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WITHDRAWN l#/g /o 2

AR 710-1--CentXalized Inventory Management of the Army Supply System

Prescribing Rirectives

AR 710-2--Supply \Policy Below the Wholesale Level
DA Pam 710-2-series\-Using Unit Supply System

Description: These rgcords concern control of items of supply within the
supply system, includilg procedures for establishing and maintaining
requisitioning objectivis and for maintaining inventory data on the
quantity, location, and &ondition of supplies and equipment due-in,
on-hand, and due-out. TheX make it possible to determine gquantities of
materiel available or requidred for issue and to facilitate distribution and
management of materiel.

FN: 710
Title: General inventory management correspondence files
Authority. NN-167-31 and NN-165-192
L] &o
Privacy Act: Not applicable ‘P%

Description: ACTION: Routine comments on\regulations, directives, or other
publications prepared by another office wilh chief responsibility; program
and budget documents, management improvemen®, reports, cost reduction
reports, and comparable information submitted\ to offices in charge of these
functions; routine or general requests for inf9ormation and replies,
informal reports with related papers, general commendations and
suggestions with all types of transmittals; and Rther transactions of a
general, routine, and administrative nature, and &ther information relating
to inventory management which cannot logically be Kiled with the detailed
record series listed below. {(This does not include MNastruction files. See
file no 25-30q)

Current Hard Copy Disposition- Destroy after 2 years.

Electronic systems that replace temporary hard copy records Destroy on expiration oKthe retention period previously
approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements Destroy when the agency determunes that the electronic records'gre superseded, obsolete,
or no longer needed for admunistrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing Destroy after recordkeeping dppy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s later



Description: NONACTION: Matters relating to inventory management that are
receiv for information only, on which no action is required. These

ards, listings, indexes or other items which are created solely to
or control work, extra copies of actions maintained by action
uplicate copies of actions accumulated by supervisory offices

d keep only when necessary); and notes, drafts, feeder

imilar working papers gathered for preparation of an action.

officers,
{(establish
reports, and

Current Hard Co
business

Disposition: Destroy when no longer needed for conducting

Electronic systems that replage temporary hard copy records Destroy on expiration of the retention penod previously
approved for the corresponding hard copy records

Electronic systems that supplemeny temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements Destroy when the agency determunes that the electronic records are superseded, obsolete,
or no longer needed for admunistrativ, legal, audit, or other operational purposes

Electronic copies created using electroni
created and filed or when no longer neede

a1l and word processing Destroy after recordkeeping copy has been
or revision, dissemunation, or reference, whichever 1s later

FN: 710-1la
Title: Major item forecasting files
Authority: II-NN-3347

Privacy Act: Not applicable

Description: Documents created in forecastl\g and computing the gross
quantitative requirements for individual maj and selected items of
materiel. Included are materiel planning studiks, distribution planning
studies, and other studies on the item; analyseX of replacement and
consumption rates, readiness status, asset, data)\ and comparable
information on the item; rebuild and overhaul schedules, analyses of DA
planning documents which provide guidance in comput¥ng the requirements for
the item; and similar information.

Current Hard Copy Disposition: Destroy 3 years after
documents, or

2 years after obsolescence, discontinuance, or removal o
whichever is first.

persession of specific
the item,

Electronic systems that replace temporary hard copy records Destroy on expiration of the ¥¢tention period previously
approved for the corresponding hard copy records
Electronic systems that supplement temporary hard copy records where the hard copy records ard\retained to meet
recordkeeping requirements Destroy when the agency determines that the electronic records are syperseded, obsolete,

or no longer needed for administrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing Destroy after recordkeeping copy Ras been
created and filed or when no longer needed for revision, dissemunation, or reference, whichever is later



FN: 710-1b

Title. Equipme management surveys

Authority: NC1-AUN77-63
Privacy Act: Not applicable

Description: Documents\accumulating because conducting on-site review of
equipment use and need £ reconciling property accountability records and
authorization documents. cluded are copies of survey reports, letters of
authorization for turn-in ayd requisitioning of equipment, computer
printouts of adjustments and\excesses, key punch worksheets, and similar
information.
Current Hard Copy Disposition: estroy on completion of next survey.

Electronic systems that replace temporary hard cop\records Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy ¢cords where the hard copy records are retained to meet
recordkecping requirements. Destroy when the agency detégmines that the electronic records are superseded, obsolete,
or no longer needed for adminustrative, legal, audit, or other ogerational purposes

Electronic copies created using electronic mail and word processi
created and filed or when no longer needed for revision, dissemina

. Destroy after recordkeeping copy has been
n, or reference, whichever 1s later

FN: 710-1c
Title: Administrative and management financial inventQry accounts
Authority: NN-166-204

Privacy Act: Not applicable
Description Information relating to the administration and nagement of
financial inventory accounting systems at elements in a comman Included
are consolidated reports, supply management reports, source matekxial,
posting media, and related information.

Current Hard Copy Disposition

a. Offices of the Army Staff and major command headquarters: Destroy a
3 years.

b oOther offices Destroy after 2 years.

Electronic systems that replace temporary hard copy records Destroy on expiration of the retention period previou
approved for the corresponding hard copy records



Electronic systems that 51>1 ment temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements Restroy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for admimstrative, legal, audtt, or other operational purposes

Electronic copies created using eled¢ronic mail and word processing Destroy after recordkeeping copy has been
created and filed or when no longer hgeded for revision, dissermnation, or reference, whichever 1s later

FN. 710-1d
Title: 'B§si;\item files
Authority- -AU-00-14

Privacy Act: Not\applicable

Description: Documentsg which possess cijntinuing value so long as the item
remains in the supply s?BQem. Included ake activity journal sheets,
identification cards, nomenclature descriftions, stock numbering actions,
limited selection family acfiqgs, catalog and supply data, specifications
data, statements of agreement, excess declakation notices, documents
providing similar data, and relaehq\Papers.

Current Hard Copy Disposition: Dest;bx\when n

business after
obsolescence, discontinuance, or removal the

longer needed for conducting

FN: 710-1le

Title: Quantitative\material requirement summaries
Authority: N1-AU-00-14
Privacy Act: Not applicable
Description: Documents relating to, the preparation of summarles which

reflect, in consolidated form, the lewel of procurement, produ&tion, and
rebuilding of material items necessary to satisfy quantitative material

requirements Included are copies of the pqplished summaries,

communications relating to them, and related\gfpers.

Current Hard Copy Disposition: Destroy when noMonger needed for ¢
business.

