplicate medical form files. Documents used for training,
historical, research, and informational purposes. Included are
duplicates of documents filed in clinical records, outpatient
records, and records of medical examination.

Clinical record index files. Rescinded. Use 901-07.

C 12, AR 340-18-9

These files are used by medical treatment facilities for locating medical records
and for medical training and research.

Disposition

*Destroy after 20 years in CFA.

Destroy after 20 years. Cutoff after 10
years and hold 10 more years in CFA.
Transfer RHA, hold 10 more years and
destroy. Documents in cutoff files for
readmitted patients will be brought
forward and filed in current 10-year
block.

Required indexes: Destroy after 20
years. Cutoff after 10 years and hold 10
more years in CFA. Transfer RHA,
hold 10 more years and destroy. Spe-
cial purpose indexes: Destroy when no
longer required.

Retire or destroy nominal indexes con-
currently with the X-ray files to which
they pertain. Destroy all other indexes
when no longer needed for teaching or
training purposes.

Destroy after 5 years.

Destroy after they have served the pur-
pose for which they were accumulated,
or on discontinuance of the medical fa-
cility, whichever is first.
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File No.
917-01

917-02

917-03

917-04

917-05

917-06

917-07

917-08

24

1 December 1979
917 MEDICAL RECORD FILES ON INDIVIDUALS

These files relate to the comprehensive medical history of members of the ac-
tive Army, the involvement of individual patients in clinical psychology and
social work, the treatment of individuals involved in the alcohol and drug abuse
rehabilitation program, the treatment of individuals by using special devices,
and the treatment of tuberculous alien dependents.

Description

Health record files. Health Record Jackets of Army, Air
Force, Navy, and Marine Corps military personnel.

Physical medicine treatment files. Documents relating to pa-
tients treated in a physical medicine service. Included are
cards, forms, and similar or related documents.

Orthopedic work order files. Documents reflecting requests
for construction of appliances. Included ave plain cards, ruled
cards, punched cards, and card forms, and similar or related
documents.

Electrocncephalograpbic traviey {iles. Documents reflecting
electrical activity of the brain. Ineluded are graphic rec-
ordings and similar or related documents.

Spactacle issue and receipt files. Documents reflecting the
diagnosis and types of spectacles preseribed in repeat refrac-
ture cases and receipt for spectacles issued. Included are
cards, receipts, and similar ov related documents.

Alien tuberculosis files, Documents related to admitting
tubereulous alien dependents to the United States. included
are requests for statements of acceptance, statements by
medical officers or civilian physicians of the physical condi-
tions of the dependent, statements of acceptunce, agreements
to accept treatment, and similar or related documents.

Clinical psychology individual case files. Documents related
to conducting psychological evaluations of individuals who
have drug, alcohol, marital, work adjustment, and similar
problems. Included are examination records of intelligence,
personality, achievement, and aptitude; results of tests; doc-
tor's noutes, abstracts or copies of pertinent inedical records;
observations of patient’s behavior; and similar or related
documents.

Social work individual case files. Documents relating to the
interview of patients and appropriate individuals to assist in
the adjustment of the patient and in the evaluation of per-
sonal and social data for diagnosis and treatment. Included
are interviews, personal history statements, abstraects or
copies of pertinent medical records, and similar or related
documents.

Disposition

Disposition is governed by AR 40-403.

Destroy 1 year after completion of
treatment, or destroy on discontinu-
ance, whichever is first.

Note. In either case, do not destroy
until pertinent information has been
incorporated in the patient’s clinieal
record.

Destroy after 3 years, or on discontinu-
ance, whichever is first.

estroy after 2 years, or on discontinu-
ance, except that tracings indicating
abnormal conditions may be destroyed
when no longer needed for teaching,
research, or comparison purposes.

Destroy after 3 months.

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

Deastroy 3 years after the case is closed,
or on discontinuance, whichever is
first.

Destroy 3 years after the case is closed,
or on diseontinuance, whichever is
first.
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Description Disposition

Alcohol and drug abuse rehabilitation files. Documents relating Active duty military client files: Destroy

File No.
917-09

to rehabilitation of individuals in connection with the Alcohol
and Drug Abuse Prevention and Control Program (ADAPCP).
They accumulate at ADAPCP offices throughout the Army,
and at half-way houses and rap centers. Included are results of
biochemical urinalysis and other tests; observation of patient’s
behavior; therapist’s and drug education specialist’s opinion
and progress reports; doctor’s notes; and similar or related
documents,

Child protection case management files. Documents relating to
reported or suspected cases of child maltreatment under the
provisions of the Army Child Advocacy Program (ACAP).
Included are DA Form 4461-R, Child Maltreatment Incident,
Case Management Summary; record of referral; investigation
report and other supportive data; evaluation of case; record of
services and counseling provided; treatment data; and related
documents.

Tumor registry file. Documents reflecting an established diagno-
sis of malignant neoplasm. Included are related ledgers, re-
ports, and chronological accounts of patient’s case, therapy,
laboratory data, tumor board recommendations, and autopsy
protocol.

all documents except medical con-
sultations and laboratory slips in
accordance with paragraph 10, AR
340-16, 1 year from date of ex-
piration term of service (ETS),
permanent change of station (PCS),
retirement, or submission of final DA
Form 4465. All medical consultations
and laboratory slips will be forwarded
to the custodian of the service mem-
ber’s health records for inclosure
therein. (Exception. If the individual
client records are part of a current
research/program evaluation project,
they may be retained beyond this 1
year period provided all client identi-
fying data are expunged and that all
client records are processed and
destroyed in accordance with the
above instructions upon completion
of that research/program evaluation
project.)

Dependenis, retired military and DA civil-

ian client files: Destroy all client rec-
ords in accordance with paragraph
10, AR 340-16, 1 year from date
client terminates participation in the
Alcohol and Drug Abuse Prevention
Program. (Exception. If individual
client records are part of a current
research/program evaluation project
they may be retained beyond 1
year provided all client identifying
data are expunged and that all client
records are destroyed in accordance
with above instructions upon comple-
tion of the research/program evalua-
tion project.)

Office having primary responsibility:
Retain until the involved minor child
is age 22 and then destroy.

Other offices: Destroy 5 years after the
end of year in which case is closed.

Upon inactivation of tumor registry or
closure of medical treatment facility,
forward all records to the Armed
Forces Central Medical Registry,
Brooks Air Force Base, TX 78235.
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918 CLINICAL RECORD FILES

These files include clinical record files for military personnel, dependents of
military and uniformed service personnel, employees of the Federal Govern-
ment, personnel of the American Red Cross, personnel of the US Merchant
Marine, civilians treated in an emergency, and foreign nationals. The terminal
digit filing system will be applied to clinical record files on which action is com-
pleted after 30 June 1969 or which are retrieved from previous files and incor-
porated with records completed after 30 June 1969. Instructions pertaining to
terminal digit filing procedures for individual medical records are contained in
AR 40-2. Retention periods and disposition instructions for clinical record files
are prescribed below. Clinical records and outpatient records may be filed to-
gether provided they are maintained in separate file folders. Prior to retire-
ment to records centers or the US Army Health Services Command, as appro-
priate, records filed by terminal digit will be separated by broad patient cate-
gory (i.e., military, civilian, and foreign national).

