
EXAMPLE OF FILE LABLES

* = Disposition instruction applies only to Fort Sill organizations.

Housekeeping - 

1b  Ofc Gen Mgt   (02)

COFF 31 Dec 02, DEST Jan 04

1c  Ofc Insp & Surveys

DEST after the next comparable survey

or insp

1d  Duty Reports   (02)

      (Jan-Jun)

COFF 30 Jun 02, DEST Jan 03

1d  Duty Reports  (02)

      (Jul-Dec)

COFF 31 Dec 02, DEST Jul 03

1f  Ofc Org Files

DEST when no longer needed for current op

1e  Housekeeping Instructions

DEST when superseded or obsolete

1h  Info Access Files

      PA#A0380-67DAMI

DEST when superseded or made obsolete by the auth doc, or when the indiv has been trf, sep, or relieved

1i  Ofc Class Doc Receipts  (02)

COFF 31 Dec 02, DEST Jan 05

1j  Ofc Class Doc Reg or Controls

     (ACTIVE)

PIF after all class doc recorded have been trf, dest, declass, or entered on a new sheet

1j  Ofc Class Doc Reg or Controls  (02)

     (INACTIVE)

COFF 31 Dec 02, DEST Jan 06

1k  Ofc Temp Internal Receipts

DEST on return of the class doc

1o  Ofc Financial Files   (02)

COFF 31 Dec 02, DEST Jan 04

1q  Ofc Svc & Supply Files

DEST upon completion of action or when no longer needed for current operations

1r  Ofc Class Material Inventories

      PA#A0001DAMI

DEST after next inventory

1u  Ofc Privacy Disclosure Accts  (02)

       PA#A0340-21AIS

COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 06, or DEST with the record from which the disclosure was made, whichever is longer

1v  Access Controls

      (Access Rosters)

DEST when superseded

1v  Access Controls

     (ACTIVE)  Control Registers

PIF after page is filled

1v  Access Controls  (02)

      (INACTIVE) (Jan-Mar)

      Control Registers

COFF 31 Mar 02, DEST Jul 02

1v  Access Controls  (02)

      (INACTIVE) (Apr-Jun)

      Control Registers

COFF 30 Jun 02, DEST Oct 02

1v  Access Controls  (02)

      (INACTIVE) (Jul-Sep)

      Control Registers

COFF 30 Sep 02, DEST Jan 03

1v  Access Controls  (02)

      (INACTIVE) (Oct-Dec)

      Control Registers

COFF 31 Dec 02, DEST Apr 03

1v  Access Controls

      (Record Entry into Vaults or containers)

DEST upon completion of first entry on new form

1v  Access Controls  (02)

      (INACTIVE) (Jan-Mar)

      Control Registers

COFF 31 Mar 02, DEST Jul 02

1v  Access Controls  (02)

      (INACTIVE) (Apr-Jun)

COFF 30 Jun 02, DEST Oct 02

1v  Access Controls  (02)

     (INACTIVE) (Jul-Sep)

COFF 30 Sep 02, DEST Jan 03

1v  Access Controls  (02)

     (INACTIVE) (Oct-Dec)

COFF 31 Dec 02, DEST Apr 03

1x  Ofc Civ Pers Time &   (02)

      Attendance Files

      PA#T7333DFAS

*COFF 31 Dec 02, Trf RHA Jan 03, DEST Jan 09

1aa  Ofc Supervisory or Mgr Employee Records

       PA#OPM GOVT-1; OPM GOVT-2

See AR 25-400-2 for disp instructions

1bb  Ofc Job Descriptions

DEST when position is abolished, job description is superseded, or when no longer needed for reference

1ee  Duty Rosters

        PA#0001bTAPC (ACTIVE)

PIF after last entry

1ee  Duty Rosters   (02)

        PA#0001bTAPC 

       (INACTIVE) (Jan-Mar)

COFF 31 Mar 02, DEST Jul 02

1ee  Duty Rosters  (02)

        PA#0001bTAPC 

       (INACTIVE) (Apr-Jun)

COFF 30 Jun 02, DEST Oct 02

1ee  Duty Rosters  (02)

        PA#0001bTAPC 

        (INACTIVE) (Jul-Sep)

COFF 30 Sep 02, DEST Jan 03

1ee  Duty Rosters  (02)

        PA#0001bTAPC 

        (INACTIVE) (Oct-Dec)

COFF 31 Dec 02, DEST Apr 03

1ff  Ofc Standards of Conduct Files

       PA#A0001bTAPC; OPM/GOVT-1

DEST after the next periodic application of the procedure

1gg  Ofc Security Awareness

DEST after the next periodic application

1hh  Ofc Temp Duty Travel (02)

