
REQUEST FOR RECORD~POSITION I<UT\40RITY 
(See'lnstructio1P'on reverse) , ,," 

N~\-AV-1l-~ 
TO:	 GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 ______________	 ..:...- -'-- -fDATE RECEIVED 1 MAR 1979 
1. FROM (AGENCY OR ESTABLISHMENT) 

NOTIFICATION TO AGENCY 
2.	 MAJOR SUBDIVISION 

In accordance with the provisions of 44 U S.C. 3303a the disposal reThe Adjutant	 Generall~ Office Quest, including amendments, IS approved except for Items that ,may 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "Withdrawn" In column 10 

Records Mana t Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

P. Burnam 693-1937 
6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of 11 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D	 A Request for immediate disposal. 

:@ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE D. SIGNATURE FF Y.jIEPRESEN TIVE E. TITLE 

22 FEB 197 ~M td/B.	 OLD Chief 
7. 8. DESCRIPTION OF ITEM 9. 10. 

ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 
JOB	 NO, 

Audiovisual Records, AR 340-18-10 

Background:	 As a result of the NARS survey of the Army, 
we have reviewed our disposition standards 
for audiovisual material that are contained 
the AR 340-18 series. These standards have 
been revised and consolidated into one groupi g 
which we plan to publish as a subfunctional 
catagory to AR 340-18-10. The attached pro-
posed standards will supersede file number 
412-13, AR 340-18-4; file number 704-02, AR 
340-18-7; File numbers 1020-01 through 1020-
09, AR 340-18-10; file numbers 1107-01 throug
1107-23, AR 340-18-11; and file numbers 1304-
18 through 1304- 20, AR 340-18-13. 

STANDARD FORt..'! 115 
Revt s ed April, 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-107 



-, 
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1020 Training and Audiovisual Program Files 

These files relate to the management, administration,
and operation of the Army Training and Audiovisual 
Support program. This program includes the produc-
tion, utilization, and distribution of audiovisual 
pro~ucts, graphic aids, and training devices. Audio-
visual products include such items as still pictures,
motion pictures, video recordings, sound recordings,
and posters.

File No. Description Disposition 

1020-01 Training and Audiovisual Program Files. Offices performing
Documents relating to the formulation'of Army-wide responsi-
annual programs for the development, pro- bility: Destroy
duction, and procurement of training and after 10 years.
audiovisual products. Included are 
graphic aids development programs, lists Other offices: 
of approved training devices and audio- Destroy after 
visual products, and related documents. 2 years. 

1020-02 Training and Audiovisual Product Control Offices performing
Files. Documents relating to require- Army-wide ~esponsi-
ments, justifications, and approvals for bility: Destroy
the development, production, and procure- after 10 years.
ment of Department of the Army training
de v ice s and a"di'~visual products. In- Other offices: 
cluded are training devices development De s tr ey after 
and production requirement reports, 2 ye<"c.t:s. 
documents reflecting annual and special
audiovisual production requirements,
approvals and disapprovals, recommended 
development priorities, procurement
acceptances and waivers, coordination 
actions, and related documents. 

1020-03 Audiovisual Facility Establishment Files. Office responsible
Documents relating to the approval or dis- for approval and 
approval of the establishment, reclassi- offices of Hqs of 
fication, or discontinuance of still major intermediate 
picture, motion picture, and television commands: Destroy
facilities and audiovisual support 5 years after dis-
centers. Included are request for continuance of the 
establishment, reclassification, or 
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1020-03 
Con t 'd 

1020-05
 

discontinuance; justification data; papers
reflecting authorization or disapproval;
and documents apj.r ov ing additional audio-
visual. 

*Note. Documents created by offices 
requesting establishment, reclassifica-
tion, or discontinuance are organization
planning files as described 1n 
AR 340-18-2. 

on training
drawings,

els, 

Local Training Devices and Graphic Aid 
Files. Training devices developed or 
produced at schools, and installations for 
local use only, and not approved for 
distribution outside the installation,
school, or, service at?wh~ch the aid is 
required, nxcept material furnished 
nonresident students of service schools. 
Included are graphic training aids, suc~ 
as charts, diagrams, maps, and illustra-
tions; locally fabricated training
devices, transparencies, and other repro-
ductions of the aforementioned material;
such as instructional notes, illustrative 
problems, practical exercises; advanced 
sheets and checklists and related 
correspondence and comparable materials 
used in presentation of the subject and 
completion of training by resident and 
nonresident students. 

facility or disap-
proval of estab-
lishment. 