File No. Description Disposition

Military clinical record files. Documents pertaining to Army,
Navy, Marine Corps, and Air Force active and retired mili-
tary personnel; Reserve, National Guard, and ROTC person-
nel on active duty or active duty for training; cadets and mid-
shipmen of the US military academies; active and retired
uniformed personnel of the Coast Guard, Public Health
Service and Environmental Science Services Administration;
and beneficiaries of the Veterans’ Administration. Included
are clinical folders for each individual containing medical
forms and related documents.

Civilian clinical record files. Documents pertaining to de-
pendents of military and uniformed service personnel, em-
ployees of the Federal Government, personnel of the US
Merchant Marine, civilians treated in an emergency, and all
other categories of personnel not referred to in file numbers
918-01, 918-03, or 918-04. Included are clinical folders for
each individual containing medical forms and related docu-
ments.

Foreign national clinical record files. Documents pertaining
to foreign nationals, except NATO personnel and their de-
pendents, treated in Army medical facilities. Included are
clinical records and X-rays for each individual. NATO per-
sonnel records are excluded.

*Destroy after 50 years. Withdraw and
retire to National Personnel Records
Center, 9700 Page Blvd, St. Louis, MO
§3132, as follows, except that files per-
taining to USMA cadets will be trans-
ferred to the Surgeon, US Military
Academy, West Point, NY 10996:
5-year clinical record libraries. 5 years
after the end of the year in which last
medical treatment was given.
Nonfixed medical facilities. At the end
of each month for records completed on
all patients released during the month.
Other medical facilities. 1 year after
the end of the year in which last medi-
cal treatment was given.

Destroy after 25 years. Withdraw and
retire to National Personnel Records
Center (Civilian), 111 Winnebago St.,
St. Louis, MO 63118, as follows:
5-year clinical record libraries. 5 years
after the end of the year in which last
medical treatment was given.
Nonfixed medical facilities. At the end
of each month for records completed on
all patients released during the month.
Other medical facilities. 1 year after
the end of the year in which last medi-
cal treatment was given.

*CONUS facilities with 5 year clinical
record libraries: Destroy after 25
years, Withdraw and retire to National
Personnel Records Center, 9700 Page
Blvd, St. Louis, MO 63132, 5 years
after the end of the year in- which last
inpatient treatment was given. Other
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File No. Description
918-04 American Red Cross clinical record files. Documents per-
taining to American Red Cross personnel treated in Army
medical facilities. Included are clinieal records and X-rays for
each individual.
918-05 NATO personnel clinical record files. Documents pertaining

to the treatment of NATO personnel and their dependents in
Army medical facilities. Included are clinical records and

X-rays for each individual.
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Disposition

CONUS facilities: Destroy after 25
years. Withdraw and retire to National
Personnel Records Center, 9700 Page
Blvd, St. Louis, MO 63132, 1 year after
end of year in which last inpatient
treatment was given.

*Withdraw and forward to Medical Offi-

cer, American National Red Cross,
18th and D Streets NW, Washington,
DC 20006, 1 month after patient’s
medical treatment is completed.

CONUS medical facilities: Forward a

complete copy of the medical records
for each dispositioned patient, after
final treatment, to the Commander,
US Army Health Services Command,
ATTN: HSOP~PR, Fort Sam Houston,
TX 78234, for administrative review
prior to final disposition to the appro-
priate NATO embassy.
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919 OUTPATIENT RECORD FILES

These files include outpatient medical record files for military personnel, civil-
ians who are US citizens, and foreign nationals. The terminal digit filing system
will be applied to outpatient medical records on which action is completed after
30 June 1969 or which are retrieved from previous files and incorporated with
records completed after 30 June 1969. Instructions pertaining to terminal digit
filing procedures for individual medical records are contained in AR 40-2.
Retention periods and disposition instructions for outpatient records are pre-
scribed below. Clinical records and outpatient files may be filed together pro-
vided they are maintained in separate file folders. Prior to retirement to rec-
ords centers, or the US Army Health Services Command, as appropriate, rec-
ords filed by terminal digit will be separated by broad patient category (.e.,
military, ecivilian, and foreign national).

File No.
919-01

Description Disposition

Military outpatient record files. Documents reflecting outpa- *Destroy after 50 years. Withdraw and

tient treatment or observation of retired members of the
Army, Air Force, Navy, Marine Corps, and Coast Guard; ac-
tive and retired uniformed members of the Public Health
Service and Coast and Geodetic Survey; and beneficiaries of
the Veterans’ Administration. Included are outpatient folders
consisting of medical forms and related documents.

Note. Outpatient files of active Coast Guard and other
military personnel, including members of any of the Reserve
components on active duty or active duty for training for
more than 30 days, and cadets of the military academies are
filed in the health record jacket in accordance with AR 40-
403. Accordingly, outpatient files for these personnel will be
forwarded for insertion in the health record jackets on com-
pletion of treatment or observation. Qutpatient files of all
other categories of personnel described under this file
number should be forwarded, on request, to the gaining
medical facility when the patient moves to a new location.

Civilian outpatient record files. Documents reflecting outpa-
tient treatment or observation of all categories of personnel
not included in 919-01, 919-03, 919-04, and 919-05. Included
are outpatient folders consisting of medical forms and related
documents.

Note. When sponsor is reassigned and the new assign-
ment results in the use of another medical facility, forward

‘file to the gaining medical facility on request.

Foreign national outpatient record files. Documents reflecting
outpatient treatment or observation of foreign nationals, ex-
cept NATO personnel and their dependents. Included are
outpatient folders consisting of medical forms and related
documents.

American Red Cross outpatient record files. Documents re-
flecting outpatient treatment or observation of American Red
Cross personnel. Included are outpatient folders consisting of
medical forms and related documents.

retire to National Personnel Records
Center. 9700 Page Blvd, St. Louis MO
63132, 3 years after the end of the year
in which last medical treatment was
given.

Destroy after 25 years. Withdraw and
retire to National Personnel Records
Center (Civilian), 111 Winnebago St.,
St. Louis, MO 63118, 3 years after the
end of the year in which last medical
treatment was given

*Destroy after 25 years. Withdraw and
retire to National Personnel Records
Center (MPR), 9700 Page Blvd, St.
Louis, MO 63132, 3 years after end of
the year in which last medical treat-
ment was given.

Withdraw and forward to Medical Offi-

cer, American National Red Cross,
18th and D Streets NW, Washington,
DC 20006, 1 year after the end of the
year in which last medical treatment
was given.

27



C 12, AR 340-18-9

File No. Description

919-05 Army Reserve and ROTC outpatient files. Documents re-
flecting treatment or observation of ROTC personnel at
summer camp training and Army Reserve personnel on an-
nual training for less than 30 days. Included are records of
outpatient treatment and related documents.

919-06 NATO personnel outpatient record files. Documents reflect-
ing outpatient treatment or observation of NATO personnel
and their dependents. Included are outpatient folders con-
sisting of medical forms and related documents.
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Disposition

Destroy after 50 years. Withdraw and
retire to National Personnel Records
Center, 9700 Page Blvd, St. Louis, MO
63132, 1 year after end of year of sum-
mer camp or annual training.