FN 710-1f
Title. Secondary item and repair part forecasting

Authority: II-NN-3347



Privagy Act: Not applicable

Descript¥fon: Documents created in forecasting the quantity of an
individual secondary item or repair part required to meet anticipated
demands on Yhe supply system and in determining the most economical and
effective ti for the procurement. Included are supply control study
forms, procurewent directive data, requisitions, supply control analyses,
consolidated rejuirement sheets, procurement documents, stock level change
sheets, data on 8eliveries against contracts, status reports and
availability reporXs; repair, fabrication, and set assembly data, shipping
instructions, overhkul directives, cancellation notices, demands and
issues; worksheets, documents providing similar data, and related papers.

Current Hard Copy Dispdgition: Withdraw and destroy during the next review
after the
documents have been retaifed for a period of 3 years, or 1 year after

obsolescence, discontinuanke, or removal of the supply item, whichever is
first.

Electronic systems that replace temporary haxd copy records Destroy on expiration of the retention pertod previously
approved for the corresponding hard copy recosds

Electronic systems that supplement temporary hard\copy records where the hard copy records are retained to meet
recordkeeping requirements. Destroy when the agengy determines that the electronic records are superseded, obsolete,
or no longer needed for admunistrative, legal, audit, or'Qther operational purposes

Electronic copies created using electronic mail and word processing  Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissgmination, or reference, whichever s later

FN: 710-1g
Title: Supply control study folders
Authority: NN-166-204

Privacy Act: Not applicable

Description: This file number will be used when all docyments described
under FN 710-1la through FN 710-1f are maintained in a single folder.

Current Hard Copy Disposition: Dispose of as indicated for ®bove file numbers

Electromic systems that replace temporary hard copy records Destroy on exptration of the retintion pertod previously
approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records where the hard copy records are rétained to meet
recordkeeping requirements Destroy when the agency determunes that the electronic records are supdgseded, obsolete,
or no longer needed for admunistrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing Destroy after recordkeeping copy has\been
created and filed or when no longer needed for revision, dissemnation, or reference, whichever 1s later



FN: 710-1h

Title. ADP supp control historical studies

Authority: TII-NN-3%47

Privacy Act: Not applicable

Description: Punched cayds and tabulations created in computing
quantitative requirements\ and processing related supply management data
with automatic data procesging equipment. These files contain data
comparable to that describeW under FN 710-1a through FN 710-1f. Standard
cutoff procedures will be apRlied in effecting disposition of these files
whenever possible.

Current Hard Copy Disposition- \Dispose of in accordance with standards for file

numbers
710-1d through 710-1f for files coptaining like data.

Electronic systems that replace temporary hard copy 1¢cords Destroy on expiration of the retention pertod previously
approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy rdgords where the hard copy records are retained to meet
recordkeeping requirenients  Destroy when the agency detetynines that the electronic records are superseded, obsolete,
or no longer needed for admimistrative, legal, audtt, or other opgrational purposes

Electronic copies created using electronic mail and word processiyg Destroy after recordkeeping copy has been
created and filed or when no longer necded for revision, disseminabion, or reference, whichever is later

FN: 710-2a
Title: Property book and supporting documents
Authority+- II-NN-1002

Privacy Act: Not applicable

Description. Documents reflecting description, receipt, and\turn-in of
property for which the property book officer (PBO) is accountable. Included
are property books, receipts, turn-in slips, reports of survey\ inventory
adjustment reports, and other documents supporting entries to t property
book.

Current Hard Copy Disposition:
a Destroy after 2 years, except that:

(1) Open document numbers in the supporting document file will be
transferred to the current fiscal or calendar year document file.


http:supportl.ng
http:Descriptl.on

(2) DA Fo 3643 (Daily Issues of Petroleum Products) will be destroyed
after 1 yean (however, the monthly abstract, contained on DA Form 3644, is
retained for years.)

b. Upon receipt\of notice that an organization or unit is to be
discontinued, thk installation commander will have the pertinent property
books examined by\a qualified representative to determine that the property
books have been reduced to a zero balance and to verify that all property
has been turned in the appropriate supply officer or otherwise
satisfactorily accounted for in accordance with applicable instructions
Destroy 2 years after Rroperty has been accounted for.

Electronic systems that replace tempgrary hard copy records Destroy on expiration of the retention period previously
approved for the corresponding hard cgpy records

Electronic systems that supplement tempogary hard copy records where the hard copy records are retained to meet
recordkeeping requirements Destroy whem\the agency determines that the electronic records are superseded, obsolete,
or no longer needed for admunistrative, legal,\audut, or other operational purposes

Electronic copies created using electronic mail akd word processing Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s later

FN: 710-2b
Title- Document registers
Authority: NN-166-204

Privacy Act: Not applicable

Description: Registers listing the document nu r and type of supply
action taken on documents that support entries to the property book.
Included are nonexpendable and expendable or durabl® registers for supply
actiong and similar information.

Current Hard Copy Disposition Destroy after 2 years, \except that open document
numbers will

be extracted into current fiscal or calendar year document register (first
entries of new register) in original document number sequexce.

Electronic systems that replace temporary hard copy records Destroy on expiration of the\etention period previously
approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records where the hard copy records ate retained to meet
recordkeeping requirements Destroy when the agency determunes that the electronic records are Superseded, obsolete,
or no longer needed for administrative, legal, audit, or other operational purposes

Electronic coptes created using electronic mail and word processing Destroy after recordkeeping copihas been
created and filed or when no longer needed for revision, dissermnation, or reference, whichever 1s later

Note At the end of the year (fiscal or calendar depending on how the



rted. The old register is held in the current files area for 1 year.
ng that year, any open transactions which are completed are closed out

FN:
Title:
Authority: NN-166- %

()
Privacy Act:

Description: Receipts rgflecting acceptance of responsibility for items of
property listed thereon. Xncluded are individual receipts and listings.
Does not include hand receipts signed by individual soldiers at the unit
supply level. File these under file no. 710-2g.

Current Hard Copy Disposition:
for the

property, or when superseded by a\new receipt or listing. Individuals may
request and receive the canceled hand receipt for their own retention. In
such case, the canceled hand receipt\ becomes the individual's personal
property and ceases to be an official\Army record.

Destroy on turn-in or other complete accounting

Electronic systems that replace temporary hard copy recor
approved for the corresponding hard copy records.