Other reviewing and 
commenting offices: 
Des troy after 
2 years. 

Pc £ (SUllen ~ 

Destroy when super-
seded, obsolete, or 
no longer needed 
for reference. 
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1020-06 Local Training Device and Graphic Aid Work 
Order Files. reflec ting rCo.!uesDocuments t 
for construction or manufacture of local 
training aids. Included are work orders, 
cost estimates and data, sample illustra-
tions, phot~graphs, clippings, correspond-
ence, and related documents. 

1020-07 DA and Recruiting Command Graphic Aid Files. 
Documents used for advertising the Army 
recruiting program and for assisting 
instructors and commanders in the admin-
istration of military training. Included 
are record copies of recruiting posters 
and Department of the Army graphic 
training aids such as charts, posters, 
illustrations, diagrams, and related 
documents. 

1020-08 Audiovisual T2~hnical Assistance Files. 
Documents reflecting technical advice and 
assistance provided on existing or pro-
posed audiovisual services, systems, 
facilities, equipment, operations, and 
techniques, but not papers of a direc-
tive or regulatory nature. Included are 
comments or recommendations concerning
audiovisual research and development 
projects and proposals; advice on the 
application of audiovisual systems for 
training or other purposes, reports of 
technIcal visits and inspections, and 
related papers. 

1020-09 Audiovisual Management Reporting Files. 
Reports containing ,."magement data on 
audiovisual activities such as still pho-
tography, TV and motion picture services 
and production status, and other audio-
visual services. Included are individual 
and consolidated management data base 
reports. 

Destroy 1 year after
 
completion of the
 
related work.
 

Permanent. Retire to 
the Commander,
Training Support
Center,
ATTN: ATTSC-TP-TM,
Tobyhanna, PA 18466,
t:b~qUeiitJa~rm.t.~." ~o~ .. _~ 

[K./k. F'l p.lS'. 1I)d.~J'7iJ 

Office performing

Army-wide technical
 
responsib illty:

De stroy after

5 years.
 

Other Offices:
 
Destroy after
 
2 years.
 

Destroy after 3 years. 
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1020-10 Audiovisual Product Loan Files. Documents 
used to request and loan audiovisual pro-
ducts. Included are loan orders, issue 
and turn-in slips, and related documents. 

1020-11 Audiovisual Equipment Loan Files. Documents 
used to request and loan audiovisual 
equipment and devices. Included are loan 
requests, issue and turn-in slips, and 
related documents. 

1020-12 Booking Files. Documents used to record 
booking commitments for audiovisual pro
ducts. Included are booking requests and 
related documents. 

1020-13 Audiovisual Product Inventory and Utiliza-
tion Files. Cards containing data on 
audiovisual products in inventory, such as 
number of prints on hand, number of show-
ings, and attendance. 

1020-14 Audiovisual Work Order Files. Documents 
used to request audiovisual work and 
record work performed. 

1020-15 Audiovisual Project Case Files. Documents 
relating to audiovisual productions
authorized under the Department of ~ 

~ef,ense~~ Audiovisual Produc tion Program and 
other productions. Included are audio-
visual requirements, plans, scripts,
invasions of privacy, copyrights, other 
required clearances or release and all 
other papers related to the productioc-. 

Note: This FN directly relates to 
audiovisual products covered in 
FN's 1020-16, 1020-17, 1020-18, 1020-19, 
and 1020-J,.0. 

Destroy 1 year after
 
turn-in of audio-
visual product.
 

Des~~ 1 year after 
I • f d iturn-1n 0 au 10-

visual equipment.
 

Des troy when no 
longer required for 
current opera-
tions. 

Destroy 1 year after 
card is filled. 

Destroy after 1 year. 

Case files relating
to products listed 
in FN 1020-16,
1020-17, 1020-19,
and 1020-20 as per-
manent. Retire to 
the indicated 
Audiovisual Records 
Center along with 
the p~oduc~,.~r.Jfs~~~~~

.quen~~of.fer...t<;>".~~· 
Other~case'files: 

Destroy along with 
the audiovisual 
produc t when no 
longer needed for 
administrative 
uses. 
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1020-16 Still Picture Files. Documents consisting

of still photographs, slide sets, film-
strips, and related documents produced in 
house or by contract. 

a. Still Pictures that depict programs 
-and projects having an impact on National 
or Army policy; the President of the 
United States or a family member; the 
readiness posture of units; major military
operations, campaigns, exercises, and 
maneuvers; construction of major systems;
significant research, development, test,
and evaluation projects; and events or 
phenomena which are significant or of 
historical importance. 

b. Still Picture original negatives and 
prints depicting other matters, and 
related indexes or finding media. 

b~I).v.J th.t.~ 
'P. t)lift'\'UIt\ JV~'j/"fJ 

~g;inal'n'ega"ti~veYan~ 
.,ep.e...captifonedil,pr.:i!nt.or.¥
,original .. capti!oned. 
i\cp];or"Atranspaxency ,I 

ted indexes or 
finding media, and 
project case file 
described in 
FN 1020-15: Perma-
nent. 