         PA#AT7333DFAS

COFF 30 Sep 02, Trf RHA Oct 03, DEST Jan 09

1ii  Ofc Mil Pers Files

       PA#A0001bTAPC (ACTIVE)

PIF after trf or sep of indiv

1ii  Ofc Mil Pers Files  (02)

      PA#A0001bTAPC (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

1jj  Ref Pubs

DEST when superseded, obsolete, or no longer needed for reference purposes

1oo  Policies & Precedents

DEST each document when superseded or obsolete

Administration - 
Action Documents -

1  Gen Admin Corres Files (02)

COFF 31 Dec 02, DEST Jan 05

Nonaction Documents - 

1  Gen Admin Corres Files

DEST when no longer needed for conducting business

DRM only-

1-1b  Program & Budget Guidance (FY02)

COFF 30 Sep 02, Trf RHA Oct 05, DEST Oct 08

Other Offices -

1-1b  Program & Budget Guidance  (FY02)

         (FY02 Budget)

COFF 30 Sep 02, DEST Oct 03

1-1c  Annual Funding Program Files

         (ACTIVE)

PIF after event is closed

1-1c  Annual Funding Program Files (02)

         (INACTIVE)

COFF 30 Sep 02, Trf RHA Oct 05, Ret WNRC Oct 06, DEST Oct 27

DRM only-

1-1e  Operating Budgets  (FY02)

          (Final Published COBs & Info)

COFF 30 Sep 02, Trf RHA Oct 05, Ret WNRC Oct 06, PERM

DRM only-

1-1e  Operating Budgets  (FY02)

          Other Records

COFF 30 Sep 02, Trf RHA Oct 05, DEST Oct 06

Other Offices-

1-1e  Operating Budgets  (FY02)

COFF 30 Sep 02, DEST Oct 03

Boards, Commissions, & Committees -

15-6b  Investigative Case Files

           (ACTIVE)

PIF after close of case

15-6b  Investigative Case Files  (02)

*TRF RHA upon approval of inves

Information Management - 

Action Documents -

25  Gen Info Mgt Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

Nonaction Documents - 

25  Gen Info Mgt Corres Files

DEST when no longer needed for conducting business

25d  Public Key Infrastructure (PKI)   (02)

        Certificates

*COFF 31 Dec 02, Trf RHA Jan 04, retain in RHA until disposition instructions are published

25-1a  Army Info Mgt Program

DEST when no longer needed for conducting business

25-1b  HQDA Info Mgt Mod Plans

DEST when no longer needed for conducting business

25-1c  MACOM MODPLAN; Instl   

           Requirement Statements/

           Initiatives

DEST when no longer needed for conducting business

25-1d  Info Mgr Designations/Appt

           PA#OPM/GOVT1 (ACTIVE)

PIF after termination of designation or appointment

25-1d  Info Mgr Designations/Appt 

           PA#OPM/GOVT1


(INACTIVE)

DEST when no longer needed for 

conducting business

Requesting office -

25-1e  Capability Request for IMA 

           Resources

           (ACTIVE)

PIF after disposal of resource or termination of service

25-1e  Capability Request for IMA

           Resources (INACTIVE)

DEST when no longer needed for 

conducting business

Approving Office -
25-1e  Capability Request for IMA 

            Resources

DEST when no longer needed for conducting business

Disapproved requirements - 
25-1e  Capability Request for IMA 

           Resources

DEST when no longer needed for

conducting business

25-1g  Info Mgt Surveys  (02)

COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 10

DOIM IASB-

25-1i  Records Mgt Program  (02)

COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 09

25-1j  Telecommunications Cen Op  (02)

COFF 31 Dec 02, DEST Jan 04

25-1n  Frequency Usage Reports  

DEST when no longer needed for

conducting business

25-1oo  Work Order Requests  (02)

COFF 31 Dec 02, Trf Jan 05, DEST Jan 06

25-1lll  Auto Sys Admin Reports

DEST when no longer needed for conducting business

25-1mmm  Auto Sys Doc & Spec Files

DEST upon supersession or obsolescence, discontinuance of sys, or upon dest of the output of the sys if the output is needed to protect legal rights, whichever is latest

25-1nnn  Backup of Files

DEST after identical master info has been deleted, captured by a subsequent backup, or has been successfully copied and trf to an approved alternate location, whichever is latest

25-1ppp  Life Cycle Mgt of Info Mgt Sys

DEST when equip is removed or replaced, or upon discontinuance, whichever is earliest

25-30a  Forms Mgt Reports  (02)

COFF 31 Dec 02, DEST Jan 05

25-30b  Numerical Files (Internal)

