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I hereby ce uty tnat I am 3'Jt~oflled to act for, this agency in matters pertailling to the disposal of the agencys recorcs: 
that the records pruposed fer dlsp:)sai In tnrs Request of :5 ,... pilg2(S) are not now needed for the business of 
this ag~nc-y err will not be needed after the retention penods specified, 
o A Request for immediate disposal. 

S	 Request for disposal after a specified period of time or request for permar cnt 
retention. 

C. DATE --rc: Slm'IATUR E. TITLE
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2s£Jl I	 Records Administrator 

9.1.	 10.Sa.MPLE OR!TEM NO AC TiC~J TAKENJOB NO 

1104 AUDIO-VISUAL SERVICES FILES. These files relate to the 
(1107)	 operation and administration of audio-visual activities 

and the furnishing of pictorial and audi-visual support.
Audio-visual services include the prod~ction, procurement, 
storage, and issue or loan of still pictures, color trans-

and sound recordings. These files accumUlate mainly in 
the HQ DNA Visual Information Division;and the appropriate 
offices in FCDNA and AFRRI. 

1104.01 AUDIO-VISUAL FACILITY ESTABLISHMENT FILES. Documents 
(1107-01)	 relating to the approval or disapproval of the establish-

ment, reclassification, or discontinuance of still picture 
motion picture, and television facilities and audio-visual 
support centers. Included are requests for establishment, 
reclassification, or discontinuance; justification data; 
papers reflecting authorization or disapproval~ and docu-
ments approving additional photographic equipment. 

, I Office respOnsible for Destroy 2 years af~er discontini 
approval ana-office-s" uanca ·of the:'facility or "disap-
of HQs of_separate - proval of establishment. ,"

I elements: I 
.j

j
1

I	 J I,1 Other reviewing and QestroY,when 2 years. old.
 
" ..1 commenting offices: " . i
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7. 
ITEM NO 

1104.02 
(1107-02) 

1104.03 
(1107-04) 

1104.04 
(1107-09) 

1104.05 
(1107-13) 

9. 10 . .II. OESCRIPTIO"l OF ITEM SAMPLE OR 
(WIth rncrcs.ve Dates or RetentIon Periods) ros NO 

ACTION lA",~~ - / 

------------_.--_._-- ------_._----- .__ ._---- . -----------
AUDIO-VISUAL SERVICE TECHNICAL ASSISTANCE FILES. Docu-
;;nts·reflecting technical advice and assistance provided
on existing or proposed audio-visual services, systems, 
facilities, equipment, operations, and techniques, but 'not 
papers of a directive or regulatory nature. Included are 
comments or recomnendations concerning audio~ual R&D-pro
jects and proposals, advice on-theapplication of audio- I 
visual systems for training or other purposes, reports of 
technical visits and 1nspections, and related papers. 

Office performing DNA Destroy when 6 years old. 
wide technical 
responsibility: 

FIL.~,PROJECT CASE FILES. Documents relating to motion 
picture/TV productions authorized under DOD instructions. 
Included are the spec1fications with film requirements,
picture plans, scripts, invasions of privacy, copyrights, 
other required clearances or releases, and all other paper
related to the pro~uctions. 

PERMANENT. On completion of pro 
ject, retire case documents with 
pertinent related film footage
and preprinted materials to the 
WNRC for 20 years before 
offering to the National Archive • 

FIU1 NEWSLETTER FILES. Documents providing infonnation on 
new films, filmstrips, and transparencies available; new 
developments in audio-visual techniques and equipment; and 
related matters. Included are film newsletters and relate 
papers. 

Destroy on supersession or 
obsolescence. 

REQUISITION AND STATISTICAL FILES. Documents relating to 
the request, issue, and turn-in of film, filmstrips and 
recordings, from lyhich statistical data on film utilizatio 
is extracted. 

Destroy after turnin of film and 
extraction of statistical data. 
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1104.06 i BOOKING CARD FILES. Cards used to record booking coJIUnit-
(1107-15)	 ments for requested film print or other audio-visual mate-

rial and to determine the availability of the requested 
film print. Included are film booking cards and comparabl
forms used for tilispurpose. 

Destroy when card is filled or on 
disposition of the related film I 
print or other audio-visual I 

1104.07 PHOTOGRAPHIC WORK ORDER FI:::~~uments used to request i,1 

(1107-18)	 photographic work and record work performed. Included are 
laboratory and photographic work orders. I 

Destroy when 1 year old. 

1104.08 STILL PICTURE FILES. Original and duplicate negatives and 
(1107-21) prints of still photographs produced and maintained by

photographic facilities: 

a. Original negatives PERMANENT. Records will not be
 
maintained by Visual retired unless agency is discon-

Information Division, tinued at which time they will be
 
HQ DNA, and similar offered to the National Archives.
 
units in subordinate
 
elements:
 

b. Other negatives Destroy in CFA when 2 years old.
 
and prints:. Earlier disposal is authorized.
 

1104.09 MOTION PICTURE FILM FILES. These files consist of 
(1107-22) motion picture film exposed by photographic facilities, the 

official DNA motion picture films, filmstrips,and graphic 
films. They also consist of kinescope, kinephoto, video, 
or other television recordings whicq were. produced as offi-
cial DNA filma or authorized wider distribution than those 
roduced for local use. 

Original Dispose of in accordance with DNA 
egatives: Instruction 

Official DNA film, Dispose of in accordance with DNA 
filmstrips, and Instruction 

aphic film: 

Television tape Destroy or erase when no longer

ecordings: needed.
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