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AR 340-18-12 OAXC9 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 9 WASHINGTON, DC, 1 March 1979 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF TRANS­

PORTATION FUNCTIONAL FILES


Effective 1 April 1979 

This change rescindsfile number 1203-18 and adds file numbers 1208­
34 and 1208-35. 

Users of this regulation will not implement interim changes unless the 
change document has been authenticated by The Adjutant General. 
(Interim changes expire 1 year after publication date.) If a formal 
printed change is not received by the time the interim change expires, 
users will destroy the interim change. 

AR 340-18-12, 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: 

Remove pages Insert pages 

9 thru 12 9 through 12 

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

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

By Order of the Secretary of the Army: 

BERNARD W. ROGERS 
General, United States Army 

Official: Chief of Staff 

J. C. PENNINGTON 
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 Maintenance Disposition of Transportation 
Functional Files-C. 
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AR 340-18-12 
C8 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 8 WASHINGTON, DC, 15 August 1977 

OFFICE MANAGEMENT


MAINTENANCE AND DISPOSITION OF TRANSPORTA­

TION FUNCTIONAL FILES


Effective 1 January1978 

This change modifies and clarifies the description of file numbers 
1203-20, 1203-21, 1203-22, 1203-23, 1203-24, and 1203-25, and changes 
the dispositioninstructionsfor file number 1203-18. 

AR 340-18-12, 14 August 1969, is changed as follows: r" ' , .' ' 
1. Changed material is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 

Remove pages Inert pages 
9 and 10 ..------------------------------------------------------------- 9 and 10 

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

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

Users are invited to send comments and suggested improvements on DA (

Form 2028 (Recommended Changes to Publications and Blank Forms)

direct to HQDA (DAAG-AMR-P) WASH DC 20314.


.. k)::-::: 

By Order of the Secretary of the Army: 

BERNARD W. ROGERS 
General, United States Army 

Official: Chief of Staff 
PAUL T. SMITH 

Major General, United States Army 
The Adjutant General 

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

Foim 12-9A requirements for AR, Maintenance and Disposition of Transpor­
tation, Functional Files-0C. 

TAGO 340A-August 240-475*-77 
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) 0 AR 	340-18-12 
C6 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 6 WASHINGTON, DC, 12 September 1975 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF TRANSPORTA­

TION FUNCTIONAL FILES


Effective 1 January1976 

This change modifies and clarifies the descriptionand dispositionof File 
Number 1201-08. 

AR 340-18-12, 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: 

PRemom pages 	 Insert pages 

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

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

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

By Order of the Secretary of the Army: 

FRED C. WEYAND 
General, United States Army 

Official: Chief of Staff 
PAUL T. SMITH 
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 Transportation Functional Files-C (Qty rqr block no. 283). 

TAGO 82A- September 210-467*-75 



AR 340-18-12 
C5 

COUzN HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 5 WASHixGTON, DC, 30 September1974 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF TRANSPORTA­
TION FUNCTIONAL FILES 

Effective 1 January 1975 

This change provides currentinstructionsrelated to Military Traffic Man­
agement Command (MTMC) that replaces the former Military Traffic 
Management System (MTMTS). 

AR 340-18-12, 14 August 1969, is changed as follows: 

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

Remove pages 	 In8ert pages 
---- I and 2 1 and 2 

5 through 8 5 through 8 
- 1 and 12 11 and 12 

-15 and 16 15 and 16 
A-1 through A-4 None 

-Authentication Authentication 

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

The proponent agency of this regulation is the Adjutant General's Cen­
( 	 ter. Users are invited to send comments and suggested improvements 

on DA Form 2028 (Recommended Changes to Publications and Blank 
Forms) direct to HQDA (DAAG-AMR-P) WASH DC 20314. 

By Order of the Secretary of the Army: 

FRED C. WEYAND 
General, United States Army 

Official: Vice Chief of Staff 
VERNE L. BOWERS 
Major General, United States Army

The Adjutant General


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

Form 12-9A requirements for AR, Maintenance and Disposition of Transpor­
tation Functional Files-C (Qty Rqr Block No. 283). 

TAGO 174A-September 580-467*-74 
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AR 340-18-12 
C4 

CHANGE1 HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 4 VASIINGTONý, DC, 10 July 1973 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF TRANSPORTA­
TION FUNCTIONAL FILES 

Effective 1 January 1974 

This change revises disposition instructions for file number 1203-16 and 
1203-18; reduces the retention periods for file numbers 1203-02, 1203-05, 
1203-07, 1203-12, 1204-21, 1205-13, 1205-22, 1205-23, and 1205-26; and revises 
subfunctional file category 1208, Air TransportationFiles. 

AR 340-18-12, 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: 
Remove pages Insert pages 

7 through 10----------- --------------------- 7 through 10 
13 through 18 ---- ------- 13 through 18 
21 and 22- 21 and22 
Authentication Authentication 

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

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

By Order of the Secretary of the Army: 

CREIGHTON W. ABRAMS 
General, United States Army 

Official: Chief of Staff 
VERNE L. BOWERS 
Major General, United States Army

The Adjutant General


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

Form 12-9A requirements for AR, Maintenance and Disposition of Transpor­
tation Functional Files: C (Qty Rqr Block No. 283). 

TAGO 24A--July 540-465*-73 



AR 310-18-12 
C3 

CHANGE HIIEADQUARTERS 
DEPARTMENT OF TIHE ARMY 

No. 3 WWasmiNcroN, DC, 21 July 1972 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF TRANSPORTA­
TION FUNCTIONAL FILES


Effective 1 January 1973


This change revises the disposition of file numbers 1202-06 and 1202-10;

and rescinds file numbers 1204-27, 1205-07, 1205-10, and 1205-11. 

AR 340-18-12. 14 August 1990, is changed as follows: 

1. Changed material is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 
Remove pages I8sert pages 

5 through 8---------------------------------------------- 5 through 8 
13 throughI1S ------------------------------------ 13 through 1S 

3. File this change sheet in front of 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 Axrmy: 

BRUCE PALMER, JR. 
General, United States Army 

Official: Acting 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., Transportation and Travel: C (qty 
rqr block No. 118). 

TAGO OA-July 510 405*-72 



AR 340-18-12 
C2 

-CHANGE1 HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 2 1 WASHINGTON, DC, 6 August 1971 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF TRANSPORTATION 
FUNCTIONAL FILES 
Effective 1 January 1972 

This change revises the disposition of file numbers 1203-03, 1204-20, 
1207-03, 1207-06, 1207-07, and 1207-08; and adds file number 1204-31. 

AR 340-18-12, 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: 

Remove pagela Insert pages 
9and 10...........................................----------------------------------------------------- 9 and 10

13 through 16.........................................-------------------------------------------
13 through 15 
21 and 22.......................................----------------------------------------------.21 and 22 
Authentication_--------------------------------------------Authentication


3. File this change in front of 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 HODA

(DAAG-ASR-P), TAGO BUILDING FALLS CHURCH VA 22041.


By the Order of the Secretary of the Army: 

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

Official: Chief of Staff. 
VERNE L BOWERS, 
Major General, United States Army,

The Adjutant General.


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


DA Form 12-9 requirements for AR, Transportation and Travel-C

(qty rqr block No. 118).


TAGO 51A-Zuly 480-465-T71 



AR 340-18-12 
C1 

CHA.NGa' HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 1 WASH,INGTOo, DC, 16 February1971 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF 
TRANSPORTATION FUNCTIONAL FILES 

Effective 1 April 1971 

This change revises the disposition of Bill of Lading Files, File Number 
1203-12, when the files reflect acceptanceof ForeignMilitarySales/Supply 
Support Arrangement'/Military Grant Aid materiel; and revises the de­
scription and dispositionof parcel post files, file Number 1203-29. 

AR 340-18-12, 14 August 1969, is changed as follows: 

1. Changed material is indicated by a star. 
2. Remove old pages 9 through 12 and insert new pages 9 through 12. 
3. File this change sheet in front of the publication for reference purposes. 

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

By Order of the Secretary of the Army: 

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

Official: kChief of Staff. 
KENNETH G. WICKHAM, 
Major General, United States Army, 
The Adjutant General. 

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

DAk Form 12-9 requirements fur AR, Transportation and Travel-C 
(qty rqr block No. 118). 

TAGO 492A-February 430-472,0--71 



30 September 1974 C 5, AR 340-18-12 
*AR 340-18-12 

Army REGUIATION HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 340-18-12 WASMNWTON, DC 14 Augmst 1969 

OFFICE MANAGEMENT. 