CONUS medical facilities: Forward a
complete copy of the medical records
for each dispositioned patient, after
final treatment, to the Commander,
US Army Health Services Command,
ATTN: HSOP-PR, Fort Sam Houston,
TX 78234, for administrative review
prior to final disposition to the appro-
priate NATO embassy.

Medical facilities in oversea commands:
Forward a complete copy of medical
records for each patient, after final
treatment to the Command Surgeon for
administrative review, and then to the
foreign official of the NATO country or
to The Surgeon General, HQDA
(DASG-HCP),WASH, DC 20314, as
appropriate.
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File No.

920-01

920-02

9206-63

920-04

C 12, AR 340-18-9

920 CONSULTATION SERVICE FILES

Description

Military consultation service case files. Documents reflecting
consultation services provided for active members of the
Army, Air Force, Navy, and Marine Corps; retired members
of the Armed Forces; cadets and midshipmen of the military
academies; members of the Reserve components of the
Armed Forces; active and retired uniformed members of the
US Coast Guard, Public Health Service, and Coast and
Geodetie Survey; and beneficiaries of the Veterans’ Adminis-
tration. These files, which are maintained by mental hygiene
consultation services operating under AR 40-216, deal with
problems of emotional adjustment, classification and/or re-
classification, disposition, and the prevention of mental dis-
orders. Included are case folders for each individual.

Note. Files described herein and in file numbers
920-02 through 920-04 below will be arranged in alphabetical
sequence.

Civilian consultation service case files. Documents reflecting
consultation service provided for dependents of military per-
sonnel and, under unusual circumstances, to any other cate-
gory of personnel not specified in file No. 920-01, 920-03, or
920-04. Included are case folders for each individual.

Foreign national consultation service case files. Documents
reflecting consultation service provided for foreign nationals.
Included are case folders for each individual.

American Red Cross consultation service case files. Docu-
ments reflecting consultation service provided for American
Red Cross personnel. Included are case folders for each indi-
vidual.

These files include mental hygiene consultation files for military personnel,
civilian personnel who are US citizens, foreign nationals, and employees of the
American Red Cross.

Disposition
* Destroy after 50 years. Retire 1 year
after annual cutoff to the National Per-
sonnel Records Center, 9700 Page
Blvd, St. Louis, MO 63132,

Note. Review prior to retirement
and destroy working papers, drafts,
duplicate copies and other material of
temporary value.

Destroy after 25 years. Retire 1 year
after annual cutoff to National Person-
nel Records Center (Civilian), 111
Winnebago St., St. Louis, MO 63118.

Disposition will be in accordance with in-
structions contained in file No. 918-03.

Withdraw and forward to Medieal Offi-
cer, American National Red Cross,
18th and D Streets NW, Washington,
DC 20006, 1 year after the end of the
year in which last medical treatment
was given. '
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921 MEDICAL X-RAY FILM FILES

1. Exposed X-ray film files of military and nonmilitary personnel which are
maintained by Army medical facilities are described within this subfunctional
category. The definition of X-ray files is not limited to exposed film and is con-
sidered to also include copies of radiological reports which will be filed in the
negative preserver with the related X-ray.

2. The following packing and identification instructions are applicable to pro-
curement and separation X-ray files described under file no. 921-01.

a. X-ray films measuring 4 by 10 inches or less which are sent to the Na-
tional Personnel Records Center (Civilian) for filing, will be inclosed in negative
preservers measuring 4% by 103% inches. These negative preservers will be
requisitioned through normal supply channels under NSN 7530-00-612-3950.
Since the files of the records center will accommodate only negative preservers
of that size, no other containers will be used for that purpose. The individual’s
social security account number or other authorized identification number, and
name, in that sequence will be typewritten, stamped, or hand printed on the
face of each negative preserver. It will be parallel with, and no lower than 1%
inches below the front open end. The placing of identifying information in this
position, in lieu of the space provided on existing stocks, is necessary to facili-
tate reference at the records center.

b. X-ray film measuring more than 4 by 10 inches will be inclosed in nega-
tive preservers measuring 14% by 17% inches. Under no circumstances will
films be sent rolled or folded, as doing so will damage them for future use.
Ensure that the preserver bears the individual’s social security account
number, last name, first name, and middle initial in a conspicuous place that
will facilitate rapid identification. In addition the personnel status will be indi-
cated (e.g., Army, Air Force, Navy, Marine Corps, ete.).

c. The complete return address will be indicated on all shipments of X-ray
films forwarded to the records center.

3. The following maintenance, servicing, and shipping instructions will be used
in the maintenance and disposition of patient X-ray files described under file
No. 921-06.

a. X-ray film will be maintained by the terminal digit system as specified
for clinical and outpatient records. When an individual returns for additional
X-rays, all previous X-ray film pertaining to him will be filed with the latest
X-ray pertaining to him, in terminal digit order.

b. Films of discontinued installations which are retired to the National Per-
sonnel Records Center (Military), 9700 Page Blvd., St. Louis, MO 63132 will be
packed and shipped in containers separate from those used for shipping the
paper records of the installation.

4. Exposed X-ray films which cannot be associated with individuals to whom
they pertain because of improper identification will be reported to Defense
Property Disposal, Precious Metals Recovery Office, Naval Weapons Station
Earle, ATTN: DPDPMRO, Colts Neck, NJ 07722, for appropriate disposition

instructions.

30



1 December 1979

File No.
921-01

921-02

921-03

921-04

921-05

921-06

Description

Procurement and separation X-ray files. Includes all X-ray

film exposed during medical examinations of civilians who are
inducted, enlisted, appointed, or commissioned in the active
military service; and members of the US Army Reserve or
National Guard who enter on active duty for 6 months or
longer. Also included are X-ray film exposed during medical
examinations of military personnel who reenlist or receive
appointments as commissioned or warrant officers. Further,
all X-ray film exposed during a release from active duty or
separation medical examination, except X-rays transferred to
the Veterans Administration in connection with disability
separation, are included.

USMA applicant X-ray files. X-ray film relating to applicants

for the US Military Academy Preparatory School and the US
Military Academy.

Tubercular applicant and registrant X-ray files. Chest X-ray

film of applicants or registrants who are rejected by reason of
pulmonary tuberculosis will be made available to the official
State public health agencies of the rejected individual’s home
state by local arrangement,

Rejected applicant and registrant X-ray files. Chest X-ray

film of unacceptable registrants for induction and applicants
for enlistment who are rejected for medical reasons (except
disease of the chest) or who fail to meet the minimum mental
standards under the Universal Military Training and Service
Act (50 U.S.C., Supp IV, app. 454) as amended.

Declined enlistment and uncalled registrant X-ray files.

Chest X-ray film of applicants for enlistment who decline to
enlist or signify an intention not to return for enlistment and
of applicants or registrants who are acceptable but not called.