: Destroy on expiration of the retention period previously

Electronic systems that supplement temporary hard copy records
recordkeeping requirements: Destroy when the agency determines
or no longer needed for administrative, legal, audit, or other operatio

here the hard copy records are retained to meet
at the electronic records are superseded, obsolete,
| purposes

Electronic copies created using electronic mail and word processing: De
created and filed or when no longer needed for revision, dissemination, or

oy after recordkeeping copy has been
ference, whichever 1s later.

FN: 710-2d  \_

Title: Property record inspection and inventory reports

Authority: N1-AU-00-14
Privacy Act: Not applicable

change of PBO, cyclic) of propert nd property records. Included ar

Description: Information on inspections and inventories (including\annual,
reports, replies, and related information.

Current Hard Copy Disposition: Destroy ‘when no longer needed for conduc
business after



compledion of next comgifable inspection or inventory.

FN: 710-2e
Title:

Authority: 4

Privacy Act: A0710%2aDALO

Description: Documen refilecting designation of property officers.
Included are letters, disposytion forms, or other media reflecting
appointment and revocation.

Current Hard Copy DispositYon: estroy when no longer needed for conducting
business after \
termination of appointment. \\

FN: 710-2f

Y

Title: PersoﬁaL\S;operty accountin

Authority: N1-AU- Qiii

Privacy Act: Not appligable

files - Organizational property

Description: Documents reflecting items of\personal property of
individuals absent without leaye or absent sick in medical facilities.
Included are inventories of persgnal property\ related forms, and similar
information. NOTE: This file governs the organizational property of

soldiers (Army-owned and controlle Li\:s directed by AR 710-2. (OMA funds)

Current Hard Copy Disposition: Destro \when no lo
business. )

er needed for conducting

FN: 710-2g

Title: Soldier issue files
Authority: NC1-AU-81-68
Privacy Act: A0710-2dDALO

Description: Documents reflecting accountability for items issued
individual soldiers. Records are maintained at the unit level in sin
by-name folder for each member. Records are maintained at the central
facility in single, by-name folder for each member by designated unit.
Included are hand receipts for bedding, linen, footlockers, and similar
items issued by the unit supply room, records of personal clothing, such
DA Form 3078, and records of organizational clothing and equipment, such as



DA Form 3645.
Current Hard Qopy Disposition:

a. Hand receipts; Destroy upon return or other complete accounting for
items involved.

b. Personal clothin

(1) Installation othing Initial Issue Point: Destroy after 2 years.

(2) Unit: Active Arm¥: Destroy after 6 months provided inventory has
been made without discrepancy. Reserve Components: Destroy upon posting to
DA Form 4886 and subsequent\ Command Supply Discipline Program (CSDP)
inspection. Transfer DA Form\ 4886 with MPRJ on separation. Destroy DA Form
3078 and DA Form 2765-1 after\2 years (see file no. 710-2b)
c. Organizational clothing and dividual equipment (OCIE):

(1) Issue point: Send one copW\ to the custodian of the soldiers
personnel records and keep one copy\on file for 12 months after transfer of
soldier

(2) Unit: Send with soldier to iss point upon transfer or separation.

Electronic systems that replace temporary hard copy records: \Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines thyt the electronic records are superseded, obsolete,

FN: 710-2h

Title: Property loss, theft, and recovery reports
Authority: NN-166-204 and N1-AU-00-14
Privacy Act: Not applicable

Description: Weapons inventories and reports relating to the loss, bheft,
and recovery of firearms, ammunition, and related items.

Current Hard Copy Disposition:

a. Weapons inventories that do not reflect discrepancies: Destroy after 2
years.

b. Weapons inventories that reflect discrepancies: Destroy after 4 years. \



Electronic copigs created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed\or when no longer needed for revision, dissemunation, or reference, whichever is later.

c. Loss, theft,
conducting busingss,
whichever is firs

and recove reports: Destroy when no longer needed for
1 year after recovery of item or after 5 years,

FN: 710-2i

Title: Access controls \Rescinded; use FN 1v)

Title: Equipment management suXveys (Rescinded, use 710-1b)

FN: 710-2k

Title: Account authorizations
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents relating to establishment of monetary credit
authorizations for parent accounts and subaccoults drawing supplies from a
self-service supply center.
Current Hard Copy Disposition: Destroy 1 year aftey posting authorization to
customer's

ledger and customer's ledger card.

Electronic systems that replace temporary hard copy records. Destroy on expiratiom\of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy recqrds are retained to meet
recordkeeping requirements: Destroy when the agency determuines that the electronic recorys are superseded, obsolete,
or no longer needed for administrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s\Vater.



FN: 710y2m

Title: Redeipting authorities

Authority: 1-AU-84-28

Privacy Act: NoJt applicable

Description: DA FOyms 1687 (Notice of Delegation of Authority-Receipt for
Supplies) or comparafle forms or documents identifying individuals
authorized to draw or\sign for supplies from a Supply Support Activity
(ssA) or Self-Service pply Center (SSSC).

Current Hard Copy Disposikion: Destroy on preparation of new authorization.

Electronic systems that replace temporary\aard copy records: Destroy on expiration of the retention pertod previously
approved for the corresponding hard copy ragords.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements; Destroy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for administrative, legal, audit,\qr other operational purposes.

Electronic copies created using electronic mail and wordprocessing® Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dygsemination, or reference, whichever is later,

FN: 710-2n (Not used)
FN: 710-2p

Title: Principal accounts
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents constituting principal accounting data \for
self-service supply centers. Included are inventory receipts jouxnal, sales
and sales return journal, inventory adjustments journal, returns journal,
general journal, general ledger, voucher register, customer's ledg card,
and similar information.

Current Hard Copy Disposition: Destroy after 2 years, except that cusbomer's
ledger cards

will be destroyed 2 years after filled and balances are brought forward t
new card.

Electronic systems that replace temporary hard copy records: Destroy on expiration of the retention period previous
approved for the corresponding hard copy records



or no Ignger needed for adminustrative, legal, audit, or other operational purposes.

Electronicgopies created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and Kled or when no longer needed for revision, dissermunation, or reference, whichever is later.

FN: 710-2q

Title: Subordinate ‘wccounts

Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents conskituting subordinate accounting files for
self-service supply centers. cluded are general ledger subsidiary
accounts, such as monetary allowance, customer accounts, inventory by
departments, sales by department inventory and accounting adjustments,
returns, cost of sales by departments, receipts, collections from
nonappropriated funds, transfers to\finance and accounting offices, sales
tapes, credit tapes, inventories, priX¢e adjustments, turn-in slips, reports
of survey, issue slips, and similar information.

Current Hard Copy Disposition: Destroy after 2 years.