             (ACTIVE)

PIF after supersession or obsolescence of form

25-30b  Numerical Files (Internal) (02)

             (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

25-30e  Forms Number Registers

DEST on discontinuance or obsolescence of all forms entered in the register

25-30j  Initial Pub Distr Files  

DEST when no longer needed for 

conducting business

25-30n  Acct Form Receipts & Issues 

DEST when no longer needed for

conducting business

25-30p  Acct Form Authorizations

DEST upon withdrawal of the authorization

25-30v  Periodical Approvals 

DEST upon expiration supersession or discontinuance of the periodical

25-30bb  Pub No Registers

DEST when all pub entered on the register have been superseded or rescinded

25-30ff  Pub Ofc Background Files  

DEST when no longer needed for 

conducting business

25-30hh  Pub & Form Requisitions

               (ACTIVE)

PIF after completion of action

25-30hh  Pub & Form Requisitions  (02)

              (INACTIVE)  (Jan-Mar)

COFF 31 Mar 02, DEST Jul 02

25-30hh  Pub & Form Requisitions (02)

               (INACTIVE)  (Apr-Jun)

COFF 30 Jun 02, DEST Oct 02

25-30hh  Pub & Form Requisitions (02)

               (INACTIVE)  (Jul-Sep)

COFF 30 Sep 02, DEST Jan 03

25-30hh  Pub & Form Requisitions (02)

               (INACTIVE)  (Oct-Dec)

COFF 31 Dec 02, DEST Apr 03

25-30jj Pub Stock Record Cards

DEST when card is filled or on supersession, rescission, or obsolescence of form or pub, whichever is first

25-30mm  Pub Record Sets (02)

COFF 31 Dec 02, Trf RHA Jan 03, Ret WNRC Jan 04, PERM

25-30pp  Status of Pub Files  

DEST when no longer needed for

conducting business

25-30zz  Ofc Copier Files

DEST when no longer needed for conducting business

25-51a  Official Indicia Costs  (02)

COFF 31 Dec 02, DEST Jan 05

25-51b  Postage Meter Licenses

             (ACTIVE)

PIF after license is disapproved or cancelled

25-1b  Postage Meter Licenses 

           (INACTIVE)

DEST when no longer needed for

conducting business

25-55a  FOIA Requests, Access,  (02)

             and Denials (PA#A0025-SAIS)

*COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 09

25-55b  FOIA Admin Files  (02)

COFF 31 Dec 02, DEST Jan 05

25-55d  FOIA Controls

            (ACTIVE)

PIF after final action by agency or final adjudication by courts, whichever is later

25-55d  FOIA Controls  (02)

             (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 09

25-55e  FOIA Reports  (02)

COFF 31 Dec 02, DEST Jan 05

25-400-2d  Records Disposition Standards 

                   Exceptions

DEST on expiration of exception

25-400-2e  Ofc File Numbers

                  (Approvals) 

DEST when no longer needed for conducting business

Legal Services

Action Documents - 

27  Gen Legal Svcs Corres Files (02)

COFF 31 Dec 02, DEST Jan 05

Nonaction Documents -

27  Gen Legal Svcs Corres Files

DEST when no longer needed for conducting business

Summary Court-Martial Convening authority, other offices, and TOE units - 

27-10a  Summary Courts-Martial

             PA#A0027-10bDAJA (ACTIVE)

PIF after notice of final action by the supervisory authority

27-10a  Summary Courts-Martial (02)

             PA#A0027-10bDAJA (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

27-10b  Court-Martial Locators

              PA#A0027-10aDAJA (ACTIVE)

PIF after completion of the case

27-10b  Court-Martial Locators  (02)

             PA#A0027-10aDAJA (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 06

27-10c  Special Courts-Martial  (02)

             PA#A0027-10bDAJA
*COFF 31 Dec 02, Trf RHA Jan 05, retain in RHA until disposition instructions are published

27-10d  Special Courts-Martial (BCD) (02)

             PA#A0027-10bDAJA

*COFF 31 Dec 02, Trf RHA Jan 05, retain in RHA until disposition instructions are published

27-10e  Gen Courts-Martial (02)

              PA#A0027-10bDAJA

*COFF 31 Dec 02, Trf RHA Jan 05, retain in RHA until dispositions instructions are published

27-10f  Nonjudicial Punishments  (02)

            PA#A0027-1DAJA

COFF 31 Dec 02, DEST Jan 05, on upon soldier's trf to another GCMCA, whichever occurs first

27-10h  Court-Martial Statistics  (02)

COFF 31 Dec 02, DEST Jan 04

27-10j  Witness Appearances  (02)