Patient treatment X-ray film. Includes X-ray film exposed

during diagnosis and treatment of patients at hospitals and
dispensaries; periodic physical examinations; and X-ray film
exposed during examination for promotion, flight or other
special training, and conversion to Regular Army while on
active duty. Also included are X-ray film exposed during

C 12, AR 340-18-9

Disposition

*Destroy after 50 years. Forward in so-
cial security account number sequence
on a current basis (i.e., daily, weekly,
or monthly depending on the rate of
accumulation) to the National Person-
nel Records Center (Civilian), 111
Winnebago St., St. Louis, MO 63118,

Retain 5 years. Report to Defense Prop-
erty Disposal, Precious Metals Recov-
ery Office, Naval Weapons Station
Earl, ATTN: DPDPMRO, Colts Neck,
NJ 07722, for appropriate disposition
instructions.

When State health officer considers the
report indicating the existence of the
disease alone sufficient and does not
desire the file, report to Defense Prop-
erty Disposal, Precious Metals Recov-
ery Office, Naval Weapons Station
Earle, ATTN: DPDPMRO, Colts Neck,
NJ 07722, for appropriate disposition
instructions.

X-rays pertaining to individuals having
temporary defects: After 1 year, re-
port to Defense Property Disposal,
Precious Metal Recovery Office, Naval
Weapons Station Earle, ATTN:
DPDPMRO, Colts Neck, NJ 07722, for
appropriate disposition instructions.

All others: Report to Precious Metals
Recovery Office, after findings have
been entered on the Report of Medical
Examinations.

Declined enlistments: After 1 year or on
discontinuance, whichever is first, re-
port to Defense Property Disposal,
Precious Metals Recovery Office,
Naval Weapons Station Earle, ATTN:
DPDPMRO, Colts Neck, NJ 07722, for
disposition instructions.

Uncalled registrants; Forward to Selec-
tive Service local board in accordance
with AR 601-270.

Medical facilities: Report to Defense
Property Disposal, Precious Metals
Recovery Office, Naval Weapons Sta-
tion Earle, ATTN: DPDPMRO, Colts
Neck, NJ 07722, 5 years after the end
of the year in which last medical
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File No.

921-07

30.2

Description

complete entrance medical examination and annual medical
examination of agents of the Federal Bureau of Investiga-
tion when examinations are conducted by Army medical
facilities. Not included are procurement or separation X-
rays or X-rays pertaining to foreign nationals.

Note. When inpatients are transferred, X-ray film per-
taining to the current period of treatment are transferred
with the clinical records.

Medical X-ray teaching files. Documents used for teaching
and training purposes at hospitals when an authorized teach-
ing or training program is in effect. Included are selected
groups of medical X-rays and related documents.

l

1 December 1979

Disposition

treatment was given. When installa-
tion is discontinued before expiration
of the 5-year retention period, retire to
National Personnel Records Center
(Military), 111 Winnebago Street, St.
Louis, MO 63118 or nearest FRC.

*Designated chest centers: Report to
Defense Property Disposal, Precious
Metals Recovery Office, Naval Weap-
ons Station Earle, ATTN: DPDPMRO,
Colts Neck, NJ 07722, for appropriate
dispositions instructions, 5 years after
the end of the year in which last medi-
cal treatment was given. However, ap-
propriate X-ray film may be retained
longer when needed for follow-up or
research purposes. When installation is
discontinued before expiration of the
b-year retention period, retire to Na-
tional Personnel Records Center (Mili-
tary), 9700 Page Blvd, St. Louis, MO
63132 or nearest FRC.

When no longer needed for teaching or
training purposes, report to Defense
Property Disposal, Precious Metals
Recovery Office, Naval Weapons Sta-
tion Earle, ATTN: DPDPMRO, Colts
Neck, NJ 07722, for disposition in-
structions.
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9:2  OCCUPATIONAL HEALTH SERVICE FILES

These files relate to thic Otcupstional Health Service of the Army (also referred
to &8s the Army Fedaral Civilian Employees’ Health Service Program). The
purpone of this zervice is to provide medical treatment for on-the-job illnesses,
injuries, and dental conditions requiring emergency attention; preplacement
and other physical examinations; chest X-rey services, immunization programs,
relerral of employees to privetle physicians and dentists for those nonoccupa-
tional illnesses or injuries which do not require emergency treatment; medical
care in occupational health service facility for beneficiaries of the Bureau of
Employees’ Comymnsat.mn end compa.rnble matters relating to the health of

.- - (:le]mn eh\pluvm ' %L L [EITL VS S T8 P e A0ILYIG DY ULINY ) T w 1o L
1. . . LTI nT o ban yadteirremaiidub \: Loacabng cra e

e No, Destription cmor e Y e e 1, Disposttion
92201 Occnpuiond health :eponlu files. Ducummu nﬁmun( {nfor- , ‘*OEoe ;pufotmms Army-\ide stef re-

mation on tbe incidence of disease 2nd injury, staffing and
operational data relating o cocupational health servioas {ecili-
ties &nd equipment, and comparable data, Included are le‘ ters, . disconticuance, whichever is first.
forms, printouts, end aimilar or related documenu, Loy . Veetnd bt 2o
.. Note. Occupstional bealth survey files mainteined by the L it ;:m‘. gl Lot

"US Army Environmental Hygicne Agency will be filed. undct‘ S
file number 9"3—01 30

bl v vhusa v i G Tl

sponsibility: Destroy after 30 yoars.
Other offices: Dewtroy after 2 years or on
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LGl

b
922-02

care and treatment furnished to individual civilian employces
Ly occupational bealth serviee dizpensuries and preventive

miedicine orgznizstions. Included are records of laboretory and -

X-ray findiags, records of exposures to {onlting trdistion, cor-
respcndence relating o the physical condition end medical

history of employees, and card records rcflecting treatment -@ -
furniahed and abecnces caused by illoexs or injury. Excluded - *
are dental, outpatieat, clinjeal, and other {ndividual medical - -
records which are crested by Ariny medical facilities that
provide medical ecsre o civilian employoes under spocial cir- -

cumstances. Also excluded are disability retirement medies!
examination certificates end health qualificstion plucement
records which are filed under 807-01, official pcrsonnel felder
files,
employment und fitaew-for-duty medicul examinetion cer-
tificates filed under 807-01,
custody of the supporting medical fucility.

Note. On transfer of an Aray or Alr Foree employee, the
perronnel ofhoe will furward the individund aivilian empluyne’s
medicnd file to the gaining employing office.
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in custody of the civilian personne! office; and pro-

ufficial personnel !oldcr .ala« I
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"8t. Louls, MO 63116, with the next
regular retirement.”

BT R

r..j,l"a. cuee BRI

i
;
i



4 AR 340-18-9

File No.
923-01

923-02

923-03

923-04

92305

$23-06

923-07

23 September 1975

923 PREVENTIVE MEDICINE FILES

These files relate to such technical matters as control of communicable diseases,
nutrition, hesalth nursing services, insect and rodent control, location and
construction of military installations and housing, water supply, waste treat-
ment and disposal, occupational vision and hearing conservation, control of
health hezards from microwave and ionizing radiation, toxicity of materials
and equipment, development of new and improved methods and techniques in
the field of environmental and industriel hygiene, and other segments of the

preventive medicine function.

*Prevenutlve medicine smey files. Documcnts relat.mg to
surveys conducted to determine existing and potential health
hazards and the effectivenesd of programs for controlling
health harsrds. Documents - are accumulated by the US

- Army Environmental Hygiene Agency (USABH A);tbhe Army
medieal "laboratories, Europe; the Army Environmental
Heslth Engineering Agenty, Okinawa; Installation Health
and Environmental Activities of MEDDAC; and Depart-
ment of the Army and major command headqusarters. In-
cluded are survey reports and imilar or related documenta.