Electronic systems that replace temporary hard copy records: Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that thesglectronic records arc superseded, obsolete,
or no longer needed for administrative, legal, audit, or other operational purpgses

Electronic copies created using electronic mail and word processing: Destroy aftsr recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or referencey whichever 1s later.

FN: 710-21r
Title: Miscellaneous stock control files
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents used to control stock in self-service supply
centers. Included are want slips, merchandise unit control boocks,
restricted item slips, and related information.



Current rd Copy Disposition: Destroy after 3 months, except that merchandise
unit contral

books will destroyed after 2 years.

Electronic systems tha¢ replace temporary hard copy records: Destroy on expiration of the retention period previously
approved for the corresgonding hard copy records.

Electronic systems that supklement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements. estroy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for admunistrative, legal, audit, or other operational purposes.

Electronic copies created using electronic mail and word processing. Destroy after recordkeeping copy has been
created and filed or when no longer ndgded for revision, dissemunation, or reference, whichever is later.

FN: 710-2s

Title: Reporting files
Authority: NN-166-204
Privacy Act: Not applicable
Description: Reports relating to self-service supply center operations.
Included are statements of operations, statements of customer accounts, and
similar information.

Current Hard Copy Disposition: Destroy after 2 ykars.

Electronic systems that replace temporary hard copy records: Destroy on expiation of the retention period previously
approved for the corresponding hard copy records.

records are retained to meet
cords are superseded, obsolete,

Electronic systems that supplement temporary hard copy records where the hard co
recordkeeping requirements* Destroy when the agency determines that the electronic
or no longer needed for admunistrative, legal, audit, or other operational purposes.

Electronic copies created using electronic mail and word processing: Destroy after recordk
created and filed or when no longer needed for revision, dissemination, or reference, whichev

ing copy has been
is later.

FN: 710-2t

Title: Unit supp&reports

Authority: N1-AU-00-14
Privacy Act: Not applicable

Description: Reports prepared by unit supply officers for submission to



i and other matters which affect the maintenance and

critically short i
similar information.

items. Included ake equiggift status reports and reports on supply levels,
receipt of supply i

business.
FN: 710-2u
Title: Administrative adjustmeyt reports
Authority: NI1-A 0-14
Privacy Act: Not appNcable
Description: Approving aquorlty copigs of reports used to adjust
inventory discrepancies disclosed becau3g of physical inventories. Included

are administrative adjustment reports, inventory count cards, copies of
reports of survey, and similar Mnformation

o longer needed for conducting
business after

Current Hard Copy Disposition: Destroy when
completion of next physical invent::>\\

FN: 710-2v

Title: Army headquarters requisitions
Authority: NN-166-204

Privacy Act: Not applicable
Description: Documents accumulated at Army headquarters in cdanection with
the process of approval and transmittal to supply agencies of quisitions
for supplies, including requisitions from Army installations, National
Guard, ROTC organizations, shipping orders, and correspondence relating to
the filling of the requisitions.

Current Hard Copy Disposition: Destroy after 2 years.

Electronic systems that replace temporary hard copy records Destroy on expiration of the retention period\previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to me
recordkeeping requirements' Destroy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for administrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever is later.



FN: 71Q-2w

Title: Supply operation reports
Authority: C1-AU-77-74
Privacy Act: t applicable

Description: Repoxts and directly related documents pertaining to supply
operations and accululated by major commands and Army staff offices.

Current Hard Copy Disposition:

a. Office having Army-wile responsibility:
(1) Consolidated, summ ;;, or composite reports: Destroy after 6 years.
(2) Feeder reports: Destryy on extraction of necessary data.

b. other offices of the Army staff and major command headquarters: Destroy
after 2 years.

Electronic systems that replace temporary hard copy Ygcords: Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy régords where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency detengines that the electronic records are superseded, obsolete,
or no longer needed for administrative, legal, audit, or other operational purposes.

Electronic copies created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, disseminatidg, or reference, whichever is later.

FN: 710-2x
Title: Unit packing certificates
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents which certify that proper crating and packing of
organizational equipment has been accomplished prior to the movemgnt of a
unit to a new station.

Current Hard Copy Disposition: Destroy after 6 months.

Electronic systems that replace temporary hard copy records Destroy on expiration of the retention periodpreviously
approved for the corresponding hard copy records.



recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded, obsolete,
er needed for administrative, legal, audit, or other operational purposes.

ies created using electronic mail and word processing: Destroy after recordkeeping copy has been

created and fildd or when no longer needed for revision, dissemination, or reference, whichever is later.

FN: 710-2y
Title: Unit supply spections
Authority: NN-166-204
Privacy Act: Not applica
Description: Inspection rep§rts of units outfitted prior to movement
oversea. Included are showdo inspection reports, final inspection

reports, and related papers.
Current Hard Copy Disposition:

Deagtroy after 2 years.

Electronic systems that replace temporary hard copy régords: Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy recQrds where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determynes that the electronic records are superseded, obsolete,
or no longer neceded for administrative, legal, audit, or other opexational purposes.

Electronic copies created using electronic mail and word processing\ Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, disseminationy or reference, whichever is later.

FN: 710-2z

Title: Unit training film issues and turn-ins
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents relating to requests to film libraries fo
films and filmstrips. Included are notifications of action taken o

requests and the return of training films and filmstrips to £ilm 1li
issue slips, turn-in slips, and related papers.

training
the

Current Hard Copy Disposition: Destroy on turn-in of the film.

Electronic systems that replace temporary hard copy records- Destroy on expiration of the retention period previ%sly
approved for the corresponding hard copy records.



Electronic sy%ems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping Yequirements: Destroy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for admmistrative, legal, audit, or other operational purposes.

Electronic copies crdated using electronic mail and word processing* Destroy after recordkeeping copy has been
created and filed or whken no longer needed for revision, dissemunation, or reference, whichever 1s later.

FN: 710-2aa
Title: Unit training equipment issues and turn-ins
Authority: NN-166-204
Privacy Act: ©Not applicable
Description: Documents relati to requests to station supply agencies for
training equipment. Included are\notifications of action taken on the
request and the return of the equypment, issue slips, turn-in slips, and
related information.
Current Hard Copy Disposition: Destd»py on turn-in of the equipment.

Electronic systems that replace temporary hard copy recors: Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determiney that the electronic records are superseded, obsolete,
or no longer nceded for administrative, legal, audit, or other operatiypal purposcs.

Electronic copies created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, oxreference, whichever is later.