             PA#A0027-10cDAJA

COFF 31 Dec 02, DEST Jan 05

Field Organizations - 

220  Gen Field Org Corres Files

DEST when no longer needed for current operations

220  Gen Field Org Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

Other Offices & TOE units - 

220-1a  Readiness Reports  (02)

COFF 31 Dec 02, DEST Jan 05

Materiel Condition status reports - 

220-1a  Readiness Reports  (02)

             (Active Army)  (Jan-Jun)

COFF 30 Jun 02, DEST Jan 03

220-1a  Readiness Reports  (02)

              (Active Army)  (Jul-Dec)

COFF 31 Dec 02, DEST Jul 03

220-1b  Pers Readiness Files

See AR 25-400-2 for disposition instructions

Peacetime -

220-15a  Daily Journal, Staff Journal,   (02)

               &  Tactical Op Cen (TOC) Logs

*COFF 31 Dec 02, Trf RHA Jan 03, DEST Jan 08

Combat Environment - 

220-15a  Daily Journal, Staff Journal (02)

               & Tactical Op Cen (TOE) Logs

*COFF 31 Dec 02, Trf RHA Jan 03,         Ret Jan 06, PERM

*NOTE:  Turn-in to local RHA immediately upon return to CONUS or to Overseas RHA immediately upon return to overseas station

Training - 
Action Documents -

350  Gen Tng Corres Files (02)
COFF 31 Dec 02, DEST Jan 05

Nonaction Documents -

350  Gen Tng Corres Files

DEST when no longer needed for conducting business

350-1a  Tng Inspections  (02)

COFF 31 Dec 02, DEST Jan 04

350-1d  Tng Op  (02)

COFF 31 Dec 02, DEST Jan 05

350-1f  Tng Reports  (02)

COFF 31 Dec 02, DEST Jan 05

350-1g  Unit Tests  (02)

DEST 31 Dec 02, DEST Jan 05

Security - 
380  Gen Security Corres Files

DEST when no longer needed for current operations

380  Gen Security Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

380-5a  Security Briefings & Debriefings

             PA#A0380-67DAMI (ACTIVE)

PIF after trf or sep of person

380-5a  Security Briefings &   (02)

              Debriefings

              PA#A0380-67DAMI (INACTIVE)

COFF 31 Dec 02, DEST Jan 05

380-5b  Security Insp & Surveys

DEST after next comparable inspection or survey

380-5d  Class Material Access Files

              PA# OPM/GOVT-1

DEST on trf, reassignment, or sep of the person, or when obsolete

380-5g  Class Info Nondisclosure 

              Agreement

Apply the disposition for the official personnel folder

380-5j  TOP SECRET Document Records

DEST when related document is downgraded, trf, or dest

Office in charge of issuance - 

380-5k  Security Class Files

             (ACTIVE)

PIF after final declassification action

380-5k  Security Class Files  (02)

             (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05, Ret WNRC Jan 06, DEST Jan 13

Other offices & TOE units - 

380-5k  Security Class Files  (02)

COFF 31 Dec 02, Trf RHA Jan 05,      DEST Jan 06

380-5n  Ofc Nonregistered Class Doc (02) 

              Destruction Certificates

COFF 31 Dec 02, DEST Jan 05

380-5s  Security Compromise Cases

              (ACTIVE) 

PIF after completion of final corrective or disciplinary action

380-5s  Security Compromise Cases (02)

              (INACTIVE)

COFF 31 Dec 02, DEST Jan 05

Violations classified as felonies - 

380-5s  Security Compromise Cases (02)

COFF 31 Dec 02, Trf RHA Jan 05,          Ret Jan 06, PERM

380-5u  Security Equip Files  (02)

COFF 31 Dec 02, trf RHA Jan 05,           Ret Jan 06, DEST Jan 13

Exceptions to storage standards - 

380-5u  Security Equip Files

              (ACTIVE)

PIF after termination of exception

380-5u  Security Equip Files (02)

              (INACTIVE)

COFF 31 Dec 02, trf RHA Jan 05,           Ret Jan 06, DEST Jan 13

Office in charge of regrading - 

380-5w  Security Regrading Cases (02)

COFF 31 Dec 02, Trf RHA Jan 05,          Ret Jan 06, DEST Jan 18

Other offices - 
380-5w  Security Regrading Cases (02)

COFF 31 Dec 02, DEST Jan 06

380-5x  Security Info Access Cases  (02)

              PA#0380-67DAMI

COFF 31 Dec 02, DEST Jan 05

380-5y  Security Info Releases  (02)

COFF 31 Dec 02, DEST Jan 05

380-5aa  TOP SECRET Material 

                Accountability (ACTIVE)