MAINTENANCE AND DISPOSITION OF

TRANSPORTATION FUNCTIONAL


FILES

Effective 1 January 1970 

Local supplementation of this regulationis prohibited except upon 
approval of the Adjutant General 

*1. Applicability. a. This regulation is applicable to all Department of the 
Army elements except Active Army TOE units below division level, Army 
Reserve elements, ROTC elements, Army National Guard Units, and TDA 
units conducting Basic Combat Training or Advanced Individual Training. 

b. Offices responsible for transportation functions wvill use this regulation 
to identify, maintain, and dispose of records documenting these functions. 
The identification, maintenance, and disposition of records of this nature main­
tained by other offices are governed by AR 340-18-1 and/or the Army regula­
tion in the 340-18 series pertaining to the function of the office. 

2. Related regulations. AR 340-18-1 contains basic procedures to be used 
with the Army Functional Files System and the file numbers, descriptions, 

' 	 and retention periods for Office Housekeeping Files. File numbers, descrip­
tions, and retention periods for files relating to major categories of records 
documenting mission functions are contained in Army Regulations 340-18-2 
through 340-18-15 which are distributed only to the organizations perform­
ing the functions concerned. 

*3. Scope. Under the Army Functional Files System, files relating to the 
major functional category of Transportation have been assigned the basic file 
number 1200. This regulation contains file numbers, descriptions, and retention 
periods for files relating to general traffic management, the management of 
administrative motor vehicles, and the movement of personnel and supplies by 
air, water, rail 	or other land transportation. Specifically they relate to the 
direction, control, and supervision of transportation functions; arrangements 
with carriers for transportation; the routing, expediting and control of troop 
movements and 	supply shipments; the use of bills of lading, transportation 
requests and meal tickets; and the obtaining of travel accommodations and 
reservations. Common mission files are described in this regulation under file 

*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 340-18-9, AR 340-18-10, AR 
340-18-11, AR 340-18-13, AR 340-18-14, and AR 340-18-15, all dated 14 August 1969, super­
sedes AR 345-210, 31 October 1962, including all changes. 

TAGO 174A 



C 5, AR 340-18-12 30 September 1974 

numbers 1201-01 through 1201-08. Other mission files are grouped into 7 
subfunctional categories, as follows: 
Subfunctional


category
J' ANro. SubfuncLionaZ category fie title Page No. 

1202 Traffic management files----.........-------------------------------------.6 
1203 Freight movement files------------------------------------------- 8 
1204 Terminal and water transportation files.---------------------------- 12 
1205 Personnel movement and travel files------------------------------...................... -- 16 
1206 Highway systems files...............------------------------------------------20 
1207 Administrative motor vehicle management files----------------------21 
1208 Air Transportation files------------------------------------------22 

TAGO 174A 
2 



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

11 ..................
........
....................
............
............................
...........................................
....................................................................................................................... 


14 August 1969 AR 340-18-12 

/ 1201 COMMON MISSION FILES 

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

formance of its assigned transportation activities. However, all the com­
mon mission files seldom will accumulate in a single office. 

2. Abbreviated titles have been used to identify these common mission 
files. The abbreviated titles alone will not be used for labeling files. Ab­

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

breviated titles will be preceded by a title prefix that describes the records 
to be filed. For example 1201-01 Transportation Instruction Files; 1201­
02 Terminal Administrative Files; 1201-07 Highway Systems ReferenceI 
Paper Files. "f4 >v-c f,' &n-

File No. Description Disposit"o ............ 

1201-01 Instruction files. Documents related to preparing, Offices of HQ Department of the Army, offices 
ordinating, issuing, and interpreting directives, reg- major a& .Lnter~w.44e commandlIhwd­ t 

ulatory instructions, and comparable instructional and elements in a combat zone or 
material. These files accumulate in offices respon- designated as a combat support element in a 

91.o -/ sible for -preparation and .interpretation of in- combat zone (as defined by AR 310-25): Per­
structions and include coordinating actions, stud- manent. Cut off annually or on supersession 
ies, interpretations, and published record copies of or obsolescence, as reference needs requi 
instructions, such as. regulations, memorandums, ther offices: Destroy when super-sed , so-
circulars, pamphlets, and bulletins; SOP or simi- lete, or no longer needed for ref ce, which­
lar issuances; messages used for expeditious in- ever is first. 
terim changes to instructions; technical newslet­
ters or comparable media used to forward semi-of- O+ FeCY-or)C 
ficial .and authoritative instructions; and official "--W 
training materials. ... 

/­
. . . .. ... -, . . . . . " . -.. .. . 

1201-02 Administrative files. Documents relating to the Destroy after 2 years or on discontinuance, 
--- " 

1,~j overall or general routine administration of trans- whichever is first. However, Documents in the 
portation activities, but exclusive of specific files cutoff file that require additional action or re­
described in this regulation. These files include, late to reopened cases should be brought for-
but are not limited to- ward for filing in the current file. 

a. Routine comments on regulations, directives, 
or other publications prepared by another office 
with primary res'ponsibility. If comments result in 
additional action affecting the mission or function 
of the office, documents should be filed with the 

I. ......as..; 
appropriate mission functional files. 

b. Evaluations of suggestions that do not result 
in issuing an instruction or establishing a project. ----.-.-.-----.-.-.--­

c. Program and budget documents, management 
improvement reports, cost reduction reports, and 
comparable management reports prepared to sub.­
mit data to offices responsible for these manage­
ment functions. 

d. Extracts of IG, GAO, AAA, or comparable : ... _ 
reports of inspections, surveys, or audits that per­ ..................... 

tain to the operation of the mission or function. 
..................... 

e. Documents relating generally to the applica­
tion of ADPS and PCM operations within the 
functional area relating to transportation. 

f. Comments on or contributions to news re­
lease's or other media furnished to information of­
ficers to publicize and promote the mission or 
functions. 

AGO 5543A 
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r......................


1 340-18-12 	 14 August 1969 ......................


.1eNo. Descrition 	 Z6oto 

1201-03 Agreement files. Docvments relating to agreements Office requesting support and office providinj 
between elements of the Army, between the Army support: Agreements involving transfer of 
and other military services or Federal agencies, or personnel spaces and materiel will be de-
between-the Army and other nonfederal organiza- stroyed 6 years after supersession, cancella­
tions or agencies; but not with foreign countries. tion, or termination of the agreement. Agree-
These agreements are negotiated to provide for ments not involved in transfer of personnel 
continued understanding between recognized or- spaces and materiel will be destroyed 3 years 
ganizations and the Army for the purpose of after supersession, cancellation, or termination 
providing or obtaining various types of support of the agreement. 
services. The services include logistic, medical, ad- Reviewing offices: Destroy 1 year after super­
ministrative, fire protection, facilities, payroll, and session, cancellation, or termination of the 
similar support on a one-time or continuing basis; agreement. Earlier destruction is authorized. 
and on a reimbursable or nonreimbursable basis. 
Included are agreements, agreement checklists, ................ 
amendments, review comments, related correspon­
dence, and similar documents.. " ..- .v 

1201-04 Orientation and briefing files. Documents used in Destroy on supersession or obsolescence. 
orientations and briefings given to visitors and 
newly assigned individuals about the mission, 6i"'i .l. . -•7e 

functions, 	 and physical layout of an office. In- 44c4U 4 SU o1n 4 
cluded are photographs, transparencies or vu- 7

graphs, copies of specially prepared handouts, and *-'LeA

related or similar documents.


1201-05 Committee files. Documents relating to establishing, AOffice of committee chairman or secretariat, 
operating, and dissolving committees which consi- whichever is designated office of record, and . 

- der, advise, take action, and report on specifically 	 offices of members of international committees 
in whichin which forenger-._ naassigned functions. They include joint, inter- a foreign government is office of re-

department, and international committees in- cord: PCut off wh "loger
which the 	Department of the Army participates; needed for current operations. C 

. r••" as well as committees within all echelons and ele- Offices of other committee memNers: est'

S ments of the Army. Included are proposals, ap- when no longer needed for current operations.


Cprovals, and disapprovals to establish the commit-
LCob6y 

on them; directives establishing, changing, con- L 
) tinuing, or dissolving the committee; documents .g /Z .... 

by tee; charters, terms of reference, and comments 	 A4" 

• 	 _1 nominating, approving, appointing, and relieving t7"S OL Vei..................

committee members; notices, agenda, minutes, and

reports of committee meetings; and related docu-	 ....................