Dietary study files. Documents related to reviewicg Army
dietary standards and recommending changes where necessary.
Included are smd;es ~md sxmﬂar or related documents. -

Prcventne medmne mqmry ﬁles Documcnts related to fur-

nishing routine technical information on preventive medicine
matters to individuals, instaliations, and activities, Included is
corresponder:ce on such matters as handling, storage, and dis-
position of radicactive materizale; safe levels of microwave
radiation; toxicity of chemical substances and materials in
military use; contro} of insects and rodenta; waste disposal; and
other preventive medicine matters,

Tosxlcity test files. Documents rclating to field and laboratory

investigations, prophetic patch tests and use tests of the

toxicity of chemicals and items In military supply which may

through contact, inhalation, ingestion, or absorption adversely _

affect the health of personnel. Included are test reports, com-
munications with the Toxicological Information Center, and
similar or related documem.s

Venereal disease reporting ﬂlel. Documents related to assem-
bling data for the control of venereal diseases. Included are
periodic reports of new cuses, contact reports, special tele-
graphic reports, and similar or related documents.

Prostitution reporting files. Documents relating to surveys of
veneral diseaces and commercinlized prostitution in the
United States. Included are survey reports, American Social
Hygiene Association reports, and similar or related douments,.

Communlcable disease reporting files. Documents reflecting
communicable discases diagnosed in patients admitted by
transfer or as casuals and among trcops en route. Included
are letters, forus, telegraphic messages, and similar or related
documents.

éDsr’% ep‘ctHE‘?
Disposition .

USAEHA: Decstroy 10 years after com-
pletion of next comparable survey or
project. )

Note. Documents required for future
surveys will bc romined in the active
files,

Other offices: Destroy after 5 years or
when made obsolete by more current
survey reports, whjchever is first,

Deqtroy after 5 years. ‘u

USAEHAADestroy alter 5 years.
Other offices: Destroy after 2 yenars.

USAEHA,\Dcstroy efter 10 years.
Other offices: Destroy after 5 years.

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

Destroy on receipt of a new report or
on discontinuance, whichever is first.

Destroy after 5 years.

TAGO 974




23 September 1975

I'ile No.
923-08

Descipiion
Epidemic disease reporting files. Documents reZecting epidemic
diseases occurring at military stations or field units. Included
are letters, forms, telegraphic messages, and similar or related
documents.

223-0% Command hezlth reporting files. Documents reflecting current
sanitary conditions and factors which influence health, such
as data on environmental sanitation, perscnal hygiene of

troops. foods and nutrition, communicable disease incidence

and control. and similar information. Included are command .

health reports, installation sanitation or health reports. and
similar or related documents.

923-10 Preventive medicine data files. Documents reflecting basic pre

fessional, scientific and technical data extracted from prev

pheric and stream pollution control, med;
toxicology, cccupational vision, and hezy,
cluded are punched cards, microfil
similar or related documents.

entomology,
¢ conservation. In-
magretic tapes, and
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Dispoai.‘iun_/

Office performing Army-wide staf re-
sponsibility: Permanent. —7 7 = {4
Other offices: Destroy after 5 years.

% Office performing
responsibility: Perinangst.
Other offices: Destroy £iter 2 years
discontinuance withever iz first.

or on
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estroy when no longer needed for refer-

ence or on discontinuance, whichever is
first.
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File No,
924-01

924-94

23 September 1975

924 ARMY HEALTH NURSE FILES

These files relate to the Army Health Nurse program of health assistance

and disease prevention.

Description
Health nursing case files. Documents rclating to patient and
family health care in connection with the Army health nursing
program. Included are family record forms, case referral forms,
and similar or related documents arranged alphabetically.

Family index files. Documents used for determining case load by
program classification and for scheduling visits. Included are
family index forms and related documents arranged alpha-
betically.

Statistical data files. Documents used in planning and evaluat-
ing services and providing data for periodic reports such as
the outpatient report. Included are Army health nursing
activities forms and similar or related documents.

School health record files. Documents used for evaluaiing
health needs of students and for evaluating school health
services. Documents are maintained in the school nurse’s
offices. Included are school health record forms and related
documents arranged by school classes and further arranged
alphabetically within each class. A

Disposition
Destroy 3 veonrs after ease is closed.

Destroy 3 yvears after case is clozed.

Destroy after 2 years.

Release 1o pareut on transfer of student.
!

TR ansaoiocaia ool anodialed ar ans J SRLALINY




1 December 1979

File No.

925-01

925~-02

925-03

925-04

*925-05

C 12, AR 340-18-9

925 DENTAL SERVICES FILES

These files relate to professional procedures involved in the dental treatment
and care of Army personnel, the prevention of dental-oral diseases, the dental
treatment provided individuals by Army dental facilities, and related dental
matters. They are accumulated by medical treatment facilities and by staff of-
fices responsible for Army-wide supervision of the dental function.

Description

Preventive dentistry files. Documents relating to the estab-
lishment and definition of professional policies, standards,
and practices for preventive dentistry. Included are reports
of attendance at professional meetings; correspondence on
professional or technical matters with individuals, asocia-
tions, societies, and commercial concerns; and similar or re-
lated documents.

Dental reporting files. Documents containing summaries of
dental services performed, cases diagnosed, operations per-
formed, and similar information. Included are dental serv-
ices, reports, central dental laboratory reports, annual dental
services reports, correspondence, and similar or related
documents.

Dental worksheet and tabulation files. Documents used in
preparing dental reports and summaries. Included are work-
sheets, tabulations, and similar or related documents.

Prosthetic case files. Documents reflecting the type of denture
work completed. Included are dental prosthetic case forms
prepared for each individual and similar or related docu-
ments.

Dental Stock Record Files. Documents reflecting the receipt
and expenditure of all precious metals and special interest
metals. Included are stock record cards, document control
registers, prosthodontic prescriptions and similar or related
documents.

Disposition

Office performing Army-wide responsi-
bility: Pormavant disTesq afi fo j/wA
Other offices: Destroy after 5 years.

Nel~ U= I5- <5 j2/s/75

% Office performing Army-wide responsi-
bility: Destroy after 5 years.
Other offices: Destroy after 1 year.

*Destroy after 1 year.

Destroy after 3 months.

Destroy 3 years after date of last trans-
action.
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File No.

926-01

926-02

926-03

926-04

926-05

36

1 December 1979

926 INDIVIDUAL DENTAL FILES

These files relate to dental care for individual military and civilian personnel

and foreign nationals.

Description

Dental health record files. Documents reflecting dental treat-
ment provided Active Army, Air Force, Navy, and Marine
Corps military personnel, including Reserve component per-
sonnel on active duty or active duty for training and compar-
able categories of military personnel as specified in AR 40-
403. Included are dental health records and corresponding
X-rays for each individual. Dental health records will be
maintained in accordance with AR 40-2 within the following
groups: Army personnel, Navy personnel, Air Force person-
nel, and United States Military Academy cadets.