PIF after all items on each page have been destroyed, downgraded, dispatched, or when entries are trf to a new page

380-5aa  TOP SECRET Material (02)

                Accountability (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05, 

DEST Jan 08

Safety - 
385  Gen Safety Corres Files

DEST when no longer needed for current operations

385  Gen Safety Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

385-10c  Safety Awareness Files (02)

COFF 31 Dec 02, DEST Jan 05

Office Responsible for dev standards - 
385-10d  Safety Standards

               (ACTIVE)

PIF after superseded or obsolete

385-10d  Safety Standards  (02)

                (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05,          Ret Jan 06, DEST Jan 13

Reports of Artillery misfirings or accidents & harmful chem, bio, & radio exposures in combat environment (approving authorities) - 

385-10f  Accident & Incident Cases (02)

               PA#A0385-10/400SA

COFF 31 Dec 02, Trf RHA Jan 05,          Ret Jan 06, PERM

Environmental Restoration reports (approving authorities) - 

385-10f  Accident & Incident Cases (02)

               PA#A0385-10/400SA

COFF 31 Dec 02, Trf RHA 08, Ret Jan 09, DEST Jan 53

Other offices (approving authorities) - 

385-10f  Accident & Incident Cases (02)

               PA#A0385-10/40OSA

COFF 31 Dec 02, Trf RHA Jan 05,      DEST Jan 08

Other offices - 

385-10f  Accident & Incident Cases  (02)

               PA#A0385-10/40OSA

*COFF 31 Dec 02, DEST Jan 05

385-10g  Target Practice Safety Files  (02)

COFF 31 Dec 02, DEST Jan 04

Safety Cards - 
385-10g  Target Practice Safety Files  (02)

                (Safety Cards)

COFF 31 Dec 02, DEST Jan 05

Manpower and Equipment Control -
570  Gen Manpower & Equip Control 

        Corres Files

DEST when no longer needed for conducting business

570  Gen Manpower & Equip Control (02)

        Corres Files

COFF 31 Dec 02, DEST Jan 05

DOIM, AG, & TSC only - 

570-4j  Manpower Reports

            (A-76 Study)

*Retain in CFA and trf RHA when A-76 study is completed

RHA - 
570-4j  Manpower Reports  (02)

            (A-76 Study)

COFF 31 Dec 02, DEST Jan 05

Personnel - 

600  Gen Pers Corres Files

DEST when no longer needed for current operations

600  Gen Pers Corres Files (02)

COFF 31 Dec 02, DEST Jan 05

600-8a  Indiv Pers Changes

             PA#A0600-8-23DAPE

600-8b  Pers Info Sys Reports

              PA#A0600-8-23DAPE

600-8c  Pers Strength Zero (02)

              Bal Reports

             PA# A0600-8-23DAPE

COFF 31 Dec 02, DEST Jan 04

600-8e  Transmittal Letters   (02)

              (Jan-Feb)

COFF 28 Feb 02, DEST May 02

600-8e  Transmittal Letters   (02)

              (Mar-Apr)

COFF 31 Apr 02, DEST Jul 02

600-8e  Transmittal Letters   (02)

              (May-Jun)

COFF 30 Jun 02, DEST Sep 02

600-8e  Transmittal Letters   (02)

              (Jul-Aug)

COFF 31 Aug 02, DEST Nov 02

600-8e  Transmittal Letters   (02)

              (Sep-Oct)

COFF 31 Oct 02, DEST Jan 03

600-8e  Transmittal Letters   (02)

              (Nov-Dec)

COFF 31 Dec 02, DEST Mar 03

600-8-1j  Line of Duty Files  (02)

                PA#A0600-8-1bTAPC

*COFF 31 Dec 02, DEST Jan 05

600-8-1k  Pers Effects Cases 

                PA#A0600-8-1cTAPC (ACTIVE)

PIF after disposition of effects

600-8-1k  Pers Effects Cases   (02)

                PA#A0600-8-1cTAPC(INACTIVE)

COFF 31 Dec 02, DEST Jan 05

600-8-2a  Pers Action Suspense Reports

                PA#A0600-8-104TAPC (ACTIVE)

                (DA Form 268)

PIF after close of case

600-8-2a  Pers Action Suspense (02)

                Reports (DA Form 268)

             PA#A0600-8-104TAPC (INACTIVE)

                (DA Form 268)

COFF 31 Dec 02, DEST Jan 04

600-8-2a  Pers Action Susp Reports 

                PA#A0600-8-104TAPC (ACTIVE)

PIF after close of case

600-8-2a  Pers Action Susp Reports (02)