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

ments. 

1201-06 Staff visit files. Documents relating to scheduled or Office performing visit: Destroy 1 year after

special visits (but not inspections, surveys, or au- completion of next comparable visit or on

dits) for the purpose of performing staff or tech- completion of related study.

nical supervision or for conducting studies. This Office visited: Destroy after 2 years, except files

description is not applicable to visits made in con- relating to recurring staff visits will be de- .

nection with a specific process or case which stroyed on completion of the next visit.

should be filed with documentation of the case or

process. Included are requests for permission to r

visit, reports of visit, recommendations, and other

directly related documents.


1201-07 Reference paper files. Documents used to facilitate, .....................

control, or supervise the performance of a specific .....................

function, process, or action---as distinguished L

from those official records necessary for document-......................

ing performance of a function, process, or action.....................

Although accumulated reference papers may re- ....................

late to varied subjects and functions, they should . .........


4 	 AGO 5543A ...........

4 	 .....................


........ • .........




12 September 1975 

File No. Description 

bear a title relating them to the functions, subfunc­
tion, process, or action they are used with. Reference 
paper files consist of the following types of documents: 

a. Notes, drafts, feeder reports, news clippings, 
similar working papers, and other materials accu­
mulated for preparation of a communication, a 
study, an investigation, a survey, an inspection, or 
other action. This descriptiou does not -include 
official and quasi-official recommendations, coordi­
.nating actions, and other documents which con­
tribute to: or result from preparation of the com­
munication or other record. 

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

c. Copies of technical documents, intelligence 
documents, emergency plans, mobilization plans, 
and similar reproduced materials that do not fall 
Within the description for reference publications files. 
Sd.: Documents received for general information 

purposes that require- no action and are not re­
quired 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 supervi­
sory offices, such as chiefs of directorates, divisions, 
branches, or separate offices. These docunments dupli­
cate the record copy filed elsewhere in lower echelon 
offices of the same organizational element which is 
responsible for performing the action, process, or 
function. Such flies should be established only when 
necessary, not in each office of the same organiza­
tional element. 

1201-08 *Unidentified files. Documents relating to the per­
formance of mission activities not described in this 
regulation. 

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

S ment officer. 

C 6, AR 340-18-12 

S Diupowition 

Cut off on completion of the communication study, 
survey report, or other action. Destroy in blocks 
after an additional 3 months, 6 months, or 1year. 
Earlier destruction is authorized. 

Destroy when no longer needed to facilitate or 
control work. 

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

Destroy after 1 year. Earlier destruction is au­
thorized. 

Destroy after 1 year. Earlier destruction is au­
thorized. 

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

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

TAGO 82A 5 



C 6, AR 340-18-12 12 September 1975 

1202 TRAFFIC MANAGEMENT FILES 

These files relate to the direction, control, and supervision of functions 
incident to the effective and economical use of transportation services. 

SFile No. 

1202-01 

1202-02 

De8cription 

Traffic engineering survey and study files. Documents 
relating to transportation engineering studies and 
traffic surveys which normally cover all aspects of 
transportation and traffic relating to an installation. 
The surveys and studies are performed by traffic 
engineering teams. Included are requests for surveys, 
survey reports, and related papers. 

Note. Studies and surveys accomplished as part 
of the installation site selection or master planning 
should be filed with related site selection or master 
planning files. 

Transporting research and study files. Documents 
Srelating to transportation research and study proj­

1202-03 

N 

1202-04 

1202-05 

1202-06 

ects which cover various aspects of traffic manage­
ment improvement, simplification, and adaptation 
to computer systems. Included are requests for 
initiation of projects, project reports, and related 
papers. 

Materiel transportability files. Documents relating 
transportability of oversize or cumbrous materiel 
subject to shock limitations and having other char­
acteristics which make transportation difficult or 
hazardous. These documents reflect liaison with 
other technical agencies during the planning, de­
veloping, and initial production stages to insure 
consideration of transportability characteristics of 
materiel. Included are proposals, concurrences, 
photographs, charts, reports, publications, specifi­
cations, sketches, and similar or related documents. 

Transportation reporting files. Reports reflecting ton­
nage shipped, shipments made, personnel moved, 
and similar data. Included are reports,:consolidated 
reports, and related papers. 

Railway engineering and operational data files. Basic 
engineering and operating data on railroads of the 
United States and foreign countries. Included are 
data on tracks, charts, gauges, clearance diagrams, 
bridge capacities, equipment lists, traffic information, 
and information on line haul and tonnage capacities 
for the countries indicated. 

Switching account files. Documents relating to car­
riers' claims and adjustments and used in handling 
and settling passenger switching accounts. Included 
are copies of orders and related papers. 

pDiwpouition 
Office performing study or survey: Destroy when 

no longer needed in connection with future 
operations. 

Installations or activities surveyed: Permanent. 
Cut off when superseded by a current survey or 
when all recommendations have been imple­
mented or disapproved. 

Office responsible for project studies: Destroy after 
3 years or 3 years after completion of the related 
study, as applicable. 

- . . . . ,a:. 

Office performing Army-wide staff responsibility: 
Destroy 1 year after material is removed from 
supply channels. 

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

HQ MTMC: Consolidated reports; Permanent. 
Feeder reports; Destroy on extraction of data. 

Other .offices:. Consolidated reports; Destroy after 
2 years or on discontinuance, whichever is first. 
Feeder reports; Destroy on extraction of data, 
after 1 year, or on discontinuance, whichever is 
first. 

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

Destroy after 6 years. 

TAGO 82A 

:1 

6 
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ile No. 
0Z2-07 

1202-08 

1202-09 

1202-10 

1202-11 

-02-12 

1202-13 

1202-14 

1202-15 

TAGO 174A 

Description 
Damaged or mproper shipment statistical study files. 

Documents relating to studies showing types of 
deficiencies in packaging, marking, and loading and 
used to disseminate data on patterns and trends to 
other agencies. Included are studies and related 
papers. 

Carloading rule and regulation files. Documents used 
in conducting loading and impact tests and in for-
mulating carloading rules and regulations for DOD 
materiel. Included are blueprints, photos, loading 
and securement specifications, and related papers. 

Tariff and tender files. Documents relating to the 
etseblishment. modification and acceptance of%;ULJ111LL%L%, iLLUZL&A, aLL XL JLbLV V 

tariffs and tenders for the carriage, storage, or han­
dling of DOD materiel. Included are proposals, 
study data, tariff and tender documents, and 
related papers. 

Transit privilege negotiation files. Documents reflect­
ing the need for establishing transit privileges at 
specific locations and negotiations with carriers to 
establish such privileges. 

Transit privilege application files. Applications and 
related papers concerning the use of established 
transit privileges. These applications are normally 
prepared by transportation officers and submitted 
to the proper carriers' agents. 

Transit utilization reporting files. Documents used in 
calculating savings and providing technical super­
vision relating to use of transit privileges. Included 
are reports from transit operators showing inbound 
and outbound tonnage data by truckload and car­
load recorded for transit, tonnage consumed, esti­
mated savings, and related papers. 

Transit inventory audit and tonnage reporting files. 
Documents used in the control of routing to achieve 
maximum transit utilizations. Included are semi­
annual reports and monthly amendments showing 
comparison of tonnage credits with actual inven­
tory of tonnage on hand. 

Explosive safety control files. Documents used in 
determining whether prospective carriers' facilities 
and equipment meet overall safety standards and 
policies of DOD. Included are certifications of car­
riers, copies of inspection reports, notifications and 
reports of accidents, reports of broken seals, reports 
of investigation of carriers' operations, and related 
papers. 

Statistical tabulation files. Statistical data pertaining 
to domestic freight movements and cargo shipped 
overseas for use in preparing statistical reports as 
required. These statistics are tabulated from B/L 
punchcards, ocean manifests, and other documents 
containing similar data. 

ioifo 
Destroy after 5 years., 

Destroy 1 year after related equipment becomes 
obsolete or on discontinuance, whichever is. 
first. 

*.Ieadquarters, MTMC: File rolating to Ir--;­
a ta - zri r t 1 Vn-%-p-nbrl f; 1Pr,11acjgýn niortot -1)5; destrorxve-be 70 
year, after .canocellation or termination. File1

relating to iet 31 Octobr 1956.
tron nn after 

Other Offices: Destroy on cancellation or termi­
nation. 

Destroy 6 years after withdrawal or cancellation 
of transit privileges. 