FN: 710-2bb

Title: Supply status and control
Authority: NN-166-204

Privacy Act: Not applicable
Description: Punch cards maintained to indicate authorized allo
operating allowances, and stock balances for TOE units and control\cards

pertaining to stock record accounts.

Current Hard Copy Disposition: Destroy when statistical data is extracted.



Electronic systems that replgce temporary hard copy records' Destroy on expiration of the retention period previously
approved for the correspondihg hard copy records.

Electronic systems that supplemgnt temporary hard copy records where the hard copy records are retamed to meet
recordkeeping requirements. Desfoy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for administratlye, legal, audit, or other operational purposes.

Electronic copies created using electrojc mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s later.

FN: 710-2cc
Title: Authorized supply codes
. ~N
Authority:
Privacy Act:

Description:
organization supply cod
authorized to maintain property on an organNation or installation property
book. Included are register

Current Hard Copy Disposition:

a. Registers: Destroy when no longen\needed for cynducting business after
cancellation of all supply codes list on the shegt or in the bound
register.

b. Other files: Destroy when no longer needed for conducting business.

FN: 710-2dd

Title: Nonaccountable property files
. ~

Authority: Nl-I\U-OO-M\\b

Privacy Act: Not applicable

Description: Documents relat?® to the receipt and issue of milityry

property which is not recorded an accountable stock record accoult of

the station or on a memorandum receipt account of the station, such

stock cards, property issue and turn.in slips, copies of purchase ordgrs,
and shipping documents.

Current Hard Copy Disposition: Destroy after 2 years or on turn-in of
equipment, after

proper settlement of responsibility, or consdlidation whichever is \
applicable. \



Privacy Act) Not applicable

Description: nformation collected and processed by a government system
designed to prokide an audit trail of ammunition utilized for research and
development purpdges, from 1986 to present. System is used at the U.S.
Army, Research, Deyelopment and Engineering Center (ARDEC). 1Items listed
in this database stgyndard and non-standard prototypes of ammunition ranging
from: 5.56mm througR 155mm and different propellant samples, bulk
explosives, mines, pykotechnics, and non-lethal cartridges and

projectiles. Data used in this system is acquired from: DD Form 250,
Material Inspection and WReceiving Report; DA Form 581, Request for Issue
and Turn-In Of Ammunitiony DD Form 1348-1A, Issue Release/Receipt Document;
DD Form 1149C, Requisition\and Invoice/Shipping Document. It includes
information such as ammunitlon stock number, ammunition classification,
location, price, type, weigh size, issue, turn-in, unit price, unit of
issue, status, part number, seécurity code and date of last inspection, next
inspection, last action and 1la inventory.

Current Disposition: Delete indiXidual record when ammunition is expended.

Electronic copies created using electronic mail and wird processing. Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision\dissemination, or reference, whichever is later.

NOTE: Use FN 25-1kkk, for source/input records, FN 25-1111 for system
administrative reports, FN 25-1lmmm for syst®m documentation and
specifications, and FN 25-1nnn for backups.

FN: 710-2ff

Title: ARDEC's Ammunition Accountability System ( O System) Outputs and
Reports

Authority: N1-AU-00-32
Privacy Act: Not applicable

Description: Outputs generated by the AMMO system are reporks which
monitor the status of ammunition used for research and develo
purposes. System reports consist of: Inventory verification
building, total net explosive weight (N.E.W.) report and daily
audit reports to track new and altered records within six months.
Semi-annual reports consists of: the current status of on-hand amqunition;
all items in excess account for review to destroy or ship away; all
catalog records with no actions for a year (maintaining a zero balan
quantity); and ammunition available by Energetic Materiel Control Numbgr
(EMCN) stored at an inter-service agreement (ISA) building. Reports ar



produced in electronic and hardcopy format.

rrent Disposition: Destroy when no longer needed for conducting business.

nic copies created using electronic mail and word processing* Destroy after recordkeeping copy has been
created\and filed or when no longer needed for revision, dissemination, or reference, whichever is later.

FN: 710-2gg
Title: Central\Issue Facility (CIF) master file
Authority:
Privacy Act: DALO

Description: Informati concerning the receipt, storage, issue, exchange,

and turn-in of authorized\Organizational Clothing and Individual Equipment
(OCIE) at Army installatio The CIF is an Army-wide system that
automates the document regist{er for accountability of OCIE.

Current Hard Copy Disposition:
clothing is
turned in, as applicable.

Destroy individual record when the equipment or

Electronic copies created using electronic mail and wo
created and filed or when no longer needed for revision,

processing: Destroy after recordkeeping copy has been
ssemination, or reference, whichever is later.

NOTE: Use FN 25-1mmm, Automated System Doc
files, and FN 25-1nnn for Backup of Files.

entation and Specifications

FN: 710-2hh
Title: Petroleum product analysis reports
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents created incident to the testing of petxoleum
products as they pertain to the acceptability of such products

connection with new procurement or the analyses required of petroleum units
in custody of Army storage facilities. A copy of the petroleum analysis
report submitted to a contracting officer, as required when a contragtor
has failed to meet contract requirements, will be filed in the procurepment
file to which it relates for disposition with the related procurement fyle.

Current Hard Copy Disposition: Destroy after 2 years.

Electronic systems that replace temporary hard copy records® Destroy on expiration of the retention period previously
approved for the corresponding hard copy records.



4,,,%

Electronic systems that sipplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements. oy when the agency determines that the electronic records are superseded, obsolete,
or no longer needed for administrativé;degal, audit, or other operational purposes.

Electronic copies created using electronic mail an d processing Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, mination, or reference, whichever is later.




738
MAINTENANCE MANAGEMENT

DA Pam 738-751--Fu
System, Aviation (TAM

Description: These records concern the management of maintenance actions for

Army equipment. The records\described below were formerly prescribed by TM 38-750,
TAMMS, and were identified in the previous edition of MARKS with file numbers 750-1c¢
through 750-1k.

FN: 738

Title: General maintenance management cogrespondence files

Authority: NN-167-31 and NN-165-192 ,%
()
Privacy Act: Not applicable ’%

Description: ACTION: Routine comments on regulati
publications prepared by another office with chief responsibility; program and budget
documents, management improvement reports, cost reductiQn reports, and comparable
information submitted to offices in charge of these functions; IQutine or general requests
for information and replies, informal reports with related papers\general
recommendations and suggestions with all types of transmittals; &ther transactions of a
general, routine, and administrative nature; and other information relating to
maintenance management which cannot logically be filed with the detgiled record series
listed below. (This does not include instruction files. See file no. 25-30q)

Current Hard Copy Disposition: Destroy after 2 years.