 
 PA#A0600-8-104TAPC (Other Info)

               (INACTIVE) (Jan-Mar) 

COFF 31 Mar 02, DEST Jul 02

600-8-2a  Pers Action Susp Reports (02)

              PA#A0600-8-104TAPC(Other Info)

                (INACTIVE) (Apr-Jun)

 COFF 30 Jun 02, DEST Oct 02

600-8-2a  Pers Action Susp Reports (02)

              PA#A0600-8-104TAPC)Other Info)

                (INACTIVE) (Jul-Sep)

 COFF 30 Sep 02, DEST Jan 03

600-8-2a  Pers Action Suspense (02)

              PA#A0600-8-104TAPC(Other Info)

                (INACTIVE) (Oct-Dec)

 COFF 31 Dec 02, DEST Apr 03

600-8-3a  Postal Pers Designations

                PA#A0065TAPC (ACTIVE)

PIF after termination of designation

600-8-3a  Postal Pers Designations (02)

                PA#A0065TAPC (INACTIVE)

COFF 31 Dec 02, DEST Jan 05

600-8-3b  Postal Losses & Shortages

                 (ACTIVE)

PIF after completion of investigation

600-8-3b  Postal Losses & Shortages (02)

                 (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

Military Post Office -

600-8-3c  Postal Activity Insp & Audits (02)

COFF 31 Dec 02, DEST Jan 05

Unit Mailroom -

600-8-3c  Postal Activity Insp & Audits (02)

COFF 31 Dec 02, DEST Jan 04

600-8-3d  Postal Directory Sources

DEST on accomplishment of the necessary posting to the locator cards

Permanent Party -

600-8-3e  Postal Directories

                PA#A0065TAPC (ACTIVE)

PIF after departure of the indiv

600-8-3e  Postal Directories  (02)

                 PA#A0065TAPC (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

Other Personnel -

600-8-3e  Postal Directories

                PA#A0065TAPC (ACTIVE)

                 (Other personnel)

PIF after departure of the indiv

600-8-3e  Postal Directories (02)

                PA# A0065TAPC (INACTIVE)

                (Other personnel) (Jan-Mar)

COFF 31 Mar 02, DEST Jul 02

600-8-3e  Postal Directories (02)

                PA# A0065TAPC (INACTIVE)

                (Other personnel) (Apr-Jun)

COFF 30 Jun 02, DEST Oct 02

600-8-3e  Postal Directories (02)

                PA# A0065TAPC (INACTIVE)

                (Other personnel) (Jul-Sep)

COFF 30 Sep 02, DEST Jan 03

600-8-3e  Postal Directories (02)

                PA# A0065TAPC (INACTIVE)

                (Other personnel) (Oct-Dec)

COFF 31 Dec 02, DEST Apr 03

600-8-3f  Standing Delivery Orders

                PA#A0065TAPC (ACTIVE)

PIF after termination of designation or issuance of revised standing delivery order

600-8-3f  Standing Delivery Orders (02)

                PA#A0065TAPC (INACTIVE)

COFF 31 Dec 02, DEST Jan 05

600-8-3g  Post Ofc Acct Mail Receipts (02)

COFF 31 Dec 02, DEST Jan 05

600-8-3h  Mail Call & Hours of Collection 

                 Files

DEST when obs or when they served their purpose

600-8-3j  Postal Lockbox Assignments

               PA#A0065TAPC

DEST upon reassignment of lockbox

600-8-6a  Mil Pers Registers  (02)

                 (Jan-Jun)

COFF 30 Jun 02, DEST Jan 03

600-8-6a  Mil Pers Registers   (02)

                 (Jul-Dec)

COFF 31 Dec 02, DEST Jul 03

600-8-6b  Army Strength Reports  (02)

                PA# 0680-31bTAPC

DEST when no longer needed of current operations

600-8-10a  Leave of Absence Files (FY02)

                   PA#A0001bTAPC

                   (Oct 01-Mar 02)

COFF 31 Mar 02, DEST Oct 02

600-8-10a  Leave of Absence Files (FY02)

                   PA#A0001bTAPC

                   (Apr 02-Sep 02)

COFF 30 Sep 02, DEST Apr 03

600-8-10b  Leave Control Logs  (FY02)

                   PA#A0001bTAPC

COFF 30 Sep 02, DEST Oct 03

600-8-10c  Enlisted Personnel Passes

DEST upon return of the indiv from pass, except when required as evidence in proceedings

600-8-19a  Promotion Eligibility         (02)

Rosters                                                 PA#A0600-8-104bTAPC

COFF 31 Dec 02, DEST Jan 05

600-8-19b  Enlisted Selection            (02)