Destroy 2 years after close or completion of case 
or on discontinuance, whichever is first. 

Destroy after 2 years or on discontinuance, which­
ever is first. 

Destroy after 3 years. 

Destroy on discontinuance of service of the carrier. 

Basic data tabulated from punchcards: Destroy 
after 6 years. 

Supplemental data compiled from B/L punchbards 
and other sources for special studies or reports: 
Destroy after 2 years or on discontinuance 
whichever is first. 

AG. 

.7 

I 



... .......
...........---------­


5•5, A1 340-18-12 30 September 1974 

1203 FREIGHT MOVEMENT FILES 

These files relate to the control, administration, and operations involved 
in moving freight primarily by rail and highway transport. 

Fae No. Description 

1203-01 Transportation control number index files. Documents 

used in locating other necessary related documenta­
tion to answer inquiries which cite the transportation 
control number on the Transportation Control Move­
ment Documents. Included are cards or copies of 
Transportation Control and Movement Documents 
filed by transportation control number. 

1203-02 Routing order files. Documents which are related to the 
authorization and routing of freight shipments des­
tined for any point in the United States or overseas. 
Included are requests for routing, route orders, con­
firmation of route orders, reports of routing, unit 
permit authorizations, and correspondence about 
routing. 

1203-03 Domestic shipment control files. Documents accumu­
lated as a result of preparing and transmitting re­
quired reports in connection with proposed domestic 
movements and controlling nuclear shipments. 

1203--04 Freight forwarder agreement files. Documents relating 
to rate negotiations with freight forwarders. Included 
are signed copies of freight forwarder agreements 
and related correspondence. 

1203-05 Freight account files. Documents relating to inquiries 
concerning carrier charges for transportation services 
performed; claims against carriers for losses, dam­
ages, and shortages relative to shipments; investiga­
tions, reviews and recommendations pertaining to 
the settlement of disputed carriers' bills for freight 
services; and similar matters. 

1203-06 Car control processing files. Documents used for the 
actual operation of expediting receipt and shipment 
of supplies, reflecting cars en route, received, placed, 
loaded, unloaded, and dispatched; car situation re­
ports; and related correspondence; but exclusive of 
car record books as described below. 

1203-07 Car record book files. Books and registers reflecting 
each car handled and containing information neces­
sary to check demurrage bills and agreement ab­
stracts submitted by carriers in support of bills. 

1203-08 Car seal record book files. Books containing account­
able office records of the receipt and disposition of 
car seals and maintained to facilitate monthly inspec­
tion as to whether seals were properly expended. 

1203-09 Highway operation files. Documents which reflect liai­
son activities of Army installations anid activities 
with local transportation companies and associations. 
Included are maps and graphs; road, bridge, and 
equipment surveys; and bus data. 

DUsposition 

Destroy when the related index files are destroyed. 

Destroy after 3 years. 

Destroy on arrival of shipment, after 1 year, or on 
discontinuance, whichever is first. 

Destroy 6 years after cancellation of agreement. 

Destroy after 3 years, except that documents re­

lating to unsettled claims or investigations will

not be destroyed until settlement is accomplished.


Destroy after 6 months. 

Destroy after 3 years. 

Destroy 1 year after date of last entry, or on dis­

continuance, whichever is first.


Destroy after 3 years or on discontinuance, which­

ever is first.


V 

.3 
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U-4..3 M0tr carr:er . . ,. . . '-ements maintained by Army in. Destroy 1 year after discintinuance of

stallations anJ-.z i . ni.. are used to select proper carriers. .rvice.

Included are ques.'o..a.es completed by commercial motor

carriers indicating their fsacilities for handling freight, operating

authority, photographs showing types of equipment available

for utilization, related corrm, ndence, and similar documents.


1203-11 Motor carriers' explosi*e i .*ty fMles. Documents relating to pre- Destroy after 1 year or on discontinu­

cautions recommended and t-A!en by carriers in connection with ance, whichever is first.

transporting Individual ashipments of explosives and other dan­

-erous articles. 

.oo.....................


1208-12 Dill of lading files Documents relating to inbound and outbound Destroy after 3 years, except that files

shipments. Included are - property received and property which reflect acceptance of Foreign

shipped bills of lading, freight bills, shippind documents, ship- Military Sales/Supply Support Ar­

ment planning worksheets, express receipts, tally sheets, way- rangement/Military Assistance Grant

bills, dray tickets, holding orders, switching orders, demurrWge Aid materiel at point of origin by an

reports. transit privil•ge bills of lading cross-reference sheets, official of the foreign government, or

and similar and relawed documents. .. a freight forwarder or carrier acting


Srepresentative of the foreign gov-' "" - ­


ernment will be retired after 2 years ...

and destroyed 10 years after retire-

Meat. 

1203-13 Prepaid outbound salvr.cZe bill of lading files. Documents relating Dest•y after 1 year or on discontinu­

to outbound shipments of sWJvawr or rejected material to con- ance, whichever is first. .


sig-ees who assume necessary freight charges for shipment .


1203-14 Prepaid Inbound bill of lating files. Documents relating to in- Destroy after 2 years or on discontinu- .,,......


bound shipments where frei~ht charges are prepaid by the ance, whichever is first.........

shipper. Included are receivirg documents, commercial bills of .,, .'


lading, freight bills, transit privilege bills of lading, cross-refer­

ence sheets., similar documents, and related correspondence.


1203-15 Overse•a frelht operation files.Documents saccumulated in oversesa Destroy after 2 years or on discontinu­

transportation offices in connection with the movement of sup- anoe, whichever is first.

plies and materiel by Government-owned transportation facilities

as distinguished from similar documents reflecting movement by

commercial carriers. Included are freight warrants. waybills, and......

similar and related documents.


1208-16 Transit privilege bill of lading files. Documents accumulated as a Destroy 3 years after expiration of

results of specific transit operations. such as transit certificates, transit privilege., except that files

bills of lading, transit freight bills, tonnage credits., prepaid which reflect acceptance of Foreign

freight bills recorded for transit, and related documents. Military Sales/Supply Support Ar­


rangem•ent/Military Assistance Grant 
Aid materiel at point of origin by an ...... -. -....•:.... ;..:. ;.... 1 ;. 

official of the foreign government or a . n.: 

freight forwarder or carrier acting as............. 
representative of the foreign govern- , . 
ment will be retired 2 years after .................... 
expiration of the transit privilege and P.... . 

destroyed 10 years after retirement. 

1203-17 Bill of lading register files. Registers containing data relative to Destroy in accordance with instructions ­

each bill of lading issued or accomplished such as to whom or by for bill of lading recorded therein.

whom issued, date of issue or accomplishment, consignor, and


S similar information.........


1208.1--- Ho-uiiehold Shipment bill of lading files. Rescinded. Use FN 1203­

34 or 1203-36 as applicable.


'''-19 Household shipment contract files. Documents relating to the4?Contracts for 42,0-or less .po.le.io

receipt, packing, crating, shipment, and storage of household tEarCwt'iiona pri- to 1 sv 6; ...........

goods and effects pursuant to contractual agreement. Included Destroy&4em /yearv....


.. are contractsa, purchase orders, service orders, delivery orders, 7 .'-c.-" '. 9 . .... 

http:.oo....................


. . 

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

......... . . 

. . ... 

.......... .... 
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•: .....; .. ,--..-. 

receipt.s, travel orders, requests for shipment, inventories, pay- .... - to 
rnent and collection vouchers, and relatid documents. Wa.a......,.m ..... H" r-

re•'-6b.Contracts for more than 3,&4 1 

; 

......... 

1'n'a (77 .. .... 

't;m, 

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

, . 

" 

.i......... 

a poik 11 '.. 

Destroy &Aff6)-more.a4 ,% (4 Irfu •,h.-£?•~ ,-"lmt.tg 

after 1- 1a10.acdTIns V 0&4-4G6U: 
Perm.ai.A. Dv ,A i 

Office responsible for making determin-
aton: Destroy after Jyea.rs. 

Destroy when superseded or obsolete or 
when no longer approved as a carrier, 
whichever is first. 

eO 
,L..,.. "' 

", 

1203-20 

1203-21 

1203-22 

1 "3 

1203-24 

1203-25 

1203-26 

1203-27 

Personal Property claims relmbursement flies. Documents 
accumulated by offices responsible for determining the validity 
of claims for reimbursement for personal property shipments when 
charge. are paid by the individual............... 