Electronic systems that replace temporary hard copy records Destroy on expiration of the retention pehod
previously approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to
recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded,
obsolete, or no longer needed for administrative, legal, audit, or other operational purposes.

cet

Electronic copies created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s later



Descxiption: NONACTION: Matters relating to maintenance management that are
receivey for information only, on which no action is required. These include cards,
listings, ikdexes, or other items which are created solely to facilitate or control work,
extra copies of actions maintained by action officers, duplicate copies of actions
accumulated\by supervisory offices (establish and keep only when necessary), and
notes, drafts, fteeder reports, and similar working papers gathered for preparation of an
action.

Current Hard CopyDisposition: Destroy when no longer needed for conducting
business.

Electronic systems that replace tgmporary hard copy records Destroy on expiration of the retention period
previously approved for the corresponding hard copy records

Electronic systems that supplement telgporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded,
obsolete, or no longer needed for adminiskative, legal, audt, or other operational purposes

Electronic copies created using electronic ma] and word processing' Destroy after recordkeeping copy has been
created and filed or when no longer needed for\evision, dissemination, or reference, whichever 1s later,

FN: 738-750a

Title: Maintenance requests
Authority: NN-166-204
Privacy Act: Not applicable

form is prescribed for use as an individual work request, as a report ol\mnodification
accomplishments, as an equipment improvement recommendation, or f&¢ recording two
or all three of these functions. Records related to this form include transfex and rejection
memorandums, property issue and turn-in slips, labor time tickets, and simi

information.

Current Hard Copy Disposition: Dispose of as provided by DA Pam 738-750.

Electronic systems that replace temporary hard copy records Destroy on expiration of the retention period
previously approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded,



obsolete, or nd longer needed for administrative, legal, audit, or other operational purposes.

Electronic copiedcreated using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed ox when no longer needed for revision, dissemination, or reference, whichever is later.

FN: 738-75

Title: Maintenan

Authority: N1-AU-0

request

Privacy Act: Not applicable

Description: Documents useX to recyrd and control maintenance work. These
documents are usually in the forig of regjsters.

Disposition: Destroy when no longd needed for conducting business after last entry.

FN: 738-750c

Title: Exchange tags
Authority: NN-166-204
Privacy Act: Not applicable

Description: Documents (normally tags) used as receipts
components.

r replacement parts or

Current Hard Copy Disposition: Destroy upon return or issue gf related equipment.

Electronic systems that replace temporary hard copy records Destroy on expuration of
previously approved for the corresponding hard copy records.

retention period

Electronic systems that supplement temporary hard copy records where the hard copy records 4re retained to meet
recordkeeping requirements: Destroy when the agency determines that the electronic records arg superseded,
obsolete, or no longer needed for administrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing: Destroy after recordkeeping ¢
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s late




Privacy Act: Not applicable

Description: Dosuments used for scheduling periodic preventive maintenance
services, load tests\and calibration of assigned equipment. This schedule should be
transferred with the rglated equipment when the equipment is transferred.

Current Hard Copy Disposition: Destroy upon transfer of required information to
other records or on Current Hard Copy Disposition of the related equipment.

Electronic systems that replace tempoxary hard copy records: Destroy on expiration of the retention period
previously approved for the correspondyng hard copy records

Electronic systems that supplement temporgry hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded,
obsolete, or no longer needed for administrativy, legal, audit, or other operational purposes.

Electronic coptes created using electronic mail angd word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for reviyyon, dissemination, or reference, whichever is later,

FN: 738-750e
Title: Equipment inspection and maintenance worksheet
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents reflecting the performance of preventive\maintenance
inspections, services, diagnostic checkouts, and spot check inspectign of equipment.
(This does not include forms for inspecting and maintaining aircraft, DA Form 2408-13
or similar forms, for which see DA Pam 738-751.)

Current Hard Copy Disposition: Destroy after posting to related equipmant logbook,
entering the deficiencies on a new form, completion of next serviceability teskor check,
or historical inspection data purposes have been served.

Electronic systems that replace temporary hard copy records: Destroy on expiration of the retention period
previously approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to mee{



recordkeeping requirements: Destroy when the agency determunes that the electronic records are superseded,
obsolete, or no longer needed for administrative, legal, audit, or other operational purposes.

lectronic copies created using electronic mail and word processing: Destroy after recordkeeping copy has been
cxeated and filed or when no longer needed for revision, dissemination, or reference, whichever is later.

FN: 738-750f
Title: Historical re
Authority: [I-NNA-17
Privacy Act: Not applicable %

)

Description: DA Pam 738-750 preg’eﬂbes the use of equipment logbooks and
maintenance historical files. This record begins at the time the manufacturer delivers the
equipment and is identified with and travels with the item until it is dropped from the
Army inventory. These historical maigtenance documents provide commanders with up-
to-date information concerning the readiness and condition of equipment. In addition, by
checking the records accompanying the\equipment, maintenance personnel are readily
aware of the past maintenance accomplisked and can quickly determine the next
necessary maintenance. DA Pam 738-750 [ists the various forms constituting the
historical record, provides transfer and disposltion instructions for the forms, outlines
procedures to be followed in disposition or transfer of the documents related to
equipment involved in Military Assistance Programy, and lists each type of equipment
for which an historical file is to be created and maintajned.

Note: This does not include aircraft maintenance records, for which see file no. 738-

751a below.
Current Hard Copy Disposition: Dispose of in accordance With DA Pam 738-750.

Electronic systems that replace temporary hard copy records' Destroy on expiration
previously approved for the corresponding hard copy records.

the retention period

are retained to meet
e superseded,

Electronic systems that supplement temporary hard copy records where the hard copy recor
recordkeeping requirements Destroy when the agency determunes that the electronic records
obsolete, or no longer needed for admunistrative, legal, audit, or other operational purposes.

Electronic copies created using electronic mail and word processing Destroy after recordkeeping ¢
created and filed or when no longer needed for revision, dissemination, or reference, whichever is late




FN:\738-750g
Title:
Authority\ NN-166-204

hop property accounts

Privacy Act: \Not applicable

Description: Documents accumulating in tool rooms, parts rooms, and exchange
points in making mintenance items more accessible to maintenance personnel.
Included are stock record cards, vouchers, registers, direct exchange cards, property
issue and turn-in slips\and similar information reflecting the issue, turn-in, and usage of
items, such as repair paxs, kits, tools, and assemblies. These documents may also
constitute a section of the\accountable officer's stock record account or may be
subsidiary to it. Stock record cards and direct exchange cards should be continued in
use until filled or the final entfy is made.