                  Board Reporting Files

                  PA#A0600-8-104bTAPC

COFF 31 Dec 02, DEST Jan 05

600-8-19c  Promotion Eligibility         (02)

                  Determinations 

                   PA#A0600-8-104bTAPC

COFF 31 Dec 02, DEST Jan 04

600-8-19d  Enl Promotions   

                   PA#A0600-8-104bTAPC

                   (ACTIVE)

PIF after completion of action

600-8-19d  Enl Promotions        (02)

                  PA#A0600-8-104bTAPC 


     (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

600-8-19e  Reduction in Grade   (02)

                   PA#A0600-8-104bTAPC

                   (Jan-Mar)

COFF 31 Mar 02, DEST Jul 02

600-8-19e  Reduction in Grade   (02)

                   PA#A0600-8-104bTAPC

                   (Apr-Jun)

COFF 30 Jun 02, DEST Oct 02

600-8-19e  Reduction in Grade   (02)

                   PA#A0600-8-104bTAPC

                   (Jul-Sep)

COFF 30 Sep 02, DEST Jan 03

600-8-19e  Reduction in Grade   (02)

                   PA#A0600-8-104bTAPC

                   (Oct-Dec)

COFF 31 Dec 02, DEST Apr 03

600-8-22b  Mil Award Cases   (02)

                   (Bn - AAMs) 

                   (Bde - AAMs&ARCOMs)

                   PA#A0600-8-22TAPC

*COFF 31 Dec 02, Trf RHA Jan 03, Ret WNRC Jan 06, Dest Jan 28

600-8-22b  Mil Award Cases   (02)

                   (Bn - ARCOMS & Higher)

                   (Bde - MSMs & Higher)

                  PA#A0600-8-22TAPC

COFF 31 Dec 02, DEST Jan 05

600-8-22c  Award Ceremonies   (02)

COFF 31 Dec 02, DEST Jan 05

600-8-101a  Departure Clearances (02)

                    PA#A0600-8-101TAPC

COFF 31 Dec 02, DEST Jan 04

600-8-104a  Info Pers Files

                   (ACTIVE) 

PA#A0600-8-104TAPC & A0001bTAPC

PIF after trf or sep of indiv

600-8-104a  Info Pers Files  (02)

                 (INACTIVE) 

PA#A0600-8-104TAPC & A0001bTAPC

COFF 31 Dec 02, DEST Jan 04

600-8-105c  Perm Order Record Sets (02)

                     (DA Form 638)

COFF 31 Dec 02, Trf RHA Jan 03, Ret WNRC Jan 04, PERM

600-9a  Weight Controls

              PA#A0600-8-104TAPC

See AR 25-400-2 for disposition instructions

600-38a  Meal Card Mgt Files

                (ACTIVE) (Registers & Logs)

PIF after filled or otherwise rendered inactive

600-38a  Meal Card Mgt Files  (02)

                (INACTIVE) (Registers & Logs)

COFF 31 Dec 02, DEST Jan 04

600-38a  Meal Card Mgt Files  (02)

                (Lost or Stolen Cards)

COFF 31 Dec 02, DEST Jan 05

600-38a  Meal Card Mgt Files  (02)

                (Jan-Jun) (Other records)

COFF 30 Jun 02, DEST Jan 03

600-38a  Meal Card Mgt Files  (02)

               (Jul-Dec) (Other records)

COFF 31 Dec 02, DEST Jul 03

Personnel Procurement - 

601-280a  Reenlistment Eligibility

PA#A0601-280bTAPC & A0635-5TAPC

Forward with MPRJ IAW AR 601-280 and AR 640-10.  DEST on reenlistment of individual

Personnel Evaluation - 

623  Gen Pers Eval Corres 

DEST when no longer needed for current operations

623  Gen Pers Eval Corres  (02)

COFF 31 Dec 02, DEST Jan 05

623  Officer & Enlisted

        (Rating Schemes)

DEST when no longer needed for current operations

Personnel Separations - 

635-200a  Discharge Bd Proceedings (02)  

                 PA#A0635-200TAPC

COFF 31 Dec 02, DEST Jan 05

Logistics - 
700  Gen Log Corres Files

DEST when no longer needed for conducting business

710  Gen Log Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

710  Gen Inventory Mgt Corres

DEST when no longer needed for current operations

710  Gen Inventory Mgt Corres  (02)

COFF 31 Dec 02, DEST Jan 05

710-1b  Equip Mgt Surveys

DEST on completion of next survey

710-2a  Property Book & Supporting Documents

See AR 25-400-2 for disposition instructions

710-2b  Document Registers

See AR 25-400-2 for disposition instructions

710-2c  Hand Receipts

             PA#A0710-2bDALO

DEST on turn-in or other completion accounting for the property or when superseded by a new receipt or listing