Carrier performance files. Documents reflecting carrier's quali-
fications and performance in moving personal property ship-
ments. Included are letters of intent. brochures. inspection re-
ports, complaint report.s, comrmendatLions. quality control infor-
mation, suspension and revocation of suspension notices,. and. 
similar or related documents. 

Personal property rate tariff/tender files. Rate tariff/tender 
submitted by carriers to installation and activity transportation 
officers which are applicable to the installation or activity to 
which submitted. Included are rate tariff/tenders and other 

directly related documents. 

Personal property traffic distribution record files. Documents 
. to assure equitable distribution of business among approved 

carriers. Included are traffic distribution records and related 

documents. 

Personal property B[L public files. Documents reflecting bills of 
lading issued for movement of personal property shipments. 
Files are maintained for the benefit of carriers. 

Personal property reporting files. Rrports and related docu-
ments reflecting volume of personal property shipped and other 
data relative to shipment of personal properly. 

Bill of lading review files. Documents concerning the violation of 
Army regulations and tariffs in procesing bills of lading. 

Privately-owned vehicle shipment files. I)ocuments relating to the 
shipment of privately-owned vehicles. Included are turn-in slips 
copies of shipping documents,. service orders, affidavits pertain­
ing to encumbrances, acceptasnce reports. receipts for funds, and 
related documents. 

"j'i'eone 
.Y ov C. ZYe.a-s.isper­

-A-e•'-~.ltr t MS, 4-4or-to 

osedfad•Sesi 
Rilee r-Ai"sr W,-~mee -e SI 

Ge INA4. PN,mgrint. X,. eere. 

Destroy 1 year after preparation of new 
record or after removal as 
carrier. 

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

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

Destroy after 3 years or on 
uance. whichever is first. 

Destroy after 2 years or on 
uance, whichever is firstL 

approved ........ 

discontin­

discontin­

discontin­
..... 

discontin- . 

..... 

. ... .... 

. • ., ; :~......: . .... .. ... ......,

tV. 
......... ... . .. 

(,. 
0 

http:Jyea.rs


1 March 1979 

FileNo.	 Descriptionm 

1203-28 Shipment discrepancy reporting files. Documents 
used to report discrepancies in shipments as over, 
short, astray, loss of, or damage to military freight; 
improper loading, blocking, or bracing; improper 
handling by carrier; tender or use of carrier's inade­
quate equipment or facilities; misdirected shipments; 
documentation errors; nonobservance of carrier tariff 
requirements or military regulations; and other 
transportation discrepancies. Included are discrep­
ancy in shipment report and related papers. 

1203-29 Parcel post shipment files. Documents identifying 
items shipped via parcel post. Included are item 
release-receipt documents and other documents con­
taining similar data. 

1203-30 Bill of lading statistical files. Memorandum copies of 
bills of lading and related documents used by Head­
quarters and field offices of the MTMC for review 
in detecting technical and procedural errors and in 
preparation of statistical data and reports. 

1203-31 Bill of lading audit files. Documents accumulated in 
field offices of the MTMC incident to the audit of 
selected bills of lading. Included are reproduced 
copies of original bills of lading and related 
correspondence. 

1203-32 Freight rate litigation files. Data developed for use in 
proposed litigation before Interstate Commerce 
Commission, other regulatory bodies, or the Federal 

}	 Courts on freight rates, freight classification, and 
similar matters. Included are records of testimony, 
summaries of testimony, exhibits, copies of contracts 
and agreements with carriers, correspondence reflect­
ing negotiations with carriers, and similar and related 
papers. 

1203-33 Freight rate negotiation files. Documents relating to 
negotiations with carriers or carriers' associations 
on transportation rates, freight classifications, and 
similar matters. 

S1203-34 Domestic household shipment bill of lading files. 
Documents relating to receipt, packing, crating, 
shipment, and storage of domestic household goods 
and effects. Included are bills oflading, travel orders, 
orders, requests for shipment, inventories, service 
orders, delivery orders, receipts and related docu­
ments. 

1203-35 International household shipment bill of lading files. 
Documents relating to the receipt, packing, crating, 
shipment, and storage of international housheold 
goods and effects. Included are bills of lading, travel 
orders, requests for shipment, inventories, service 
orders, delivery orders, receipts and related 
documents. 

C9, AR 340-18-12 

Disposition 

Destroy after 2 years or on discontinuance which­
ever is first, except that documents relating to 
unsettled rlaims or investigations will not be 
destroyed until settlement. 

Destroy after 1 year, except that files documenting 
shipments of Foreign Military Sales including 
Supply Support Arrangements or Military Assist­
ance Grant Aid materiel will be retired after 2 
years and destroyed 10 years after retirement. 

Destroy after 1 year. Cut off at end of each mont. 
Earlier disposal is authorized. 

Destroy after 1 year. Cut off at end of each month. 
Earlier disposal is authorized. 

~'i'~nc;t.CAt uff whjen bup-Aztdi', uLclatQ,-pr 
no i*ngt_ rcquirO r ....-.ont cqýprations. 

FZ, 	 -­

-Permranent Cut off when superseded, obsoletefor 
no longerexte.que for current cpcrtiosm, s 

rtV~;g-cnv_nts. De~stnot after 7 lis 

Destroy after 3 years. 

Destroy 6 years after close of the account. 
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.• . ° ........ ..
...........
1204 TERMINAL AND WATER TRANSPORTATION FILES 

These files relate to the control, administration, and operation of terminal 
and water transportation activities and to the administration, control, and t ' . . . ................. . 

operation of Army vessels. 

File No. Description 

1204-01 Terminal and port historical files. Documents reflect­
ing historical data pertinent to the organization and 
operation of terminals and ports, including transship­
ment operations; methods of loading, securing, and 
discharging cargo; capabilities; and similar data. In­
cluded are record sets of organization charts; cargo 
reflect total tonnage handled and type of cargo 
handled; charts and graphs reflecting shipment and 
receipts scheduled; master loading plans; stowage 
plans; records of committees working out plans; and 
similar documents. 

1204-02 Terminal and port planning files. Documents relating 
to overall plans ind procedures of terminal and port 
activities and facilities. Included are charts and 
graphs used for planning purpose; directives or agree­
ments between theater commanders with respect to 
supply policy; and similar documents. 

1204-03 Terminal facilities file. Documents maintained to aid 
in making routing determinations. They reflect fa­
cilities for cargo handling at terminals, including 
types most suitable, storage available, rail facilities 
available, photographs showing loading and un­
loading processes, and similar data. 

,-04 Cargo analysis files. Summary and statistical data re­
garding cargo shipped and factor data used for plan­
ning purposes in projecting cargo movements and 
requirements. 

1204-05 Cargo movement data files. Reports of programed 
cargo movement and actual loadings by type of cargo. 

1204-06 General average claim files. Documents relating to 
general average claims against zargo transport by 
the military sea transport service, accumulated in 
connection with determination of the amount of cargo 
involved, cost thereof, amount damage, and expense 
incurred in preservation. 

1204-07 Vessel assignment files. Documents relating to the as-
si.gnment, service testing, and operation of inland 
waterway and harbor craft under Army commands. 

1204-08 Ship operation reporting files. Reports reflecting the 
use and operating costs of vessels but exclusive of those 
records which reflect the history of the vessel. At DA 
staff level, these files are used as a basis for budgeting, 
funding, increasing the fleet, disposing of vessels, and 
similar actions. 

...!•!:!....... 

Di-.pos ition 

Pertinent field offices: Permanent. 
Other offices: Destroy when superseded, obsolete, or no 
longer required for reference. 

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


S...................°


Permanent. 
............. ..... o


.v°....°....A.......v.


Office performing Army-wide staff responsibility: 
.'....... .'. .'.'.'.' .


Destroy when superseded, obsolete, or no longer

needed for reference, whichever is first.


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


........- .-.. v o


Offices performing Army-wide staff responsibility; 
•.................. 

Destroy after 10 years. 
............. ...


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

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

Office performing Army-wide staff responsibility: 
Destroy after 5 years. 

Destroy after 5 years. 
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File re. Drescripfion Disposluion 

1204-09 Marine casualty record card files. Cards containing information Office performing Army-wide staff re-
extracted from reports of investigation and radios pertaining to sponsibilityr: Destroy after 5 years.

casualties involiring Army and commercial vessels and Injury to

stevedores or crewmembers, showing vessels involved, where

damage occurred, amount involved, and similar data.