Current Hard Copy Dispositiony, Destroy after 2 years.

Electronic systems that replace temporary hardopy records: Destroy on expiration of the retention period
previously approved for the corresponding hard ¢

Electronic systems that supplement temporary hard ¢
recordkeeping requirements: Destroy when the agenc
obsolete, or no longer needed for administrative, legal, a

y records where the hard copy records are retained to meet
etermines that the electronic records are superseded,
it, or other operational purposes.

Electronic copies created using electronic mail and word progessing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissetgination, or reference, whichever is later.

Description: Documents
or end items of equipment a

requiring repair parts support recorgs will be transferred as required by DA Pam ?38-
750.

Disposition: Destroy when no longer
is removed from agency control.

eded for conducting business after equipme



FN: 738-750i

Ti{le: Diagnostic medical and dental x-ray systems and specific components

testing report, pexjodic verification, certification, and calibration records, records of
periodic maintenange services, DA Form 2407 (Maintenance Request), manufacturer's
compliance, maintenance, and calibration schedule, extract or copy of the radiation
protection survey pertajning to the individual x-ray system, and similar information.

Current Hard Copy Dispgsition: Office performing maintenance, verification,
certification, and calibration\Retain in CFA for life of the x-ray system. Destroy in CFA 5
years after transfer of the x-ray system to Defense Property Disposal Office for scrap.
All information relating to the x-ray system will accompany equipment upon transfer.

Electronic systems that replace temporary ha
previously approved for the corresponding har

copy records: Destroy on expiration of the retention period
opy records.

Electronic systems that supplement temporary har
recordkeeping requirements: Destroy when the agen
obsolete, or no longer needed for administrative, legal,

opy records where the hard copy records are retained to meet
determines that the electronic records are superseded,
dit, or other operational purposes.

Electronic copies created using electronic mail and word p¥gcessing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissamination, or reference, whichever is later.

FN: 738-750j

Title: Calibration data cards
Authority: NN-166-204
Privacy Act: Not applicable

Description: Cards used to record each standard or item of test and megsuring
equipment requiring a calibration service and to record calibration accomplishment.

Current Hard Copy Disposition:

a. Master file: Forward to the appropriate commodity command on final dispositionof



recordkeeping requitements: Destroy when the agency determines that the electronic records are superseded,
obsolete, or no longer keeded for administrative, legal, audut, or other operational purposes

Electronic copies created\ysing electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when ny longer needed for revision, dissemination, or reference, whichever is later.

FN: 738-750k
Title: Engine log or run-in data files
Authority: NN-166-204

Privacy Act: Not applicable

Description: Reports reflecting time, speed,
features determined in the process of testing in

ad pressures, temperatures, and other
rnal combustion engines.

Current Hard Copy Disposition: Destroy after 2 years.

Electronic systems that replace temporary hard copy records: Destroy
previously approved for the corresponding hard copy records

expiration of the retention period

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that the eled{ronic records are superseded,
obsolete, or no longer needed for administrative, legal, audit, or other operationahpurposes

Electronic copies created using electronic mail and word processing® Destroy after ¥ecordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, Whichever 1s later.

FN: 738-750m
Title: Shop locator records

Authority: NN-166-204



Priyacy Act: Not applicable

Descyxjption: Location sheets, cards, tags, and other documents constituting a part of a
location, inventory, or identification system for equipment sent to shops or utilized as a
check orpventory for such equipment. Reusable forms should be used until filled.

Current Hakd Copy Disposition: Destroy upon return or reissue of related
equipment.

Electronic systems thatreplace temporary hard copy records. Destroy on expiration of the retention penod
previously approved forthe corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Restroy when the agency determines that the electronic records are superseded,
obsolete, or no longer needed fog admunistrative, legal, audit, or other operational purposes

Electronic copies created using elégtronic mail and word processing' Destroy after recordkeeping copy has been
created and filed or when no longer heeded for revision, dissemination, or reference, whichever is later.

FN: 738-751a

Title: Aircraft maintenance records
Authority: N1-AU-97-11
Privacy Act: Not applicable .

Description: DA Pam 738-751 prescribes the use okequipment logbooks and
maintenance historical files for Army aircraft. These redprds begin at time of delivery by
the manufacturer and are identified and travel with the equipment until it is dropped from
the Army inventory. These records provide commanders with up-to-date information on
the readiness and condition of Army aircraft. DA Pam 738-781 lists the various forms
constituting the historical record.

Current Hard Copy Disposition:

a. Operational records in aviation units will be disposed of as provided in DA Pam 738-
751.

b. Aircraft that are transferred to DRMO as excess for sale or donation, thkansferred to
other government agencies, foreign military sales, the Military Assistance Rrogram
(MAP), or transferred to museums: Forward copies of aircraft records per DA Pam 738-
751 to USAATCOM. Maintain copies at USAATCOM for six months, then destrpy. All
original aircraft records will be transferred with the aircraft.

c. Aircraft that are transferred for static display, destroyed (other than crash) and exgess



AH-1, AH-84 and OV-1 aircraft: Forward original aircraft records to USAATCOM per DA
Pam 738-75Y, Maintain records at USAATCOM for two years, then destroy.

d. Aircraft usedXor local salvage of usable components: Maintain original records with
aircraft until salvage is completed. At completion of salvage, forward original aircraft
records to USAATGOM. Maintain records at USAATCOM for two years, then destroy.

e. Aircraft destroyed By crash: Forward original aircraft records to USAATCOM. Retire
to WNRC after two yearg at USAATCOM. Destroy after 10 years.

Electronic systems that replace temgorary hard copy records' Destroy on expiration of the retention period
previously approved for the correspohding hard copy records.

Electronic systems that supplement tempgrary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy whey the agency determunes that the electronic records are superseded,
obsolete, or no longer needed for administraNve, legal, audit, or other operational purposes

Electronic copies created using electronic mailgynd word processing® Destroy after recordkeeping copy has been
created and filed or when no longer needed for réyision, dissermunation, or reference, whichever is later.

FN: 738-751b
Title: Maintenance requests

Authority: N1-AU-97-11

Privacy Act: Not applicable

Description: Documents used to request maintenance servicgs, to request the
application of a MWO, to report accomplishment of a MWO, and\{o record maintenance
performed. A single form is prescribed for use as an individual request and as a report
of modification completion. Records related to this form include trangfer and rejection
memorandums, property issue and turn-in slips, labor time tickets, supporting
maintenance documentation at the Aviation Intermediate Maintenance {AVIM) unit level
and similar information.