710-2d  Property Record Insp &   

             Inventory Reports

DEST when no longer needed for

conducting business

710-2e  Property Officer Designations

             (ACTIVE)  PA#A0710-2aDALO

PIF after termination of appointment

710-2e  Property Officer Designations  

             (INACTIVE)  PA#A0710-2aDALO

DEST when no longer needed for

conducting business

710-2f  Pers Property Acct Files - 

             Organizational Property

DEST when no longer needed for 

conducting business

Weapons Inventories - no discrepancies-

710-2h  Property Loss, Theft, &   (02)

             Recovery Reports

COFF 31 Dec 02, DEST Jan 05

Weapons inventories - discrepancies-

710-2h  Property Loss, Theft, &  (02)

             Recovery Reports

COFF 31 Dec 02, Trf RHA Jan 05,      DEST Jan 07

Loss, theft, and recovery reports - 

710-2h  Property Loss, Theft, &  

              Recovery Reports (ACTIVE)

PIF after recovery of item

710-2h  Property Loss, Theft, &  (02)

              Recovery Reports (INACTIVE)

COFF 31 Dec 02, DEST Jan 04

Or if not recovered

710-2h  Property Loss, Theft, &  (02)

              Recovery Reports (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05,      DEST Jan 08
710-2m  Receipting Authorities

DEST on preparation of new authorization

710-2t  Unit Supply Reports  

DEST when no longer needed for

conducting business

710-2x  Unit Packing Certificates  (02)

              (Jan-Jun)

COFF 30 Jun 02, DEST Jan 03

710-2x  Unit Packing Certificates  (02)

              (Jul-Dec)

COFF 31 Dec 02, DEST Jul 03

710-2y  Unit Supply Inspections  (02)
COFF 31 Dec 02, DEST Jan 05

710-2dd  Nonaccount Property Files

               (ACTIVE)

PIF on turn-in of equip, after proper settlement of responsibility, or consolidation, whichever is applicable

710-2dd  Nonaccount Property Files  (02)

                (INACTIVE)

COFF 31 Dec 02, DEST Jan 05

IMPAC applications - 

715h  Contracting Officer Designations

          (ACTIVE)

PIF after rescission or termination

715h  Contracting Officer Designations (02)

          (INACTIVE)

COFF 31 Dec 02, DEST Jan 05

IMPAC transactions - 

715j  Small Purchases & Modifications

         (ACTIVE)

PIF after final payment

715j  Small Purchases & Mods (02)

         (INACTIVE)

COFF 31 Dec 02, Trf RHA Jan 05,      DEST Jan 06

Property Accountability - 

735  Gen Prop Account Corres Files

DEST when no longer needed for current operations

735  Gen Prop Account Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

Approving authorities - 

735-5r  Report of Survey Files 

             PA#A0027-1DAJA

            (ACTIVE) (Pecuniary Liability)

PIF after completion of final action

735-5r  Report of Survey Files  (02)

            PA#A0027-1DAJA

            (INACTIVE) (Pecuniary Liability)

 COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 08

Other offices and other files - 

735-5r  Report of Survey Files  (02)

             PA#A0027-1DAJA

COFF 31 Dec 02, Trf RHA Jan 05, DEST Jan 06

Maintenance Management

738  Gen Maint Mgt Corres Files

DEST when no longer needed for conducting business

738  Gen Maint Mgt Corres Files  (02)

COFF 31 Dec 02, DEST Jan 05

738-750a  Maint Requests  (02)

                  (Jan-Mar)

COFF 31 Mar 02, DEST Jul 02

738-750a  Maint Requests  (02)

                 (Apr-Jun

COFF 30 Jun 02, DEST Oct 02

738-750a  Maint Requests (02)

                  (Jul-Sep)

COFF 30 Sep 02, DEST Jan 03

738-750a  Maint Requests  (02)

                  (Oct-Dec)

COFF 31 Dec 02, DEST Apr 03

738-750b  Maint Request Registers

                 (ACTIVE)

PIF after last entry

738-750b  Maint Request Registers 
                 (INACTIVE) 

DEST when no longer needed for

conducting business

738-750d  Preventive Maint Schedules

DEST upon transfer of required info to other records or on disposition of the related equip, whichever is first

Historical Activities - 

870-5a  MTOE Organizational Histories

PERM.  Trf to HQDA (DAMH-HSR), WASH DC 20314-0200 when the unit is discontinued, disbanded, inactivated, or reduced to zero strength.