1204-10 Amphibious vehicles plans and specification files. Correspondence, Office performing Army-wide staff re-
specifications plans, and other technical data pertaining to design, sponsibilitty: Destroy 5 years after 
construction, service, testing, and operations of amphibious supersession or obsolescence. 
vehicles. 

1204-11 Port car reporting files. Documents accumulated by terminals and Destroy aft er 1 year or on discontin­
ports which reflects the receipt, placement, loading, and unloading uance, wh ichever is first.

of shipments coming into the port, including arrivals, cars on

hand, switching, situations checkers, freight car, similar reports,

and related documents.


1204-12 Cargo and passenger invoice recapitulation files. Documents Destroy aft er 3 years or on discontinu­
created and maintained by Army terminals. Included are cargo ance, whi chever is first. 
imvoice recapitulations, passenger invoice recapitulation, re­
lated documents, and comparable reports. 

1204-13 Cargo transporter reporting files. Documents relating to the prep- Joint Conta iner Control Agency and 
aration and transmission of required reports in connection with Activities: Destroy after 2 years. 
cargo transporters. Other offices: Destroy after 3 months. 

1204-14 CONEX lease agreement files. Documents relating to the lease of Joint Conta3iner Control Agency: De-
CONEX transporters to American (US) commercial firms for use stroy 3 years after termination of 
in shipping cargo to the United States. Included are leases and lease. 
related correspondence, including correspondence pertinent to Other offices: Destroy after 2 years or 
unusual charges, such as charges for lost or damaged transporters. on disconLtinuance, whichever is first. 

1204-15 CONEX lease agreement list files. Documents relating to lists pre- Joint Conta iner Control Agency: De-
pared by the Joint Container Control Agency reflecting Ameri- stroy 1 yyear after superseded by a 
can (US) commercial firms who have entered into approved leas- revised lisst. 
ing agreements and including names and addresses of authorized Other offices: Destroy when superseded 
oversea representatives of each firm. by a revissed list. 

1204-16 CONEX receipt and billing files. Documents relating to the prc- Joint Cont ainer Control Agency: De­
cedures for maintaining data on current location of all trans- stroy receipts after 1 year and re­
porters. These documents also provide data for use in collecting maining files after 3 years. 
rental charges by the Finance and Accounts Office, US Army. Other office s: Destroy after 1 year. 
Included are receipts issued when transporters are transferred to 
lessees, receipts issued when transporters are returned to the 
US, coded machine runs, and related documents. 

1204-17 *APetand mascot shipment files. Rescinded. 

1204-18 Port of entry customs files. Documents accumulated at ports of Destroy after 5 years. 
entry which relate to the entry and admission free of duty of 
material procured abroad or returned from abroad by the Army. 
Included are Consumption Entry Permit, Summary of Entered 
Value, Custom Entry, or similar Customs Forms; related cor­
respondence; and other documents pertaining to the entry of 
materiel through customs. 

1204-19 Government vessel pier files. Documents relating to the loading Destroy after 3 years or on discontinu­
and unloading of Government-operated vessels. Included are ance, whi chever is first. 
loading and unloading reports, cargo reports, hatch tallies, 
derrick reports, lighter reports, lift reports, and similar 
documents. 

tAGO 445A­ 13 
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File No. Description 
1204-20. Cbmmercial vessel pier files. Documents-relating&to the. loading, Destroy, after. 6 years;,excePt%.that4 files

and' unloading of commercill~y operated&vesseli. Iclied are, relating, to, an. unsettled claim, in­
l6ading and'unloadihg reports, cargo reports,,)iatAitaHllHesiderrirck complete investigation, or pending
reports, lightcr reports, ,lift;reports .and' co mparable.dboeument&, litigation. will not-be destroyed prior

to;settlement.of. the claim or comple­
tion of the investigation or litigation. 

1204-21 Ocean maniffstV file's. Documents reflecting detailed, listings,, by, Office! responsible, for ocean shipping:
type, of"entiie cargo loaded into vessels a nd' data necessary, t•, Destroy.-after. 3years.
idWntify such cargo. Offices engagpd, inm advance planning,

diversion, or control of shipments: De­
stroy<after-l'year oron discontihuance, 
whichever is§fifst: 

1204-22 Foreign aid program reporting files..W-eekly reports submitted by,, Offices preparing,reports: Destroy after 
Army terminals reflectihg materiel on han d, en route to ports, 6,months.. 
and shipped from ports under foreign aid programs. Offices receiving report: Summary on 

consolidated4 reports: Destroy- after 
5. years. Feeder- reports: Destroy
after, 11 year- orr on discontinuance, 
whichever'isfii,st, 

1204-23- Shippers? export declaration- files., Shippers&export. declaratibnsg; Destroy; after 1-year-or on discontinu­
which,are requiredfon Mutial:Assistance Piogram cargo shipped.' ance; whichever i- first. 
by, the Department of the Army on comm ercial vessels, letters 
of advance notification to the local collector of cargo bookings,
and correspondence'pertaining to such mat ters. 

1204-24 Vessel record files.DA Forms 55-series:asi may be:necessaryto-: Destroy 2. years- after final disposition
furnish a-. complete: description, of, ax boat-( self-propelled vessels of thlie vessel. If the vessel is trans­
under1 p000.grosstons, andall non-self-prop elled:vessel)';.photb4 ferred, the fil6s will be transferred 
graphs of harbor boats, US Coast Guard cer tificates,,correspond- with the vessel. 
ence, and other dbcuments-of an histbrical nature whichli miglit'
be of valhe- to the- command'to whidlih a essePl i, f,v assigned'f6r 

operation:


1204-25 Ship blueprint anditracing files. Blueprints and tracings-of repaiis- DUestroyf 6: years,rafter last entry in the
and alterations to vessels and their equipm ent. book. If. the.vesseLis transferred,,the 

fil6s will' be transferred" with the 
1204-206 VWssel` logbook- filMs: Deck and engine- lbgbo 

vessel. 
oks of' liarbor craft- Destroy after, 6-years.

conthiniiigaccounts of actitfities aboard'the vessel: 
1204-27 Engine logbook files. Rescinded, 

MO-441A 
J 

"-< • - • - ,1. -"z/: 

• ,...,....--...,.-.'-=.-•. 

' "." ." "- -: - " :' : 
" " . .. " :'. " . :.'. "."."::.''. ". :-Y•. . . . ,• 

•'• 
• 

,'-'"-
:' 

, 

.. 

• 

"' 
•.•= : 

,,, 

-"° '/": 
. . m --- . ... -;.. .. : - -

-/,,... 

=-::-.-. . . ....... ,, . ... • ..... 
:" ' 

" .' '. •.":;/ 

14 

http:to;settlement.of


30 September 1974 

Fae No. Decription 

1204-28 Ship care and preservation files. Documents relating to 
the state of preservation of vessels in storage, in­
cluding information such as evidence of corrosion 
and other deterioration; condensation within equip­
rient; defective painted surfaces; adequacy of pro­
tective films, wrappings, drying agents and dehumidi­
fication; precautions to be observed before placing 
vessel into service, and similar information. 

1204-29 Vessel survey files. Certificates from the American 
Bureau of Shipping declaring vessel seaworthy. 

1204-30 Vessel clearance files. Letters clearing vessels to enter 
foreign countries, 

1204-31 Sailing order files. Orders directing a vessel's mission, 
time of departure, destination, and other instructions 
related to the operation of the vessel. 

/


C 5, AR 340-18-12 

Dispositiem 

Destroy on final disposition of vessel. 

Destroy 5 years after issuance of new certificate. 

Destroy after 1 year or on discontinuance, which- Aever is first. 

Destroy after 2 years. 
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FaceNo. 

1205-01 

1205-02 

1205-03 

1205-04 

1205-05 

1205-06 

1205-07 

1205-08 

1205-09 

1205-10 

1205-11 

1205-12 

1205-13 

1.6 

~1 ~* 10 lfl Ii 
) 

aqu-1-IL-' 30 September 1974 

1205 PERSONNEL MOVEMENT AND TRAVEL FILES 

These files relate to the control, administration, and operations involved INin the movement of military, civilian, and dependent personnel. t 

Passenger agreement files. Agreements negotiated
between the Department of Defense and commercial 
air, bus, and rail carriers. Included are copies of the, 
agreements and related documents. 

Personnel movement data files. Documents reflecting 
overall policies and procedures relating to the general 
control and administration of personnel transporta­
tion by the Army, but exclusive of specific files 
described herein. 

Personnel transportation plan files. Documents relating 
to class A and V transportation plans prepared by 
installation and activity commanders. Included are 
plans, requests for approval, investigations, findings, 
approvals, disapprovals, and related documents. 