Note. Dental records for active military personnel,
uniformed Coast Guard personnel on active duty, and cadets
and midshipmen of the military academies whose folders are
not in custody of the treatment facility will be withdrawn
and forwarded as required in paragraph 2-4¢, AR 40-403.

Military dental files. Documents reflecting dental treatment
provided retired members of the Army, Air Force, Navy,
Marine Corps, and Coast Guard; ROTC, Reserve, and Na-
tional Guard personnel on active duty or active duty for
training for periods of less than 30 days; active and retired
uniformed members of the Public Health Service and Coast
and Geodetic Survey; and beneficiaries of the Veterans Ad-
ministration. Included are dental records for each individual.

Civilian dental files. Documents pertaining to all categories of
personnel not specified in file numbers 926-01, 926-02,
926-04, and 926-05. Included are dental records for each in-
dividual.

Foreign national dental files. Documents reflecting dental
treatment of foreign nationals. Included are dental records
- for each individual.

American Red Cross dental files. Documents reflecting dental
treatment of American Red Cross personnel. Included are
dental records for each individual.

Disposition
Permanent. Transfer and final disposi-
tion will be in aceordance with AR 40-
403, except that folders pertaining to
USMA cadets will be forwarded to the
Surgeon USMA, West Point, NY
10996.

*Destroy after 50 years. Retire to Na-
tional Personnel Records Center (Mili-
tary), 9700 Page Blvd, St. Louis, MO
63132, 1 year after end of the year in
which last medical treatment was
given.

Destroy after 25 years. Retire to Na-
tional Personnel Records Center
(Civilian), 111 Winnebago Street, St.
Louis, MO 63118, 1 year after the end
of the year in which last mediecal
treatment was given.

Disposition will be in accordance with in-
structions contained in file No. 918-03.

Destroy after 25 years. Withdraw and
forward to Medical Officer, American
National Red Cross, 18th and D
Streets, NW, Washington, DC 20006, 1
month after patient’s medical treat-
ment is completed.



1 December 1979

File No.

927-01

927-02

927-03

C 12, AR 340-18-9

927 DENTAL X-RAY FILM FILES

These files relate to extra oral dental care X-rays, X-rays for dental research,
and X-rays for teaching and training purposes. Exposed X-ray film which can-
not be associated with individuals to whom they pertain because of lack of iden-

tification or improper identification will be destroyed.

Description

Extra oral dental X-ray files. X-rays involving oral surgery in
connection with jaw fractures and diseases; skull fractures,
injuries and plates; bone grafting; and similar conditions.

Dental X-ray project files. Documents relating to dental re-
search projects. Included are studies and similar or related
documents.

Dental X-ray teaching files. Documents used for teaching and
training purposes at those hospitals where an authorized
teaching or training program is in effect. Included are
selected groups of dental X-rays and related documents.

Disposition

Destroy after 5 years.

Destroy 2 years after completion of the
project or on discontinuance, which-

ever is first.

Destroy when no longer needed for

teaching or training purposes.

37



C 12, AR 340-18-9

File No.

928-01

928-02

928-03

928-04

928-05

928-06

38

1 December 1979

%928 VETERINARY SUBSISTENCE SERVICE FILES

These files relate to sanitary inspection of subsistence during preparation,
processing, shipment, storage, and issue; sanitary inspection of establishments,
shipping conveyances, storage, and handling facilities in which such produects
are prepared, processed, shipped, stored, or issued; the inspection of such
products to determine their compliance with purchase requirements; and com-

parable matters.

Description

Commercial food establishment reporting files. Documents
relating to sanitary inspections of commercial establishments
engaged in the processing, handling, and storage of food
products. Included are reports indicating the source of raw
products, processing facilities, ventilation, water supply,
disposal of waste, cleaning, insect control, refrigeration, and
determinations of the sanitary qualifications of the estab-
lishment, correspondence with individual vendors and/or
commercial food establishments relating to the reports, and
similar or related documents.

Procurement inspection reporting files. Documents that re-
flect the requirements for an inspection, items to be in-
spected, and results of inspections, class 3, 4, and 8. Included
are contracts, purchase orders, purchase deseriptions, pur-
chase agreements, reports of inspection (DD Forms 1232,
1234, 1237), product verification records (DD Form 1714),
testing results (DD Form 1222), contractors’ certificate of
conformance, USDA Certifications, net weight examination
records, vendors’ manifests, and similar or related docu-
ments.

Quality data feedback files. Documents that reflect requests
for, and results of, DLA quality audits, subsistence item sur-
veys (SIS), consumer level quality audit program (COL-
EQUAP), special destination inspections, and similar or re-
lated documents.

Surveillance inspection reporting files. Documents reflecting
class 5, 6, 7, and 9 veterinary inspections. Included are in-
spection reports, laboratory testing reports, recommenda-
tions for disposition of substandard lots of food products, DD
Forms 1225 (Storage Quality Control! Reports), AL-
FOODACT messages, and similar or related documents.

Contractor agreement files. Documents that reflect agree-
ments with the contractor for veterinary inspection on sub-
sistence contracts and evaluation of performance. Included
are Plan for Inspection Job (P1J), Contractor Inspection Sys-
tem (CIS), Inspection System Evaluation (ISE), corre-
spondence, and similar or related documents.

Quality history record files. Documents reflecting the con-
tractors’ ability to perform, which forms a basis for deter-
mining the degree and type of veterinary subsistence inspec-
tion to be performed, reflect actual performance over a

" period of time, explanations of unusual amounts of rejections,
reports of corrective actions taken, reclamas, and reports of
pre-award or miscellaneous surveys (DD Form 1524-2, Part

Disposition

Destroy 5 years after date sanitary in-
spection was conducted, or 1 year after
the establishment has been removed
from the list of sanitarily approved
sources, whichever is first.

Branch offices: Destroy after 2 years.
Other offices: Destroy after 1 year.
Note: Documents in the cutoff files
that require additional action or relate
to reopened cases should be brought
forward for filing in the current file.

Destroy after 1 year.

Destroy after 1 year.

Branch offices: Destroy 2 years after
supersession or obsolescence.

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

Branch offices: Destroy after 2 years.

Other offices: Destroy after 1 year.



1 December 1979

File No.

928-07
928-08
928-09

928-10

928-11

Deseription

II). Included are quality history records, reports of sampling
inspections (DD Form 745), procurement quality assurance
for dairy product records, reports of test results (DD Form
1222), and similar or related documents.

Veterinary statistical reporting files. Rescinded.
Communicable disease reporting files. Rescinded.

Food source listing files. Documents reflecting approved
sources of foods of animal origin determined by sanitary in-
spections of the sources. Included are documents or publica-
tions showing the name, location of establishment for which
Army approval has been granted, code of inspecting office,
and related documents.

Veterinary activities reporting files. Documents used for de-
termining workload of veterinary personnel engaged in ac-
tivities in the office of the Deputy for Veterinary Activities,
food inspection and animal medicine branches, and for re-
source management of these activities. Included are veteri-
nary activity reports, documents reflecting the poundage of
subsistence inspected, trends and related information, and
similar or related forms and other documents.