Retire still photo-
graphs and support-
ing documents to US 
Army Audiovisual 
Center (usAAvc),
Washing ton, DC
20310 ')Jiarasubseque~::r~f 
.9.:C~er.t.o.NA8S.~ 

Retire slide sets,

filmstrips, and
 
supporting

documents to
 
Commander, Training

Support Center,

ATTN: ATTSC-TP-TM,

Tobyhanna, PA
 
18466.,..
,flor.. subsequence 
"of.;t:er~to1ilNARS~ 

Other negatives and
 
prints: Destroy

when superseded or
 
obsolete.
 

Destroy along with
 
the related projec t
 
case file described
 
in FN 1020-15, when
 
no longer needed
 
for administrative
 
uses.
 

http:ep.e...captifonedil,pr.:i!nt.or
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c. Copies of still pictures that are 
included as part of another project file, 
case file, report, or similar record. 

d. Still picture negatives and prints
that are faulty or technically poor 
photography. 

1020-17 Motion Picture Files. Motion picture films 
depicting programs and projects having an 
impact on National or Army policy; the 
President of the United States or a family
member; the readiness posture of units;
major military operations, campaigns,
exercises, and maneuvers; construction of 
major structures or systems; significant 
research and development test and 
evaluation projects; recruiting programs; 
material used in institutional and general 
Army training; and events or phenomena
which are significant or of historical 
importance produced in-house or by
contrcact. 

Dispose of LAW the 
disposition stan-
dard applicable to 
the record s of 
which they ar-e a 
part. 

Des troy when no 
longer required. 

Original Negative or 
color original plus
separate optical
sound track, an 
intermediate master 
positive or dupli-
cate negative plus
optical sound 
track, and a sound 
projection print
along wi th the 
project case file 
described in 
FN 1020-15: Per-
manent. Retire to 
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the Commander ,
 
Training Support
 
Center,
 
ATTN: ATTSC-TP-TM,
 
Tobyhanna, PA
 
18466, .cor..-su:hsequen1S
 
IOffer-:-·to..NARS ...
 

Other copies: De-
stroy whE'1lsuper-
seded or obsolete. 

•. Mn!ion picture films nTod"Cod PPI Original negative or.twIli fl:lf internal Aild) as@I. color original plus 
sound and a projec-

..b\"llWQocumentar,y ....moti on-pf, cture ..footage· tion print along 
..,pr.oo.uced.primarily for ~intemal.-:J~..aor~· wi th the projec t 
.J:>.epar-.tmentof -Def'enae -usec case file described 

in FN 1020-15: 
Permanent. RetireC~ by"f. \JJ~fe. r f.15\lfrt,;\/Wt 
to the Commander,11/2.'1/711 Training Support
 
Center,
 
ATTN: A'L'TSC-TP-TM,
 
Tobyhanna, PA
 
18466., ~or!-subsequent~

.4O:Cfer~.to~;NARS~
 

Other copies: Je-
stroy when super-
seded or obsolete. 

c. Motion picture films pr ocur e.' from ("One projection print
 
commerc ial sources for Army use. along wi th the
 

(T .. _. projec t case file 
u,wo ...projectd-cn-pr-int.s described in 
"if.,availaole;T"other.;.. FN lO20-15: Per-
.wi:se~ manent. Retire to 

the Commander, 
Training Support 
Center, 
ATTN: ATTSC-TP-TM, 
Tobyhanna, PA 
18466., aGor...-gubsequent 

-offer ~~to~N:ARS.; 
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1020-18
 

d. Unedited outtakes and trims, the
 
discards of film productions, which have
 
been appropriately arranged, labeled, and
 
described.
 

rt·l1J,~t 1.:8. 111~raJ 
e. Motion picture films resulting from
 

a visual or electronic transfer of video
 
recordings.
 

f. Motion picture film prints or copies

that are included as part of a project

file, case file, report, or a similar
 
record.
 