Troop mov eni files. Documents relating to group 
moveme-nitbf personnel and/or impedimenta.by rail, 
bus, and air common carriers. Included are docu­
ments pertaining to routing, departure and arrival 
times, organizations involved, equipment require­
ments-, vehicle--numrbers, and similar or related 
documents. 

Uniit -movementdata files. Received reports reflecting 
units alerted for oversea movement, listing shipment 
number and unit designation, strength, home station, 
port assigned, estimated time of departure, destina­
tion, and estimated time of arrival. 

Passenger recapitulation and statistical files. Recapitu­
lations on passengers to oversea destinations and 
passengers arriving in the US; and statistical data 
concerning space requirements and costs of transpor­
tation of personnel moving overseas. 

Passenger recapitulation files. Rescinded. 

Loading manifest files. Loading manifests of personnel 
involved in parachute jumps or glider flights and 
related documents. 

Passenger manifest files. Documents listing passengers 
(including remains of deceased personnel) and their 
destinations. 

Patient evacuation manifest files. Rescinded. 

Deceased personnel passenger list files. Rescinded. 

Crew list files. Listings prepared at Army terminals 
which identify the individuals who comprise the crew 
of a vessel. 

Passenger account files. Documents relating to ac­
countU-of carriers pertaining to claims, adjustments, 
and other matters which accumulate in the handling, 
adjusting, and settling of passenger bills; carriers' 
claims; and carriers' accounts. 

/De,Me4v" 0 1wo cvkn 

*Headquarters MTMG: Por".pnt Cutoff on 
-cancellation oir oupekoDaion. 

Other offices: Destroy 1 year after cancellation or "Aiter-5 
supersession. I 

cOffices performing Army-wide staff responsibility: 
Permanent. 

![
J 

Disapproved plans and related documents: Destroy

2 years after disapproval.


Approved plans and related documents: Destroy

1 year after supersession or discontinuance of

the plan, or on discontinuance, whichever is first.


Destroy after 10 years, except that documents

relating to an unsettled claim will be retained

until settlement of claim.


Office performing Army-wide staff responsibility:

Destroy after 3 years. ­


Destroy after 2 years. 

Use file number 1205-06. 

Destroy after 2 years or on discontinuance, which­

ever is first.


Destroy after 1 year or on discontinu ance, which­

ever is first.


Use file number 1205-09. 

Use file number 1205-09. 

Destroy 1 year after reassignment or final disposi­

tion of the vessel, whichever is first.


Destroy after 3 years. 
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22 September 1976 C 7, AR 340-18-12 
File No. 

1205-14 
Description 

Travel request files. Documents pertaining to requests for orders 
placing military and civilian personnel on temporary duty, 
notices of arrival and departure, approval of issuance of tempo­
rary duty orders, placement of personnel on temporary duty, 
and similar snmatters. 

1205-15 Conference travel files. Documents maintained for the purpose of 
planning, reviewing, and furnishing information in connection 
with travel of authorized personnel to attend meetings of tech­
nical, scientific, professional, and similar organizations. 

1205-16 Passport files. Documents relating to passports and visas for 
military and civilian personnel, including dependents of military 
and civilian personnel. Included are requests for passports, trans­
mittal letters, receipts for passports, control cards, and related 
documents. 

1205-17 Passenger warrant files. Copies of used and canceled passenger 
warrants, transpc.rtation certificates, travel orders, similar docu­
ments serving the same purposes issued for travel of personnel in 
oversea areas, registers, and related etorrespondence. 

1205-18 Customs declaration files. Copies of certificates or other forms 
prepared for the purpose of enabling military personnel or Army 
civilian personnel to pass customs inspections and to prevent 
import into the United States cf unauthorized items. 

1205-19 Baggage inspection and clearance files. Documents relating to 
inspection, processing, and customs clearance of baggage (accom­
panied and unaccompanied) shipped by military personnel, 
merchant seamen, civilian dependents, and civilians who have 
served or are serving with the US Army. Included are certificates 
of retention for captured materiel trophies; certificates of owner­
ship or right to possess other items of materiel; certificates of re­
tention and customs declaration; receipts for articles withdrawn 
by inspection officer; certificates of inspection officer for accom­
panied baggage; certificates of inspecting officer for accompanied 
baggage from noncontiguous territories of the United States; 
blanket declarations and summary sheets prepared by transport 
commanders; statements of authority to retain captured materiel 
trophies; comparable forms; and related documents. 

1205-20 *Trophy confiscation files. Rescinded. 

1205-21 Transportation officer appointment files. Documents reflecting 
appointment of individuals to act as transportation officers, 
assistant transportation officers, or transportation agents. 

1205-22 Government transportation request files. Copies of issued and can­
celed transportation requests, transportation, certificates, MAC 
transportation authorizations, travel orders, and other pertinent 
correspondence and related documents. 

1205-23 Transportation request register files. Registers containing data on 
each transportation request issued, such as number, date of 
issue, name of carrier, points between which transportation was 
made, appropriation, name of traveler, cost to Government, ac­
commodations furnished, and similar information. 

1205-24 Transportation request reporting files. Reports made to higher 
headquarters and related documents which reflect transportation 
requests issued. 

1205-25 Meal ticket files. Copies of used and canceled meal tickets with 
documents relating to the issue thereof. 

TAGO 445A 

Disposition 
Destroy after 2 years or on discontinu­

ance, whichever is first. 

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

US Army Service Center for the Armed 
Forces: Destroy after 3 months, 
except that DD Forms 1056 will be 
destroyed after 1 year. 

Other offices: Destroy after 3 months. 

Destroy after 3 years, except that files 
involved in an incomplete investi­
gation will be retained until comple­
tion of the investigatic.n. 

Destroy after 6 minths. 

Destroy after 2 years or on discontinu­
ance, whichever is first, except that 
prior to destruction all documents 
that relate to the confiscation and 
disposal of war trophies by the US 
Bureau of Customs or military au­
thorities will be withdrawn and 
disposed of in accordance with in­
structions contained in file number 
1205-20. 

Destroy 2 years after termination of 
appointment or on discontinuance, 
whichever is first. 

Destroy after 3 years. 

Destroy after 3 years. 

Destroy after 2 years or on discontinu­
ance whichever occurs first. 

Destroy after 5 years. 

17 
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File No. 
1205-26 

Description 
Local transportation authorization files. Documents pertaining to 

the issuance of local ferry tickets, commercial bus tokens, and toll 
bridge tickets for official travel of Governmnent personnel. 

1205-27 Bus pass files. Documents relating to the issuance of permanent 
and temporary passes to individuals for use of military and com­
mercial contract bus. 

1205-28 Bus trip reporting files. Reports made by bus drivers of the number 
of bus tickets collected, amount of cash fares, and number of 
passengers. 

1205-29 Theater priority list files. Documents relating to the scheduling of 
dependents for movement to and from an oversea command. In­
cluded are theater priority lists and changes thereto. 

1205-30 Individual travel files. Documents pertaining to the processing of 
individual dependents prior to move-

22 September 1976 

.Disposition 
Destroy after 3 years. 

Destroy. on turn-in or replacement of 
pass. 

Destroy after 6 months. 

Destroy on completion of processing of 
all dependents included on the prior­
ity lists. 

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

TAGO 445A 18 



14 August 1969 AR 340-18-12 

File No. Deecription Dispoaition 

ment to and from authorized destinations. In­
cluded are requests for movement of dependents; 
letters notifying dependents of eligibility to travel 
to authorized destination and authorization to ob­
tain passports; questionnaires and information 
sheets used for issuance of travel authorizations; 
port calls; travel authorizations: related corre­
spondence; and indexes. 

1205-31 Alien dependent travel files. Documents relating Destroy after 5 years. 
to the travel of authorized alien dependents from 
oversea areas to the United States. Included are 
applications for transportation of dependents, no­
tification of dependents that application for trans­
portation was approved, dependents' travel orders, 
questionnaires, related correspondence, and in­
dexes. 

AGO 5543A 19 
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1206 HIGHWAY SYSTEMS FILES 

These files relate to the control, administration, and operations in­
volved in the transportability of materiel and the movement of personnel 
over public highways and the development 
systems for use in national defense. 

File No. Description 

1206-01 Movement problem files. Correspondence regarding 
specific problem areas as it pertains to movement 
of oversize, overweight, or other special military 
movements over public highways. 

