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TO GENERAL SERVICES ADMINISTRATION, MNCl - 4 - §2-/2

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED
1 FROM (AGENCY OR ESTABLISHMENT) qoéqu l/ /q&,

Department of the Army NoTIFICATION TO AGENCY
2 MAJOR SUBDIVISION

. ' . In accordance with the provisions of 44 USC 3303a the disposal re
The Adjutant General's Office quest, including amendments, s approved except for ilems that may
3 MINOR SUBDIVISION be stamped “disposal not approved” or “‘withdrawn™ in columd
Records Management Division

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT

7-29-§ A
Phil Burnam 325-6044 Date

6 CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | 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 _2 page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specmed

(] A Request for |mmed|ate disposal.

Archinast of the United Stata

{x] B Request for dlsposal after a specified period of time or request for permanent

retention. -~ /] 7

C DAY, éSIGNATURE Ency nepaw ETITL
26 oo
\,

GUY B.”OLDAKER Chief, Records Management Division
: 8. DESCRIPTION OF ITEM - 10.
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR | 110N TAKEN

JOB NO

' Instruction Files. (File number _ 01-01, AR 340-18-2 thru
AR 340-18-16). :

Description — Documents related to preparing, coordinating
issuing, and interpreting directives, regulatory instructigns,
and comparable instructional material. These records ac-
cumulate in offices responsible for preparation and inter-
pretation of instructions, including coordinating actions,
studies, interpretations, and published record copies of

instructions, such as regulations, supplements, memorandumsg,
circulars, pamphlets, and bulletins; SOP's or similar is- T
suances, messages used for expeditious interim changes to
instructions; technical news letters or comparable media
used to forward semi-official and authoritative instructioms.

Q.

Disposition - Offices of Headquarters, Department of the
Army, offices of major Army commands, and
offices of major Army sub-commands; elements
in a combat zone or designated as a combat
support element in a combat zone: Permanent}

ALOther offices: Destroy when superseded, ob-
solete, or no longer needed for reference.
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ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
P 10
SAJ'\OABLEOOR ACTION TAKEN

Rationale - Instruction files appear in AR 340-18-2 thru
AR 340-18-16 as the first file number in each regulation.
They are called common mission files since they may accum-—
ulate in any office to document performance of its assigned
mission  These files reflect basic policy decisions and
merit permanent preservation at levels having significant
or Army-wide program responsibilities. Such program re-
sponsibilities go down to major sub-command level. The
above proposed disposition instructions cover this scope.
Elements below major sub-command level primarily imple-
ment instructions issued at higher command levels.

Volume of permanent files is approximately 370 cubic feet
and annual accumulation is approximately W feet.

50
Permaneat records will 6( affefttl NVARS
In § year blocks whea 20-25yeard

old.
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Four copies, including original, to be submitted to the National Archives
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