Technical training files. Documents that reflect technical
training programmed and conducted to maintain unit effi-
ciency. Included are technical training schedules, assign-
ments of instruction personnel, lesson plans, reports of at-
tendees, and similar or related documents.

C 12, AR 340-18-9

Disposition

Use File Number 928-10.
Use File Number 929-05.

Preparing office: Destroy 2 years after
supersession of the list or on discon-
tinuance, whichever is first.

Other offices: Destroy when superseded,
obsolete, or no longer needed for ref-
erence.

The Surgeon General: Destroy after 10
years.

Other offices: Destroy after 2 years.

Destroy after 1 year.
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929 VETERINARY ANIMAL SERVICE FILES

These files pertain to the care of military and privately owned animals.

File No. Description

929-01 Veterinary clinical and sick reporting files. Documents re-
lating to animals treated in veterinary clinies, dispensaries,
or hospitals. Included are treatment reports and similar or
related documents.

929-02 Privately owned animal record files. Documents pertaining to
the health of individual animals under the care of an Army
veterinarian belonging to military members or their depend-
ents. Included in the file for each animal are medical treat-
ment records, vaccination certificates, diagnostic test certifi-
cates, health certificates, and similar or related documents.

Note: Release to owner when owner is transferred or
when owner is no longer entitled to veterinary care for his or
her animal.

929-03 Military animal record files. Documents pertaining to the
health of military animals under the care of an Army vet-
erinarian. Included in the file for each animal are medical
treatment records, vaccination certificates, diagnostic test
certificates, health certificates, and similar or related docu-

ments.

929-04 Animal death certificate files. Documents reflecting cause of
animal deaths. Included are death certificates and related
documents.

*929-05 Communicable disease reporting files. Documents relating to

cases of animal communicable diseases transmissible from
animal to animal and from animal to man. Included are letter
reports of appearance of first case of disease, report of notifi-
cation of communicable disease to military or civilian au-
thorities, and similar or related documents.

40

Disposition

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

*Destroy upon death of the animal,
transfer of owner, or when the animal’s
rabies vaccination expires.

Sentry dog records: Forward to Depart-
ment of Defense Dog Center, ATTN:
WHYVS, Lackland Air Force Base, TX
78236, when dog is separated from the
service and disposed of.

Other records: Destroy 1 year after
death of animal.

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

Office performing Army-wide responsi-
bility: Permanent.

Other offices: Destroy after 1 year.
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APPENDIX
CONVERSION TABLE

900 MEDICAL FILES

Asterisk (*) indicates revised descriptions and/or disposition instructions.

Old file No. File title New file No.
901-01 , Medical program files 210-01 thru
) 901-02 Medical care instruction files ' 210-08
: 901-01

90103 Board and committee files 901-05
*901-04 Blood program files 902-01
901-05 Blood donor files 914-05
1411-68 Parasitological specimen record files 91406

chap 14,

AR 345-210
1411-69, Parasitological specimen stock record account files  914-07

chap 14, : T

AR 345-210
1411-70, Specimen stock reserve files 914-08

chap 14,

,,,,, Ve . AR 345-210 .
901-06 Aleohol and narcotic control files 902-05
1411-70.1, Treatment unit inspection files 90206

chap 14, ' )
AR 345-210
901-07 (previously rescinded)
901-08 . Activity reporting files 902-02
901-09 Medical daily diary files 902-03
901-10 Scientific and professional article files 902-04
901-11 (previously rescinded)
90112 Medical technical reference files ‘ 103-02
. 901-13 Staff visit and inspection files " '901-06
\ 901-14 Army headquarters medical administrative files 901-02
901-15 Medical services reference paper files 90107
901-16 Dependents medical care administrative files 901-02
901-17 Dependents medical care instruction files 901-01
901-18 Nonavailability statement files 905-01
*901-19 Remote area designation files 905-02
901-20 Dependents medical care reference paper files 901-07
901-21 Medical statistics administrative files 901-02
901-22 Medical statistics instruction files - 901-01
901-23 Medical statistics summary files 903-01
901-24 Medical statistical reporting files 903-02
901-25 Telegraphic morbidity report files 903-15
901--26 Death record control files 903-16

A-1
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Old file No. File title
Added Medical statistics data source files
901-27 Induction files
901-28 Registrant examination summary report files
901-29 Health and hospitalization data files
901-30 Detail and summary tabulating card files
901-31 "= Medical statistical EAM tabulation files
901-32 Monthly transmittal of field medical cards
901-33 Monthly transmittals of clinical record cover sheet
files
901-34 Transmittal letter files
901-35 Statistical health table and chart files
Added Medical study-preparation files
901-36 Medical facility statistical feeder report files
901-37 Ward statistical report files
901-38 Source document files
901-39 EAM service files
90140 General medical statistics reference paper files
902-01 Medical treatment facility administrative files
902-02 Medical care inquiry files
902-02.1 Medical records access files
902-03  —""Medical information release files —
902-04 Hospital inspection report files
902-05 Alien tuberculosis files
202-06 Physical medicine report files
902-07 Pay patient treatment report files
902-08 Veterans Administration hospitalization report
files
902--09 Foreign national hospitalization report files
902-10 Birth report files
902-11 Civil death report files
90212 Hospital death report files
902-13 Medical treatment facilities reference paper files
902-14 Admission and disposition sheet files
902-15 Patient strength recapitulation files
902-16 Hospital arrival notice files
902-17 Patient medical status files
902-18 Intervening illness statement files
902-19 Absence suspehse files
902-20 Patient disposition reports files
902-21 Individual sick slip files
902-22 Control card files
902-23 Veterans Administration hospitalization record
files
902-24 Seriously ill suspense files
902-25 Seriously ill roster files
902-26 Operation order and schedule files
902-27 Bed availability files
902-28 Patient transfer files

A2

903-17
903-07
903-08
903-09
903-05
303-04
903-14
903-10

903-11
903-18
903-19
903-12
903-13
903-06
225-11
901--07
901-02
904-01

14 August 1969

New file No.