Motion Picture Files. Motion picture films 
depicting matters or subjects other than 
those covered in FN 1020-17 produced 
in-house or by contract. 

Other Copies: De-
stroy when super-
seded or obsolete. 

Original negative or 
color original and 
a work print: Per-
manent. Retire to 
the Commander,
Training Support
Center,
ATTN: ATTSC-TP-TM,
Tobyhanna, I'A 
18466...3 tft9_r4lsubos'EtqtfentY

.?J'f~e~t-~N:A'RS' 
One projection print

along wi th the 
project case file 
described in 
FN 1020-15: Per-
manent. Retire to 
the Commander,
Training Support
Center,
ATTN: ATTSC-TP-TM,
Tobyhanna, PA 
l8466,~~"f*.0~Ott~r copies: De-
stroy when super-
seded or obsolete. 

Dispose of lAW the 
disposition stand-
ard applicable to 
the records of 
which they are a 
part. 

Destroy along with
the projec t case
file described in 
FN 1020-15, when no 
longer needed for 
administrative 



1020-19 Video Recording Files. Documents consisting
of video recordings and related documen~s 
produced in·~ouse or by contract. 

a. Video recordings depicting programs 
and projects having an impact on National 
or Army policy; the President of the 
United States or a family member; the 
readiness posture of units; major military
operations, campaigns, exercises, and man-
euvers; construction of major structures 
or systems; significant research and de-
velopment test and evaluation projects;
recruiting programs; material used in 
institutio~l and general Army training; 
and events or phenomena which are signi-
ficant or of historical importance. 

b. Video recordings depicting matters 
or subjects other than those described 
above. 

c. Video recordings produced from 
original broadcast signal protected by 
copyright. 

uses. Except,
motion pictures
included as part of 
a project file,
case file, report, 
or a similar type
record will be dis-
posed of LAW the 
disposition stand-
ard atplicable to 
the records of 
which they are a 
part. 

q~~!1~a~~fJ 
~.one~dubbHlg

Master cop~along
wi th the projec t 
case file described 
in FN 1620-15: 
Permanent. Retire 
to the Commander,
Training Support
Center,
ATrN: ATTSC-T?-TM,
Tobyhanna, PA 
18466~ £'or~subsequentf
.o:&:Gerto...... NARS'f'" 

Other Copies: De-
stroy when super-
seded or obsolete. 

Destroy along with 
the projec tease
file described in 
FN 1~20-15, when no 
longer needed for 
administrative 
uses. 

Dispose of lAW 
copyright law for 
off-air recordingJ. 
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1020-20
 

d. Video recordings that are included 
as part of a project file, case file, 
report, or a similar type record. 

Sound Recording Files produced in-house or 
by contrac t. 

a .. Sound recordings pertaining to pro-
grams and projects having an impact on 
National _o~ ~my_ policy; ~1}z:e:Sider;-:03
the_Uni,ted-Statesjol' a family5memb~ the 
~8dinef!sip6st;Ure.oi' ..nmi,ts-;S>.~j2rmi~~B.!i
~rati .. ~,~and,manons,--campa±gru~_l:-exercise .. 
<iilv:e)~';~ve!~pmen~' of major·~sys:tems;:=~~
~~~~ant,research and.devel~ent~~ests.anq
e~alugLti'onprojects; recruiting programs·; 
materi·al used in institutional and-geB-~
Gr-tr81n:[ng; and-event-s-that are signi-fi-- - -'" cant or of historical importance. 

- ~J. 1>y1'- 'tJihR. Fl-P:~\1m~1IIJ'J!jJjil 
b. Sound recordings pertaining to mat-

ters that do not meet the above criteri~. 

c. Copies of sound recordings that are
 
included as part of a project file, case
 
file, report, or a similar type record.
 

Dispose of lAW the
 
disposition stand-
ard applicable to
 
che records of
 
which they are a
 
part.
 

4andwaneldubbl:ng~
Master or original4-
along with the pro-
jec t case file 
de scribed in 
FN 1020-15: Perma-
nent. Retire to the 
Commander, Training
Support Center,
ATTN: ATTSC-TP-TM,
Tobyhanna, PA 18466~ tlJQr.J
.#sequenlOlLoffer_to",NARSe.. 

Other copies: De-
stroy when superseded
or obsolete. 

Destroy, along with 
the projec t case
file described in 
FN 1020-15, When no 
longer needed for 
administrative 
uses. 

Dispose of lAW the 
disposition stan-
dard applicable to 
the records of 
which they are a 
part. 

http:8dinef!sip6st;Ure.oi