1206-02 Highway defense utilization files. Documents re­
lating to special military movements over public 
highways, such as oversize or overweight ship­
ments. 

1206-03 Authorized representative designation files. Cor­
respondence regarding designation of individuals 
authorized to request and issue permits for move­
ment of oversize, overweight, or other specialized 
shipments over public highways. 

1206-04 Highway movement permit files. Documents re­
lating to permits obtained from pertinent State 
and local authorities for vehicular movements ex­
ceeding legal weight or dimension limitations, or 
for other special military movements. Included are 
permits; documents reflecting such data as type of 
equipment, gross weight, axle or track loads, 
height, width, and length; origin and destination 
of movement; proposed date and time of move­
ment; nature of cargo; similar documents; and 
related correspondence. 

1206-05 Highway legislation files. Copies of Congressional 
bills relating to highway matters on which the De­
partment of the Army has presented testimony or 
expressed views, with related correspondence. 

1206-06 Interstate highway system files. Correspondence, 
reports, and other papers relating to the selection 
and designation of routes of the national system 
of interstate highways. 

1206-07 Road test research files. Files relating to highway 
studies and tests accumulated as a result of Army 
participation in the American Association of State 
Highway Officials Road Test Research Project. 

1206-08 Access road ot 
access roacoTo 

files. Documents pertaining to 
installations and maneuver area 

roads important to National defense. 

and improvement of highway 

Disposition 

Destroy after 10 years. 

Destroy after 10 years. 

Office performing Army-wide staff responsibil­
ity: Destroy 2 years after publication of indi­
vidual's name in directory. 

Office of authorized representative: Destroy on 
revocation or supersession of designation. 

Destroy 3 years after completion of move or on 
discontinuance, whichever is first. 

Office performing Army-wide staff responsibil­
ity: Permanent. Cut off on final Congres­
sional action on related bill. 

Office performing Army-wide staff responsibil­
ity: Permanent. 

Other offices: Destroy after 3 years. 

Office performing Army-wide staff responsibil­
ity: Permanent. 

Office performing Army-wide staff responsibil­
ity: Permanent. Cut off on completion or final 
disapproval of the project. 

Other offices: Destroy 3 years after completion 
or disapproval of the project. 

20 AGO 5543A 



26 July 1973 C 4, AR 340-18-12 

1207 ADMINISTRATIVE MOTOR VEHICLE MANAGEMENT FILES


These files relate to the control and management of administrative vehicles 
and motor pools operated for such vehicles. 

Fpae No. Deicription 

1207-01 Administrative motor vehicle authorization files. Requests 
for allowances of vehicles indicating requirements, 
justifications, and approvals or disapprovals thereof. 

1207-02 Administrative motor vehicle requisition files. Requisi­
tions for vehicles and related papers created in the 
supply and redistribution of vehicles. 

1207-03 Administrative transport management survey and inspec­
tion files. Documents reflecting results of management 
surveys and inspections of administrative vehicle 
operations. Included are survey reports, inspection 
reports, and related documents. 

1207-04 Administrative motor vehicle subordinate control files. 
Cards, charts, graphs, and comparable papers utilized 
to control location and other data relative to admin­
istrative vehicles. 

1207-05 Vehicle identification plate files. Documents accumulated 
in connection with requesting, transferring, issuing, and 
disposing of United States or local identification plates 
or license plates. 

1207-06 Administrative motor service cost and performance 
reporting files. Reports reflecting cost and performance 
data relative to the operation of administrative vehicles. 

1207-07 Transportation services authorization files. Documents 
relating to the justification, authorization, cancella­
tion, and review of the establishment of transportation 
services such as domicile-to-duty, group transporta­
tion, transportation of dependent school children; and 
the daily recurring dispatch of administrative vehicles. 
Included are requests, approvals, cancellations, reviews, 
and related documents. 

1207-08 Operator's examination and qualification record files. 
Equipment operator qualification record, DA Form 
348, and driver tests and examinations. 

Disposition 

Destroy after 2 years or on discontinuance, which­
ever is first. 

Destroy after 2 years or on discontinuance, which­
ever is first. 

Major commands: Destroy after 5 years. 
Other offices: Destroy 1 year after next com­

parable survey or inspection, or on discon­
tinuance, whichever is first. 

Destroy when superseded or obsolete. 

Offices responsible for issuing plates: Destroy 5 
years after disposal of plates. 

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

HQDA and preparing agencies: Destroy after 5 
years. 

Other offices: Destroy 1 year after preparation of 
next report. 

Office performing DA staff responsibility: Destroy 
5 years after cancellation or supersession. 

Other offices: Destroy 1 year after cancellation of 
service, or when superseded by a new authori­
zation; except routine requests will be destroyed 
after 1 month. 

Operator qualification record: Permanent. Trans­
fer with MPRJ or Civilian Personnel Folder, 
as applicable. 

Tests and examinations: Destroy after recording 
on applicable qualification record. 

TAGO 24A 21 
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Lx1208 AIR TRANSPORTATION FILES Ki)

These files accumulate from the control and administration of the Air Trans­
portation Program. They relate to air freight 
utilization, and comparable matters. 

FiaeNo. 

*1208-01 

Dwcription 

Airlift clearance files. Documents relating to the 
ance of air shipments into the Military Airlift 
mand system. Included are clearance requests, 
lenge actions and related documents. 

clear-
Com­
chal­

*1208-02 Airlift requirements and utilization reporting files. Re­
ports reflecting monthly, special, and annual airlift 
requirements; and airlift space assignment and utiliza­
tion. Included are airlift requirement reports, air space 
assignments, MAC traffic movement reports, and 
related documents. 

*1208-03 Airlift utilization reporting 
number 1208-02. 

files. Rescinded. Use file 

*1208-04 Air transportation 
numbers 1208-05 

priority files. 
and 1208-06. 

Rescinded. Use file 

*1208-05 Commercial air shipment files. Documents relating to the 
authorization and arrangement for commercial air ship­
ments. Included are correspondence, reports, and 
related documents. 

*1208-06 Military Airlift Command coordination files. Documents 
relating to channel sequence listings, proposed Aerial 
Port of Embarkation (APOE) and channel changes, 
APOE management levels, embargoes, APOE storage 
capabilities, special handling and restricted movements, 
fleet developments and MAC user conferences. Included 
are minutes of conference meetings, memoranda and 
related documents. 

*1208-07 Transportation control movement document (TCMD) 
files. Documents used to control movement, terminal 
handling, and tracing of air cargo shipments. 

*1208-08 Shipment control processing files. Documents used in the 
processing and expediting of air shipments. Included are 
shipment validations, reports of shipments, bills of 
lading, and tracer requests and responses. 

*1208-09 Air cargo-mail status reporting files. Reports reflecting 
the status of air cargo-mail at aerial ports of embarka­
tion. Included are air cargo-mail status reports and re­
lated documents. 

*1208-10 Port level files. Correspondence and related documents 
generated as a result of anaylses or inquiries stemming 
from MAC's airlift activity at given port or ports. 

*1208-11 Discrepancy reporting files. Documents used to report dis­
crepancies in shipments such as improper marking, 
packing, preservation, stowage, handling, misdirected 
shipments; documentation errors; nonobservance of 
military regulations; and other discrepancy in shipment 
reports and related papers. 

movement, airlift control and 

Dtpofition 
Destroy after 1 year. 

Office performing Army wide staff responsibility: 
Consolidated or summary reports: Destroy 
after 6 years. Feeder reports: Destroy after 1 
year. 

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

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

Destroy after 3 years. 

Office performing Army wide staff responsibility: 
Consolidated TCMD listings: Destroy after 10 
years except that input documents may be 
destroyed when verified on listing. 

)ther offices: Destroy after 1 year. Earlier 
disposal is authorized. 

Destroy after 1 year. Earlier disposal is authorized. 

Destroy after 1 year. 

Office performing Army wide staff responsibility: 
Destroy after 3 years. 

Other offices: Destroy after 1 year. 

Destroy after 2 years except documents relating 
to unsettled claims or investigations will not 
be destroyed until settlement. 

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

By Order of the Secretary of the Army: 

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

Official: 	 Chief of Staff. 
KENNETH G. WICKHAM,, 
Major General, United States Army,

The Adjutant General.


*DISTRIBUTION: 
Active Army, ARNG, USAR: To be distributed in accordance with DA Form 12-9A require­

ments for A-R, Maintenance and Disposition of Transportation Functional Files-C (Qty Rqr Block 
No. 283). 
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