904-02 -

-904-03

908-08
917-06
908-01
908-02
908-03

908-04
908-05
908-06
908-07

901-07

909-01
909-01

909-02 -

909-08
909-06
909-10
909-14
909-11
909-05
909--12

909-07
909-09
909-03
909-04
909-13

.,,‘.,.,
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Old file No. File title New file No.
90229 Personnel status and accounting reference paper  901-07
files
902-30 Register number files 91601
902-31 Nominal index files 916-02
902-32 Diagnosis, operation, death, and similar index files  916-04
902-33 Field medical card files 916-05
902-34 Dispensary retained copies of clinical record cover  916-07
sheet files
902-35 Duplicate clinical and medical form files 916-08
902-36 Food service administrative files 901-02
902-37 Food service report files 911-01
Added Hospital master menu files 911-02
Added Hospital ration accounting files 911-03
Added Hospital food supply files 911-04
Added Individual patient diet files 911-05
Added Diet therapy files 911-06
Added Modified diet statistics files 911-07
Added Hospital food production files 911-08
Added Recipe card files 911-09
902-37.1 Diet card files 911-06
902-38 Food service reference paper files 901-07
902-39 Patient trust fund instruction files 901-01
90240 Patient trust fund individual record files 910-01
902-41 Patient trust fund accounting files 910-02
90242 Patient property files 910-03
90243 Patient clearance sheet files 910-04
90244 Patient trust fund reference paper files 901-07 .
903-01 Professional services administrative files == 90102
903-02 Professional service instructions files 901-01
903-03 Professional consultant control files 912-01
90304 Mental hygiene report files 91202
903-05 Clinical psychology individual case files 917-07
903-06 Social work individual case files 917-03
903-07 Professional medical services reference paper files  901-07
903-08 .~ Preventive medicine administrative fileg~—" 901-02
903-09 Preventive medicine instructions files " 190101
*903-10 .. Preventive medicine survey files ~— —923-01~—
*903-117 Preventive medicine inquiry files 923-03
*903-12 Toxicity test files 923-04
903-13 Venereal disease report files 923-05
903-14 Prostitution report files 923-06
903-15 Communicable disease report files 923-07
903-16 Epidemic disease report files 923-08
903-17 Command health report files 923-09
Added Preventive medicine data files 923-10
903-18 (previously rescinded)
903-19 Dietary review recommendation files 923-02
903-20 Health nursing administrative files 90102
903-21 Health nursing case files 924-01
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h Old file No.
103-22
903-23
903-24
903-25
*903-26

903-27

903-28
903-29
90330
903-31
*1411-71,
chap 14,
AR 345-210
*1411-72
chap 14,
AR 345-210
903-32
903-33
903-34
903-35
903-36
*903-37
903-38
903-39

90340
90341
90342

90343

- 90344
903-45
90346

903-47

903-47.1
903-48
90349
*903-50
903-51
904-01
904-02
904-03
904-04
904-05

© 904-05.1

\—4

File title
Preventive medicine reference paper files
Occupational health service administrative files
Occupational health service instruction files
Occupational health report files
Civilian medical files
Occupational health service reference paper files
Pharmacy service administrative files
Pharmacy instruction files
Drug reference files
Medical preseription files
Pharmacy stock record files

Pharmacy issue files

Pharmacy services reference paper files

Laboratory and pathology administrative files

Medical laboratory performance report files

Laboratory and pathological instruction files

Clinical and pathological laboratory report files

Medical illustration files

Research and experimental case files

Laboratory and pathological service reference
paper files

Medical standards instruction files

Medical standard administrative files -

Medical review files :

Temporary disability retirement list files

Mental competency review files

Report of medical examination for the USMA files

Report of medical examination for the ROTC Pro-
gram files

Medical examination work sheet files

Medical examination report files

Medical classification files

Medical board files

Physical evaluation board files

Medical standards reference paper files

Nursing service administrative files

Nursing service instruction files

Nursing service schedule files

24-hour report of patients’ condition files

Temperature, pulse, and respiration record files

Bacteriological testing files

14 August 1969

New file No.
901-07
901-02
901-01
922-01
922-02
901-07
901-02
901-01
913-01
913-02
913-03

913-04

901-07
901-02
914-01
901-01
914-02
914-03
914-04
901-07

901-01

901-02

906-01

Rescinded
The Surgeon General:
Use 905-11.
The Adjutant General:
Use 727-08.

906-02

907-01

907-02 -

907-03
907-04
906-03
906-04
906-05
901-07
901-02
915-01
915-01
915-02
915-03
915-05
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Old file No.
904-06
904-07
905~01
90502
905-02.1
905-02.2
905-03
905-03.1
905-03.2
905-03.3
905-04
905-04.1
905-04.2
905-05

905-06
905-07
905-08
1411-67,
chap 14,
AR 345-210
905-09
905-10
905-10.1
905-10.2
906--01
906-02
906-03
*906-04
*906-05

906-06
906-07
906-08

906-09
906-10
906-11
906-12

907-01
907-02
907-02.1
*907-03
907-04
907-05
907-06

File title
Controlled drug register files
Nursing service reference paper files
Health record files
Military clinical files
Civilian clinical files
Foreign national clinical files
Military outpatient files
Civilian outpatient files
Foreign national outpatient files
Outpatient record indexing files
Military consultation service case files
Civilian consultation service case files
Foreign national consultation service case files
Civilian immunization files

Physical medicine treatment files
Orthopedic work order files
Electroencephalographic tracing files
Spectacle issue and receipt files

Dental health record folder files

Military dental files

Civilian dental files

Foreign national dental files

Procurement and separation X-ray files

Military academy applicant X-ray files

Tubercular applicant and registrant X-ray files

Rejected applicant and registrant X-ray files

Declined enlistment and uncalled registrant X-ray
files

Patient treatment X-ray files

Installation X-ray index files

Installation dental X-ray files

Extra oral dental X-ray files
Dental X-ray project files
Dental X-ray teaching files
Unidentifiable exposed X-ray files

Dental service administrative files

Dental service instruction files

Preventive dentistry files

Dental report files

Dental service statistical data files

Dental worksheet and tabulation sheet files
Prosthetic case files

AR 340-18-9

New file No.
915-04
901-07
917-01
918-01
918-02
918-03
919-01
919-02
919-03
916-03
920-01
920-~02
920-03

- Rescinded.

Document is given
to individual.
917-02
917-03
917-04
91705

926-01
926-02
926-03
926-04
921-01
921-02
921-03
921-04
921-05

921-06
916-06

~ Rescinded. Now

included in dental
health record.

927-01

927-02

927-03

See lead-in for
category 927.

901-02

901-01

925-01

92502

Rescinded. Use 925-02.

925-03

925-04
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- Old file No.
907-07
908-01
908-02
908-03
908-04
*908-05
908-06

*908-07

*908-08
$08-08.1

*908-09
908-10
908-11
908-12

*908-13
Added
Added
908-14
908-14.1
908-15

A6

File title
Dental service reference paper files

Veterinary. service administrative files —_

Veterinary instruction files

Veterinary historical data files

Commercial food establishment reporting files

Veterinary inspection reporting files

Veterinary laboratory food examination reporting
files

Surveillance inspection reporting files

Vendor performance files

Quality History Record Files

Veterinary statistical reporting files

Communicable disease reporting files

Food source listing files

Veterinary health certificate, immunization -cer-
tificate, and physical examination reporting files

Veterinary clinical and sick reporting files
Privately-owned animal record files
Military animal record files

Animal death certificate files

Dog health record files

Veterinary service reference paper files

14 August 1969

New file No.

901-07
901-02
901-01
928-10
928-01
928-02
92803 -

928-04
928-05
928-06
928-07
928-08
928-09

Rescinded. Use 929-02
or 929-03, as

applicable.
929-01
929-02
929-03
929-04

Rescinded. Use 929-03.

901-07

<aV
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Y The proponent agency of this regulation is the US Army Adjutant

General Center. Users are invited to send commenis and suggested im-

provements on DA Form 2028 (Recommended Changes to Publications)
~ direct to HQDA (DAAG-AMR-P), WASH DC 20314,

£

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official: - Chief of Stajf.
RENNETH G. WICKHAMN
Major Genceral, United States Army,
The Adjutant General.

DISTRIBUTION:
Active Army, ARNG, US:AR: To be distributed in accordance with DA Form 12-9 requirements for
AR, Medical Service—Applicable to all Army Elements: C (Quan Rqr Block No. 106)

TAGO 328A