Current Hard Copy Disposition: Destroy six months after the completion &f the
modification or repair.

Electronic systems that replace temporary hard copy records' Destroy on expiration of the retention perio
previously approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to me
recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded,
obsolete, or no longer needed for admunistrative, legal, audit, or other operational purposes

Electronic copies created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever is later.



FN: 738-751c

Title: Aircraft Maintenance request registers
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents used to\record and control maintenance work. These
documents are usually registers.

Current Hard Copy Disposition: Destroy 6 months after last entry.

Electronic systems that replace temporary hard copy régords Destroy on expiration of the retention period
previously approved for the corresponding hard copy recqrds.

Electronic systems that supplement temporary hard copy recqrds where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determNpes that the electronic records are superseded,
obsolete, or no longer needed for administrative, legal, audit, or ther operational purposes.

Electronic copies created using electronic mail and word processing, Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, disseminatioy, or reference, whichever is later.

FN: 738-751d

Title: Exchange tags
Authority: NN-166-204
Privacy Act: Not applicable

Description: Documents (normally tags) used as receipts for replacement of\parts or
components.

Current Hard Copy Disposition: Destroy upon return or issue of related equipment.

Electronic systems that replace temporary hard copy records Destroy on expiration of the retention period
previously approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determuines that the electronic records are superseded,



obsolete)\or no longer needed for admunistrative, legal, audit, or other operational purposes

Electronic Sppies created using electronic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever 1s later.

FN: 738-751e
Title: Aircraft Preventivemaintenance schedules
Authority: NN-166-204
Privacy Act: Not applicable

Description: Documents used for scheduling periodic preventive maintenance
services, load tests, and calibration\of assigned aviation ground support equipment.
This schedule should be transferred With the related equipment when the equipment is
transferred.

Current Hard Copy Disposition: Destroy after transferring the required information to
other records or on disposition of the relatedhequipment, whichever is first.

Electronic systems that replace temporary hard copy records:
previously approved for the corresponding hard copy records.

estroy on expiration of the retention period

Electronic systems that supplement temporary hard copy records whyre the hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that the electronic records are superseded,
obsolete, or no longer nceded for administrative, legal, audit, or other operational purposes

Electronic copics created using electronic mail and word processing: Destrqy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or refyrence, whichever is later.

FN: 738-751f
Title: Aircraft Equipment inspection and maintenance worksheets
Authority: NN-166-204

Privacy Act: Not applicable

Description: Documents reflecting the performance of preventive maintenance
inspections, services, diagnostic checkouts, and spot check inspection of aviation
ground support equipment.



Current Hard\Copy Disposition: Destroy after posting to related equipment logbook,
entering the deficiencies on a new form, completion of next serviceability test or check,
or historical inspection data purposes have been served.

Electronic systems that rejace temporary hard copy records: Destroy on expiration of the retention period
previously approved for the\¢orresponding hard copy records

Electronic systems that supplemhent temporary hard copy records where the hard copy records are retained to meet
recordkeeping requirements: Dedtroy when the agency determines that the electronic records are superseded,
obsolete, or no longer needed for ayministrative, legal, audit, or other operational purposes

Electronic copies created using electrgnic mail and word processing: Destroy after recordkeeping copy has been
created and filed or when no longer neéded for revision, dissemination, or reference, whichever is later

FN: 738-751g
Title: Aircraft Engine log or run-in data files
Authority: NN-166-204

Privacy Act: Not applicable

Description: Reports reflecting time, speed, load pressures, temperatures, and other
features determined in the process of testing internal sombustion engines.

Current Hard Copy Disposition: Destroy after 2 years)

Electronic systems that replace temporary hard copy records: Destroy on expixation of the retention period
previously approved for the corresponding hard copy records.

Electronic systems that supplement temporary hard copy records where the hard coRy records arc retained to meet
recordkeeping requirements: Destroy when the agency determines that the electronid\records are superseded,
obsolete, or no longer needed for administrative, legal, audit, or other operational purphses

Electronic copies created using electronic mail and word processing: Destroy after recordi
created and filed or when no longer needed for revision, dissemination, or reference, whichgver 1s later.

FN: 738-75¢h
Title: Instalied

d spare engine reports

Authority: N1-AU-08:14



Disposition: Destroy when no longer needed for conducting business.

FN: 738-751i
Title: Quality Déﬂciency Reports
Authority: N1-AU-97-11

Privacy Act: Not applicable

Description: Documents used to report receipt of defective materiel, to submit quality
deficiency reports, and file copies of quality deficiency reports maintained at the Aviation
Unit Maintenance (AVUM) and AVIM levy|.

Current Hard Copy Disposition: Destroy sfter one year.

Electronic systems that replace temporary hard copy records:
previously approved for the corresponding hard copy records.

¢stroy on expiration of the retention period

re the hard copy records are retained to mect
the clectronic records are superseded,
rational purposes.

Electronic systems that supplement temporary hard copy records w
recordkeeping requirements: Destroy when the agency determines th
obsolcte, or no longer nceded for administrative, legal, audit, or other o

Electronic copies created using electronic mail and word processing' DestiQy after recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference, whichever is later.

FN: 738-751j

Title: Personnel Identifier (PID) files
Authority: N1-AU-00-14
Privacy Act: To be determine

Description: Unit PID records of psgsonne! designated to perform aircraft
maintenance, maintenance test flights\technical inspection and other duties assigne
by the Commander requiring use of a PIR).



Disposijtion: Destroy when hq longer needed for conducting business after transfer or
separatioq of the individual.

FN: 738-751k
Title: Engine Component Operating hours Records
Authority: N1-AU-97-11

Privacy Act: Not applicable /r,,)
%
Description: DA Forms 2408-19-3 rep%red to report monthly engine readings.

Current Hard Copy Disposition: Destrqy unit copy six months after preparation at
user level. Destroy original at USAATCOM sjx months from date of form.

Electronic systems that replace temporary hard copy records: Bgstroy on expiration of the retention period
previously approved for the corresponding hard copy records

Electronic systems that supplement temporary hard copy records whereNhe hard copy records are retained to meet
recordkeeping requirements: Destroy when the agency determines that thésglectronic records are superseded,
obsolete, or no longer needed for administrative, legal, audit, or other operatidgal purposes.

Electronic copies created using electronic mail and word processing: Destroy afteg recordkeeping copy has been
created and filed or when no longer needed for revision, dissemination, or reference\whichever is later,






